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1.1 History and General Description
Calumet College of St. Joseph, sponsored by the U.S. Province of the Missionaries of the Precious Blood

(C.PP.S), opened in 1951--a time of economic growth, general optimism and surges in college
enrollment from the G. I. Bill—as the Calumet Center Extension of St. Joseph's College, Rensselaer,
Indiana. The extension had a twofold purpose: 1) to serve the Calumet Region by offering courses to
students seeking academic degrees or adult education, and 2) to be a feeder for enrollment at the main
campus. The only Catholic Church-affiliated college in Lake County, Indiana, the center conducted
weekday evening and Saturday morning classes at Bishop Noll Institute in Hammond and a few classes
at St. John the Baptist Catholic parish parochial center in Whiting. In 1960, the college, now housed in a
remodeled furniture store at 4721 Indianapolis Blvd., East Chicago, opened its doors as St. Joseph’s
College Calumet Center, the first four-year degree granting institution in Lake County. From 1960
through 1975, it grew into a multi-storefront campus, reaching its peak enroliment, almost 1,700, with
a full-time equivalent of 1,157, in 1971.

The school was renamed St. Joseph’s College Calumet Campus in 1963, St. Joseph’s Calumet
College in 1971, and Calumet College in 1973, the year it officially separated from St. Joseph's
College. On December 31, 1973, the American Oil Company (AMOCO, now BP) gave the college
its research and development facilities along with 256 acres of land in the Robertsdale section of
Hammond, including the 148-acre George Lake. In January 1976, the college moved into its new
facilities, having undergone a $2.5 million renovation. Improvement projects have continued
since, including the 1998 remodeling and opening of second floor space for a student lounge,
student activities, and food service.

In 1987, the school was renamed Calumet College of St. Joseph (CCSJ) to better reflect its
Catholic identity and origins. That same year it introduced Organization Management, the first
accelerated bachelor’s degree program in Lake County intended for adults who completed
approximately two years of college, shortening the time required for degree completion.

In 2000, building upon its strong intramural sports tradition, CCSJ began its first intercollegiate
athletic program as a member of the National Association of Intercollegiate Athletics (NAIA). The
athletic program has significantly increased traditional full-time enrollment and coverage in local
media. In Fall 2022, the college was the first in Lake County to offer football as a collegiate sport,
and a founding member of the Midwest Sprint Football League. As of 2022, CCSJ competes in 17
sports, 8 for men, 7 for women, 2 co-ed, and has approximately 300 student athletes.

In 2006, the college initiated a $7 million capital campaign, “Changing Lives, Growing the
Vision,” to raise funds for the construction of a student/community activity center, renovation
of the back entrance area of the 2400 New York Avenue building, and an increase in the
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endowment. The successful campaign led to the construction of the Rittenmeyer Athletic
Center, dedicated in 2009, the first new building in the college’s history. Renovation of the 2400
building, completed in the fall of 2012, added new science labs, art studio facilities, and the
Katsahnias Student Commons, a gathering place for students and an attractive space for special
parties and fund-raising events.

In response to a need for university housing, in 2020, the college contracted to lease two floors
in the newly constructed llliana apartment building located at Indianapolis Boulevard and 119th
Street in Whiting. The apartments, approximately 50 beds, were fully leased by students in the
first year. In 2022, CCSJ added on-campus housing when it opened the first residential building
on campus. The living, learning, and serving house accommodates 63 students and is the first of
a 2-building complex being planned.

CCSJ has long offered practical and diverse curricula encompassing four-year bachelor’s degrees, two-
year associate degrees, and short-term certificates. To meet the changing needs of traditional and
adult students, the college today offers day, evening and Saturday classes, Credit for Life Experience,
online and hybrid courses in certain programs, and accelerated degree programs on campus and at off-
campus sites in Northwest Indiana and Chicago.

The first Master’s Degree program, Public Safety Administration, began in 2002. (The College is
currently replacing this program with a Master’s in Public Administration.) Teaching,
Psychology, and Management have been added since. These graduate programs further CCSJ’s
commitment to excellence in Catholic higher education and learning as a lifelong endeavor.

Its student population today includes one of the largest percentages of minority students (more
than 60%) of any independent college in Indiana, and a growing number of international
students (about 30). U.S. News & World Report has named CCSJ one of the most diverse four-
year institutions of higher learning in the Midwest every year since 2000.

CCSJ’s commitment to social justice extends far beyond the classroom. Faculty, staff, students and
alumni regularly engage in service learning projects to benefit the local community, as well as
humanitarian ventures in other parts of the U. S. and abroad, including periodic working trips (since
2003) to a C.PP.S-sponsored mission in Guatemala.

CCSJ is accredited to offer master’s, bachelor’s, and associate degrees, as well as certificates and
diplomas by the Higher Learning Commission (30 N. LaSalle St., Suite 2400, Chicago, IL 60602-2504,
telephone number (800) 621-7440). The college has been approved by the Indiana Department of

Education (IDOE) Office of Education Licensing and Development (OELD) for the preparation and
licensing of elementary and secondary teachers. The Education Department is also fully accredited by
the Council for the Accreditation of Educator Preparation (CAEP), formerly known as NCATE. The
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department holds membership in several state, regional, and national education and professional
associations.

1.2 C.PP.S. Mission Statement
We, the Cincinnati Province of the Missionaries of the Precious Blood, are an apostolic
community founded in 1815 by St. Gaspar Del Bufalo. We are united by a bond of charity and
rooted in the Spirituality of the Blood of Jesus.

We are called to participate in the on-going renewal of the Church and the realization of the
Presence of God among ourselves and the people we serve. In our willingness to be flexible and
responsive to changing needs, we fulfill our mission through:

Supporting and nurturing one another;

Embracing a life of prayer;

Calling forth the gifts of the laity and working in collaboration with them;
Preaching and witnessing to the Word of God;

Promoting conversion and reconciliation; and

Pursuing justice ever mindful of the poor and marginalized.

1.3 CCSJ Mission Statement (approved by the Board of Trustees in
2023)

Calumet College of St. Joseph is a Catholic institution of higher learning informed by the values
of its founding religious community, the Missionaries of the Precious Blood (C.PP.S.). The
mission of the College is to cultivate the academic, spiritual and ethical development of our
students by affirming the inherent dignity of all people, social justice, and an ethic of service and
providing opportunity and empowerment.

1.4 Board of Trustees
The Board of Trustees is responsible for the overall governance of Calumet College of St. Joseph.
This includes:

® The determination of the institution’s mission and the ongoing assessment of the
College’s performance vis-a-vis its mission;

e The development, approval, and oversight of the institution’s strategic plan and all other
decisions of strategic importance;

® The selection of the President and the ongoing assessment of the President’s
performance;

e The approval of budgets and all key financial decisions pertaining to the institution;
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e The full representation of key stakeholders’ views, including the perspectives of the
Missionaries of the Precision Blood, alumni, and the community at large; and

e The ongoing monitoring of the College’s academic programs and the various
administrative and support structures that contribute to the achievement of the
College’s mission.

1.4.1 Articles of Incorporation
See Appendix A, Restated Articles of Incorporation, November 10, 1973.

1.4.2 By-laws
See Appendix A, By-laws of Calumet College of St. Joseph, July 13, 1995.

1.5 Administrative Structure

1.5.1 President
The President shall be the chief executive officer of the Corporation and shall be responsible for
the general direction of its affairs. The President works with the Board of Trustees to advance
and achieve the mission of CCSJ.

1.5.2 Vice President for Academic Affairs

The Vice President for Academic Affairs (VPAA) is charged with carrying out the educational
policies and programs of the college and the supervision of those faculty members and
administrators appropriate to this charge. The VPAA is appointed by and reports to the
President. See Appendix B for detailed position description.

1.5.2.1 Department Chairs

Department Chairs are appointed by the VPAA after consultation with faculty in each
department. Chairs will supervise academic departments that deliver various academic
programs. Department Chairs are appointed to two-year terms and report to the VPAA. They
are assisted by Program Directors. See Appendix B for detailed position description.

1.5.2.1.1 Program Directors

Program Directors exercise leadership in curriculum and instruction within degree areas.
Responsibilities include curriculum planning and development, assessment of student learning
outcomes and program effectiveness, and program management. Program Directors are faculty
members appointed by the VPAA after consultation with the appropriate Department Chair to
whom they report. See Appendix B for detailed position description.
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1.5.2.1.2 Director of General Education

The Director of General Education is responsible for the development and oversight of the General
Education Program. The Director is responsible for the coordination of General Education
assessment. The Director of General Education is appointed by and reports to the VPAA.

1.5.2.1.3 Director of the Library

The Director of the Library is responsible for the development of the library and supervision of
library personnel. The Director of the Library is appointed by and reports to the VPAA.

1.5.2.3 Assistant Vice President of Registration and Advising and Director of
Compliance

This individual is responsible for overseeing and maintaining the academic records for all
students; supervising academic advising; and ensuring that the College meets its diverse federal,
state, and accreditation compliance obligations.

1.6 Governance Structure
The College governance system consists of the Corporate Board, the Board of Trustees, the

President/Administration, and the Academic Senate. The College is committed to a shared
governance policy as described in the American Association of University Professors 1966
Statement on Government of Colleges and Universities .

1.6.1 Academic Senate
The Academic Senate shall have primary responsibility for initiating, developing, and
implementing the instructional program of the college, under the supervision of the Vice
President for Academic Affairs and President of the College, subject to the approval of the Board
of Trustees.

The Academic Senate formulates academic policy covering curriculum, admissions, graduation
requirements, scholarships, teaching methods, examinations, and other academic matters. It also
has central responsibility for academic planning.

All Academic Senate decisions that are subject to approval by the President of the College are
forwarded to the President by the VPAA. Academic Senate actions that are disapproved by the
President must be returned by the VPAA to the Academic Senate for reconsideration.

1.6.1.1 Functions

The functions of the Academic Senate include (but are not limited to):

1. Promoting the development and fulfillment of the college mission.
2. Developing, studying, interpreting, and implementing academic policies.
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3. Determining and reviewing programs, and coordinating their functions.

Reviewing department proposals regarding curricula and courses.

5. Reviewing and initiating policies relevant to rights, duties, and general welfare of the
faculty.

B

6. Approving academic clubs and student government constitution, and providing for an
overview of student activities relevant to the academic area.

7. Providing direction for the General Education program.

8. Providing input and perspective on Enrollment Management issues.

9. Discussing appropriate student issues and providing direction for solving these issues.

10. Discussing and defining educational as well as other issues considered important for
the welfare of the college.

11. Recommending to the Board of Trustees candidates for earned degrees, subject to
certification by the Vice President for Academic Affairs.

The Academic Senate exercises legislative authority on the above functions subject to positive
recommendation by the President and approval by the Board of Trustees. Actions by the Senate
shall be submitted to the Vice President for Academic Affairs.

Proposals that must be sent to the Board of Trustees for final approval include, but are not
limited to, program addition or deletion, General Education program revision, new degrees,
rank and tenure recommendations, and formal statements of policy and structure in the Faculty
Handbook. If the President should veto a proposal approved by the Academic Senate, the
Faculty Representative to the Board of Trustees may submit the said proposal to the
appropriate committee of the Board as a potential Board agenda item.

1.6.1.2 Organization

Membership

The voting faculty of the Academic Senate shall include all full-time and ranked part-time faculty
holding the rank of Instructor, Assistant and Associate Professor, and Professor. The Vice
President for Academic Affairs, the Director of the Library, and the Assistant Vice President of
Registration and Advising are also voting members. Full time faculty with release time must
maintain a 12 hour load per academic year to retain voting rights in the Senate.

Non-voting participation in Academic Senate for the purpose of reports and other discussion
shall be allowed to the administrative staff, emeriti members of the faculty, adjunct faculty, and
students with approval of the Chair of the Academic Senate.

1.6.1.2.1 Officers of the Academic Senate
The organization of the Academic Senate shall consist of the following officers: the presiding
officer of the Academic Senate shall be the Chair of the Senate for one Academic year, and the
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Chair-elect of the Senate shall be the other officer elected by the Academic Senate. Both must
be full time faculty members of Calumet College.

Chair
The duties of the Chair of the Academic Senate shall be as follows:

e To preside at all meetings of the Academic Senate or designate the Chair-elect or some
other person to preside.

® To determine the business of the Academic Senate through an agenda to be prepared
in consultation with the Executive Committee, and to assure the circulation of such
agenda prior to each meeting of the Academic Senate.

®  To chair the Executive Committee.

e To communicate with administration on behalf of the Academic Senate and to provide
a written report of Academic Senate actions to the Vice President of Academic Affairs
of the college after each Academic Senate business meeting.

e Torepresent the faculty at the President’s Senior Staff meetings.

Chair Elect

Elections for the Chair-elect shall take place at the last Academic Senate meeting of the school
term. The Executive Committee shall provide a slate of nominees for all standing committees of
the Senate at least one week before the date of the first fall meeting. Additional nominations
may be made from the floor by faculty members present at the meeting during which the
election is held. The duties of the chair-elect of the Academic Senate shall be as follows:

e To preside at business meetings of the Academic Senate in the absence of the Chair of
the Academic Senate.

e To deliver the report of the Executive Committee at business meetings of the Academic
Senate.

® To succeed the Chair of the Academic Senate at the end of the Chair’s term.

e To assume the duties of the Chair should the need arise.

1.6.1.2.2 Faculty Support at Meetings of the Academic Senate

The Administration will assure faculty support at the Academic Senate. Senate duties include
distribution of agenda and support materials, attendance at meetings, taking of notes, and
preparation and distribution of the minutes afterwards.

1.6.1.2.3 Parliamentarian

Annually, the Chair of the Academic Senate shall appoint a member of the faculty to advise the
Senate on procedure and assist the chair in ruling on parliamentary questions. The
parliamentarian shall hold office for the academic year.
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1.6.1.2.4 Executive Committee

The duties of the Executive Committee shall be as follows:

The Executive Committee prepares the agenda. Items should be submitted to the
Executive Committee five days prior to the meeting at which they will be discussed.
Iltems may be submitted by committees, administrative officers or by any member of
the Academic Senate.

To appoint faculty members to standing committees, unless otherwise stated in the
Faculty Handbook.

To prepare the slate of candidates to the Academic Senate for faculty representation on
college committees.

To seek, and if necessary recommend, nominations to the Academic Senate for Chair-
elect of the faculty.

To appoint a “pro-tem” Chair-elect as necessary.

To serve as the committee on committees, reviewing and directing Academic Senate
business to appropriate Academic Senate committees.

Executive Committee Membership
The Executive Committee membership shall consist of the following:

The Chair of the Academic Senate.

The Chair-elect.

The Vice President for Academic Affairs.

Two members elected by the Senate.

Other members by decision of the committee.

1.6.1.2.5 Elections

Elections for the Chair-elect shall take place at the last Academic
Senate meeting of the school term. The Executive Committee shall provide a slate of
nominees for all standing committees of the Senate at least one week before the date
of the first fall meeting. Additional nominations may be made from the floor by faculty
members present at the meeting during which the election is held.

1.6.1.3 Meetings

Robert’s Rules of Order Revised shall govern the conduct of the business in all cases to
which they are applicable and in which they are not inconsistent with the rules or order
of the Senate. A vote of two thirds of the faculty is needed to suspend the rules.
One-half of the voting Academic Senate membership, exclusive of members on leave or
sabbatical, shall constitute a quorum.

The meeting agenda and minutes of the previous meeting shall be distributed to all
members one week prior to the date of the meeting.

Regular meetings of the Academic Senate are held in accordance with a schedule
established at the beginning of the academic year.

The Executive Committee may call special meetings when deemed necessary or when
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five faculty members submit a written request. The President or Vice President for
Academic Affairs may call a meeting of the Academic Senate as needed after
consultation with the Chair as to the agenda to be covered.

e All proposals must be submitted in writing to the Executive Committee.

® A majority of those voting members present and voting is required for approval of a
motion.

1.6.1.3.1 Order of Business
Call to order and opening prayer
Acceptance of agenda
Approval of minutes
Administrative Reports
Committee Reports
Old business
New business
Announcements
Adjournment

1.6.2 Student Government
The Student Government recommends policy on non-academic student life. It serves as a
channel of communication and consultation among the student body, the faculty, and the
administrative officers of the College. The students nominate a faculty advisor annually.

1.7 Committee Structure

1.7.1 Board of Trustees
See Appendix A for By-Laws of Calumet College of St. Joseph, July 13, 1995.

The Academic Senate elects two members of the Senate to represent the Academic Senate on
the Board of Trustees. Election to the Board is for a two year term and the terms of the elected
trustees shall be staggered so that one representative will be elected annually. The Faculty
Trustees will submit reports to the Senate concerning Board and committee actions and
deliberations. Faculty trustees also serve on the Board of Trustees Finance and Academic Affairs
Committees. Elections are held in March, and the Chair of the Academic Senate will submit the
names of the elected Faculty Trustee to the Secretary of the Board.

1.7.2 Administrative Committee Representatives
The Academic Senate elects two representatives annually to serve and represent the Senate on
the following committees:
Admissions / Readmission Committee
14
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Computer Technology Committee
Human Resources Committee

1.7.3 Academic Senate Committees

1.7.3.1 Rank and Tenure Committee

Membership

The Rank and Tenure Committee is composed of five tenured faculty members: two appointed by the
Vice President for Academic Affairs and three elected by the faculty. The committee elects its own
chair. The appointed members serve terms of two years' duration, so arranged that at the beginning of
each academic year, one of the two begins a new term. Elected members serve terms of three years'
duration, so arranged that each year, one of these is elected at the first Senate meeting of the academic
year.

Duties and Responsibilities

This committee recommends promotions in academic rank and awarding of tenure to the Vice President
for Academic Affairs. It advises the Vice President for Academic Affairs, the President and the Board of
Trustees concerning appropriate revisions of regulations governing promotion in academic rank and
awarding of tenure.

Procedure

The Vice President for Academic Affairs presents to the committee the names and appropriate support
materials of those faculty members who have fulfilled the norms for academic degrees and experience
as stated in the Faculty Handbook and are therefore eligible to apply for promotion or tenure.

Special cases may be submitted to the committee by the President, the Vice President for Academic
Affairs, any committee member, the Faculty Chair of a faculty member, any full-time faculty member, or
any faculty member who asks consideration for promotion or tenure.

The recommendations of the committee are presented to the Vice President for Academic Affairs.
When this recommendation is to reject a faculty member’s application for promotion (not tenure), the
committee will make suggestions for further improvement of performance and for professional
development. This information is communicated to the faculty member through the Vice President for
Academic Affairs and the particular Faculty Chair.

The Vice President for Academic Affairs submits his/her recommendations and those of the Rank and
Tenure Committee to the President.

The President makes the final determination and submits positive recommendations to the Board of
Trustees. When the promotion (not tenure) decision at this level is contrary to the recommendation of
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the Rank and Tenure Committee, the President shall communicate to the individual not promoted, to
the Chair of the committee, and that individual’s Faculty Chair, in writing, specific findings of inadequacy
of the standards as outlined in section 2.1.6.4.1. Thereafter, the Faculty Chair shall meet with the faculty
member and outline suggestions for professional development. The suggestions offered by the Faculty
Chair shall then be communicated to the President.

1.7.3.2 Tenure Judiciary Committee

Membership

The Tenure Judiciary committee shall consist of four tenured faculty members, two elected annually by
the Academic Senate and two appointed annually by the Vice President for Academic Affairs. The choice
of members of this committee should be on the basis of their objectivity and competence and of the
regard in which they are held in the academic community. The committee should elect a chairperson.

Duties and Responsibilities
The Tenure Judiciary committee shall:

° Conduct hearings to consider grounds for dismissal of a tenured faculty member
following procedures in section 2.8.5.2.
° Conduct hearings to review faculty grievances pursuant to section 2.16.2.
Procedure

The Tenure Judiciary Committee meets on an as-needed basis, with meetings called by the chair.

1.7.3.3 Curriculum and Assessment Committee

Membership

The Curriculum and Assessment Committee is composed of the Vice President for Academic Affairs, the
Director of Assessment (who is appointed by the VPAA and acts as chair), the Assistant Vice President for
Registration and Advising, the Director of the Library, and six faculty members elected by the Academic
Senate. (Each department will nominate one candidate to represent the department on the Curriculum
and Assessment Committee.)

Duties and Responsibilities

The committee reviews, approves, and reports to the Academic Senate all routine curricular and
academic proposals. Routine matters are defined as changes in course titles, course descriptions,
course numbers and the addition of new courses, the deletion of courses, or the revision of courses.
These do not generally require the approval of the Senate. If in the judgment of the Curriculum and
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Assessment Committee, an issue that does not technically require full Senate action rises to a level of
significance that the committee determines the entire faculty should be involved in the decision-making
process, the committee has the option of referring these questions to the full Senate for discussion
and/or action.

The committee also reviews and recommends to the Academic Senate all major curricular and academic
proposals. Major revisions are defined as the introduction or deletion of a program, degree, minor, or
concentration. Also needing Senate approval are any additions or deletions to the GENERAL
EDUCATION program including course changes, course additions, course deletions, course descriptions,
or course numbers.

The committee supervises the assessment plan, and reviews and recommends to the Academic Senate
any major changes in it.

Procedure
This committee meets at the discretion of the Chair.

1.7.3.4 Alternative Credit Team

(Formally LEAP Portfolio Intake Review Committee)Membership

The Alternative Credit Team is composed of one faculty member elected by the Academic Senate, one
faculty member and one staff member appointed by the Vice-President for Academic Affairs, the LEAP
workshop facilitator, and the Registrar.

Duties and Responsibilities

The Alternative Credit Team or a designee reviews each LEAP portfolio submitted by a student to
determine if the portfolio meets standards for sending to appropriate faculty for formal credit evaluation.
The team studies and recommends policies relative to all forms of awarding alternative credits. The team
updates the LEAP Student Handbook in line with current practices.

Procedure
The committee meets as needed.

1.7.3.5 Faculty Affairs Committee

Membership
The Faculty Affairs Committee shall consist of five voting faculty members elected by the faculty of the
Academic Senate. The Faculty Affairs Committee will elect a Chair to serve for a term of one year.

The Chair is responsible for conducting the business of the Faculty Affairs Committee. The committee
reports to the Academic Senate.
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Duties and Responsibilities

The purpose of the Faculty Affairs Committee is to safeguard faculty rights and morale, ensure faculty
accountability, and encourage faculty success in keeping with the contents of Section 2 (Faculty
Personnel Policies) of the Faculty Handbook.

Under the direction of the Senate, the Faculty Affairs Committee shall provide guidance regarding:

Academic responsibility and accountability.
Standards of appointment and retention.
Faculty tenure issues.

Salary and benefit issues.

Procedures for academic promotion.
Orientation of new faculty members.
Professional Development.

Social justice and ethical issues.

The committee advises the President, Vice President for Academic Affairs, Board of Trustees and the
faculty on the items listed above.

Procedure

The President and Vice President for Academic Affairs may suggest issues to the committee. The Faculty
Senate may submit questions to the committee for consideration. The committee may also initiate its
own agenda, including in response to requests from individual faculty members, and bring it to the
Senate.

The committee will conduct an organizing meeting at the beginning of the Academic year to elect a chair
and plan its schedule. The committee will meet periodically as questions or concerns are submitted to
the Chair.

Recommendations that (per section 1.8) amend an item of summaries of procedures, or amend formal
statements of policies and structure, are submitted to the Academic Senate for approval.

1.7.3.6 Graduate Studies Committee

Membership

The Graduate Studies Committee is composed of the Vice President for Academic Affairs, the Registrar,
the program directors of each graduate program, and two members elected by the faculty from non-
Graduate programs. The committee elects its own chair. Elected members serve terms of two years’
duration, so arranged that each year, one of them is elected at the first faculty meeting of the academic
year.
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Duties and Responsibilities

The committee reviews, approves and reports to the Academic Senate all curricular and academic
proposals relating to graduate programs. These responsibilities include significant revisions to any
existing graduate program, significant revisions to graduate policies and procedures, program
requirement revisions, the evaluation of the rigor and scholarship of graduate programs, and proposals
of new graduate programs. In addition, this committee shall supervise the assessment of new or existing
programs, and shall advocate and review material and human resources needed to develop and sustain
new programs.

Relative to course changes, the committee will review and approve all routine curricular and academic
proposals. Routine matters are defined as changes in course titles, course descriptions, and course
numbers, the addition of new courses, the deletion of courses, and / or the revision of courses. These
do not require the approval of the Senate.

The committee reviews and recommends to the Academic Senate all major curricular and academic
proposals. Significant revisions are defined as the introduction or deletion of a program, or degree;
revisions of existing programs, including new requirements; and the introduction of new degrees or the
deletion of current degrees. Any of these changes require approval of the Senate.

Procedure
This committee meets at the discretion of the Vice President for Academic Affairs or the Chair of the
Graduate Studies Committee.

1.7.3.7 General Education Committee

Membership

The General Education Committee is headed by a faculty chair who is appointed by the Vice President
for Academic Affairs. The First Year Experience Coordinator also serves on this committee, along with
faculty members elected annually by their respective departments, as follows: one representative from
each General Education area (Mathematics, Science, Humanities, and Social Sciences), with an optional
additional representative each from Humanities and Social Sciences.

Duties and Responsibilities

The purpose of the General Education Committee is to develop, implement, and assess a General
Education curriculum that (a) exposes students to an intellectual heritage integral to the liberal arts
tradition to which the College has long been committed and that (b) develops foundational knowledge
and skills students need to succeed in their major programs of study.

The committee also reviews and recommends, first to the Curriculum and Assessment Committee and
later to the Academic Senate, all major curricular revisions to the General Education Program. Major
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curricular revisions are defined as additions or deletions to the General Education Program, including
course changes, course additions, course deletions, course descriptions, or course numbers.

Additionally, the General Education Committee provides guidance and oversight related to
° Academic Student Support Services
° The Signature Assignment process

The faculty chair attends the meetings of the Academic Council.

Procedure
This committee meets at the discretion of the faculty chair.

With the guidance of the Vice President for Academic Affairs, the faculty chair generally sets the agenda
for the committee. The Director of Assessment may also submit issues for consideration by the
committee. Members of the committee may also propose issues to the committee, including in
response to requests from individual faculty members.

The committee will conduct an organizing meeting at the beginning of the Academic year to plan its
schedule. The full committee will meet monthly. Working groups assigned by the committee to
particular tasks will coordinate additional meetings outside of regularly scheduled meeting times.

Attendance at General Education Committee meetings is open to all faculty members at Calumet
College of St. Joseph.

1.7.3.8 Faculty Handbook Committee

Membership

The Faculty Handbook Committee shall consist of five voting faculty members elected annually by the
Academic Senate. The Faculty Handbook Committee will select a Chair at the committee’s
organizational meeting to serve for a term of one year. The Chair is responsible for conducting the
business of the committee.

Duties and Responsibilities
The Faculty Handbook Committee will be concerned with the following:

° Reviewing both the Faculty Handbook and the Adjunct Faculty Handbook annually, or more
often as needed.

° Processing proposed amendments to both Handbooks when approved by the Academic Senate.
° Coordinating all changes deemed necessary.

° Providing guidance to faculty members who request it regarding interpretation of the Faculty
Handbooks.
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Procedure

Amendments that require Senate approval (changes in policy and procedure) shall be forwarded to the
Academic Senate through the Executive Committee to be placed on the Academic Senate agenda.

Approved changes will be forwarded to the office of the Vice-President for Academic Affairs for
processing and distribution.

The office of the Vice-President for Academic Affairs will provide clerical support for the committee.

The committee reports to the Academic Senate. The Chair of the committee shall call meetings of the
committee.

It shall be the duty of the Chair to submit a report to the Chair of the Academic Senate on the activities
of the committee annually.

1.8 Faculty Handbook Revision Process

Amendments to the Faculty Handbook may be proposed in writing to the Vice President for Academic
Affairs or to the Faculty Handbook Committee after they have followed the committee structure as
outlined in the Faculty Handbook.

If the proposal is to amend an item of general information, the individual making the proposal will submit
the proposal to the Vice President for Academic Affairs. If the Vice President for Academic Affairs
approves the proposal, he/she will notify the faculty of the change.

If the proposal is to amend an item of summaries of procedure, the proposal must be submitted to the
Academic Senate for deliberation. If approved there, the proposal is submitted to the Vice President for
Academic Affairs who will make a recommendation to the President. The President will then notify the
faculty of his/her decision.

If the proposal is to amend formal statements of policy and structure, the proposal is submitted to the
Board of Trustees for their consideration, following approval by the Academic Senate and the Vice
President for Academic Affairs and President. The President will then notify the faculty of the Board's
action. (See 1.6.1 for information regarding Presidential veto.)

Whenever general information, summaries of procedures, and/or formal statements of policy and
structure are changed, revised text will be prepared by the Handbook Committee in consultation with the
Office for the Vice President for Academic Affairs and the revised document distributed to all Academic
Senate members.

Proposals that amend an item of summaries of procedure are submitted to the President by the Vice
President for Academic Affairs. The President will notify the VPAA, who will then notify faculty of his/her
decision.
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Section 2: FACULTY PERSONNEL POLICIES

Because the success of the College and the achievement of its mission rest in large part upon
the quality of the individual faculty members, the college has designed its personnel policies to
obtain and retain the best possible faculty in light of that mission: the dedicated professor, the
productive scholar, the responsible citizen. The following policies formalize the criteria and
procedures for the selection and rewarding of such faculty.

The College seeks to appoint the most qualified and competent persons who are available, who
are in harmony with the mission of the College, and who support and respect the mission of the
College. Because the College is a Catholic institution of higher learning, faculty are expected to
respect the traditions and beliefs of the Catholic Church. Faculty are recruited from a diversity
of religious backgrounds.

Calumet College of St. Joseph is an Equal Opportunity Employer. The College also complies fully
with the Americans with Disabilities Act and the Immigration and Reform Control Act. The
College is strongly committed to maintaining a Harassment Free Work Environment for all
employees, as well as a Harassment Free Learning Environment for all students. (For more
information, please visit the Title IX Policy web page.) Finally, as regards the faculty in particular,

the College is guided by the "Statement on recruitment and resignation of faculty members"
adopted by the Association of American Colleges and Universities and the American Association
of University Professors as its basic operating procedures. It expects that faculty members will
do likewise. (See Appendix D for statement.)

2.1 Definition of Faculty Status

The College faculty consists of all faculty members whose appointments require the approval of
the President of the College and his or her designee, and whose letters of appointment or
contract designate them as having faculty status.

2.1.1 Ranked Faculty; Full-time
Full-time faculty members are appointed as Instructor, Assistant Professor, Associate Professor,
or Professor. Full-time faculty members have the right to vote in faculty meetings.
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2.1.2 Part-time Faculty

2.1.2.1 Ranked Faculty, Part-time

Part-time faculty members are ranked as defined in section 2.1.6 and are given an appointment
equivalent to half-time or more, but less than that of a full-time faculty member. Ranked part-
time faculty members are employed on an annual basis subject to reappointment. Such ranked
part-time faculty have pro-rated contractual rights to promotion, sabbatical leave, and fringe
benefits as available in the Faculty Handbook. They are full voting members of the Senate and
have, on a pro-rated basis, responsibilities for advising, service on committees, and all other
responsibilities of full-time faculty members as detailed in the Faculty Handbook.

2.1.2.2. Adjunct Faculty

Adjunct faculty appointments and salary agreements are on a temporary basis and are renewed
for each term. Adjunct faculty members have the right of voice (but not vote) in faculty
meetings. Refer to 2.1.6.1 for qualifications.

A full-time staff member or administrator must have the written approval of his or her
supervisor and the Vice President for Academic Affairs prior to being scheduled to teach any
course.

Federal regulations limit adjunct faculty teaching hours to no more than 9 per week at any given
time. The following table clarifies the maximum course load for adjuncts.

Traditional Traditional and Accelerated (Graduate
Accelerated and Degree
Completion)

3 traditional 3-credit- 1 accelerated course 2 accelerated courses.

hour classes or\
plus

2 traditional 4-credit-

h 1 traditional course.
our classes.

Adjunct instructors' responsibilities are generally limited to the courses they teach and to
attendance at orientation workshops (held either in person or online) deemed necessary by the
Department Chair or Program Director. Department Chairs and Program Directors shall make
every effort to schedule these workshops at a time when adjunct faculty can attend and to
notify adjunct faculty well in advance of the workshop dates.
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2.1.3

Special Appointment Faculty

2.1.3.1 Emeritus/-a

Faculty members who have at least ten years of service at Calumet College of St. Joseph and who retire

while holding faculty appointment may be granted Emeritus/-a status by the Board of Trustees upon

recommendation of the President. Emeritus/-a appointments carry the lifetime privileges listed in

Appendix E.

2.1.3.2 Visiting Instructor, Assistant, Associate or Professor

The title of "visiting" may be assigned at the discretion of the Vice President for Academic Affairs
to those faculty members who by reason of their academic credentials and other circumstances
of their appointment would merit this title. These are annual appointments. Refer to 2.1.6.1 for
qualifications.

2.1.4 Administrators with Faculty Rank

2.1.5

2.1.6

There is no tenure in an administrative position. An administrative officer may hold tenure as a
member of the faculty in a program area (provided that he/she is so qualified) but may not hold
tenure with regard to the administrative position. Years of service in an administrative position
are not counted toward the probationary period leading to tenure, but if the appointment
includes faculty responsibilities, an individual may be credited on a fractional basis with years of
experience leading to tenure. The President and Vice President for Academic Affairs are
ordinarily tenured faculty members.

Special Academic Support Services Staff

2.1.5.1 Librarians
(See Handbook Section 3.)

Qualifications for Appointment to Rank
Specific Regulations

The following standards are used as a basis for appointment to each rank. These same
standards are used by the Rank and Tenure Committee in their deliberations for tenure and
promotion.

2.1.6.1 Instructor
a. Sound educational background, including as a minimum
the Masters’ Degree in a related content area, or
equivalent professional experience.
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b. If the candidate does not possess a Master’s degree in
the teaching field, she/he should possess 18 graduate
hours to teach in that discipline. If the candidate does
not possess the 18 graduate hours, the candidate must
show “tested experience” as per the Higher Learning
Commission Guidelines of Assumed Practice B.2,
effective September 1, 2017. “Tested Experience” will
consist of five years’ full-time demonstrated experience
for practitioners in the field to teach.

C. Definite plans for continued professional development.

d. Aptitude for teaching or appropriate experience at the
elementary, secondary, or college level or comparable
experience in business, industry or government service.

2.1.6.2 Assistant Professor
Qualifications of the previous rank plus terminal degree in

teaching field (see Appendix F).

2.1.6.3 Associate Professor
a. Qualifications of previous rank and evidence of excellence in teaching.

b. Minimum of six years’ experience as Assistant Professor at
Calumet College of St. Joseph or another college or university.
Application is typically made in the sixth year; however, a
faculty member may apply for promotion in the fifth year.
When tenure is granted to a faculty member holding the rank
of Assistant Professor, promotion to Associate Professor is
granted with tenure (see Handbook Section 2.6.2).

c. Evidence of scholarly achievement.
d. Evidence of service to the College and the community.
2.1.6.4 Professor
a. Continued evidence of qualifications of the previous rank.
b. Minimum of six years’ experience as Associate Professor.

Application is typically made in the sixth year.

Calumet College of St. Joseph | Faculty Handbook
June 2023 revision



There may be rare instances when faculty members merit consideration for
appointment/promotion because of their reputation, stature, maturity and
service but do not have the appropriate terminal degree and are not fully
covered by the above provisions. Such an individual may be recommended by
the Vice President for Academic Affairs for appointment/promotion, but such
recommendations must be accompanied by exceptionally strong evidence of
the individual's unique professional contributions to his/her field and/or to the
College.

2.1.7 Explanation of Standards: The Boyer Model of Scholarship

On April 13, 2011, the Academic Senate of Calumet College of St. Joseph approved the following goals
and objectives for full implementation of The Boyer Model of Scholarship.

Goal 1: Knowledge and understanding of The Boyer Model is shared among all faculty and academic
administrators.

e The Boyer Model will be incorporated into the hiring and review of faculty and academic
administrators. Faculty and administration continue to develop a shared knowledge of and
value for the Boyer Model.

e The Inventory of Scholarship guides the design of the Annual Review Form and the Application
for Tenure and Promotion.

e Academic administration in collaboration with faculty will identify opportunities for faculty to
engage in the scholarship of application at the community level.

Goal 2: The Boyer Model is part of the standard operating procedures of every academic department
and all levels of faculty review. Faculty [engagement] in the domain of scholarship prescribed for their
type of college or university is an indicator of procedural level institutionalization.

e Faculty and Department Chairs are able to use The Boyer Model to identify programmatic and
/or departmental needs and expectations at the time of hire.

® Faculty and Academic leadership are able to use The Boyer Model to develop an annual plan for
professional development that reflects what a program and/or a department needs from each
individual faculty member.

e Faculty and Academic leadership are able to use The Boyer Model to identify areas of scholarly
activity and scholarship to be pursued as part of each faculty member’s area(s) of academic
interest.

Goal 3: The values and norms conveyed by The Boyer Model are part of the culture of the college.
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e The Mission Statement of Calumet College acknowledges the central role of the scholarship of
teaching for faculty in its undergraduate programs and the scholarship of teaching, integration
and application in its professional graduate programs.

e The review for tenure and/or promotion will be guided by the standards set by the department
of the applicant.

® Programs offering graduate degrees will develop a curriculum map using The Boyer Model to
show where students are engaged in the various domains of scholarship and how their scholarly
activity and scholarship is assessed.

e Calumet College of St. Joseph publicly acknowledges The Boyer Model as representative of how
it understands and practices scholarship as a teaching-learning community.

The Academic Senate also approved forms for faculty to use for their annual self-reports, plans for
professional development, and applications for tenure and promotion. These forms were developed by
the Faculty Affairs Committee in accordance with The Boyer Model and are found in appendices to this
handbook and at https://www.ccsj.edu/faculty-staff/ .

Four domains of scholarship comprise The Boyer Model: the Scholarship of Teaching, the Scholarship of
Discovery, the Scholarship of Integration, and the Scholarship of Application. At Calumet College of St.
Joseph, promotion and tenure decisions are based on a combined evaluation of candidates’ teaching
effectiveness (Teaching Domain), scholarship, and service to the College and the broader community
(Discovery, Integration, and Application Domains). As noted below (section 2.6), in awarding promotion
in rank and tenure the College recognizes excellence in teaching as the most significant contribution

the applicant makes to this institution. Excellence in teaching is measured as follows:

Effectiveness of a college teacher

Application of the following shall be based upon the current curriculum vitae, classroom observation,
summaries of student feedback with reflective comments from the faculty member, and the faculty
member’s reputation developed over time along with other materials mutually deemed appropriate by
the applicant, the Rank and Tenure Committee and the Vice President for Academic Affairs.

a. Demonstrates currency in knowledge of field and
methodologies in his/her field.

b. Presents subject matter of field skillfully.

c. Communicates enthusiasm for field and teaching that
influences students in their desire to learn.

d. Exhibits continuous growth as a teacher.

e. Provides for individual learning to meet varied needs and
interests of students.

f. Manages courses and classroom effectively.

g. Develops new courses and/or innovative approaches to
existing courses.

h. Demonstrates knowledge of other fields, especially those
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related to his/her field.

i. Establishes and maintains a positive student-faculty

relationship.

j. Develops, prepares, and utilizes appropriate resources,
materials, and technologies.

A preponderance of evidence of strength in teaching, as described above, combined with strengths in each of
the two other performance areas—scholarship and service—is expected to accompany applications for
promotion and tenure. Preponderance of evidence is defined as follows.

. Sixty percent (60%) of the evidence submitted must speak to excellence in
teaching (see above).
. Forty percent (40%) must support strength in one or both of the other two

performance areas: scholarship and service, with evidence of scholarly achievement
advanced during each annual review.

Excellence in scholarship is measured as follows:

Scholarly Achievement

Scholarly achievement shall be measured by the
applicant’s current curriculum vitae and other materials
deemed mutually appropriate by the applicant, the
Rank and Tenure Committee, and the Vice President for
Academic Affairs. Examples of scholarship may include
the following:

a. Research products, other than publication (e.g.
surveys, literature reviews, non-juried publications).

b. Publications in academic or professional journals or newsletters.
c. Presentations to academic or professional groups.

d. Grants and grant proposals.
e. Artistic Achievements (e.g. poetry readings, exhibits).
f. Professional community service.

g. Software/technology development.

>

. Applied Research:
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1.Scholarship in teaching and/or instructional technology.

2.Academic discipline (curricular development, instructional innovation).

3.Community research (i.e., community projects such as surveys and
research reports).

4. Active membership and regular, meaningful participation in

professional associations.

Excellence in service is measured as follows:
Service

Contributions to the College and the community: Service shall
be measured by a current curriculum vitae and other materials
deemed mutually appropriate by the applicant, the Rank and
Tenure Committee and the Vice President for Academic Affairs.

a.Service to the College:

Evidence of at least two areas of service to the College must be
demonstrated. These can include but are not limited to:

Advisory board.

Committee chair assignments.

Committee memberships.

Contributions to curricular reform and development.
Consultation services.

Development activities.

Enrollment enhancement activities.

Faculty Senate officer.

Faculty representative to the Board of Trustees.
Grant writing.

In-service presentations.

Literary and / or artistic contributions.

Program Director.

Other contributions.

S3 AT TSm0 ap oo

b. Service to the Community:

a.Board membership(s).

b.Task force membership(s).

c. Contributions to increased social welfare.

d.Contributions to non-academic media or
presentations to civic or community groups.
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2.2

Types of Contracts

2.2.1

2.2.2

2.2.3

Term

Standard Contract
A standard contract will be offered to new appointees after agreement has been reached. The

normal initial appointment is for one academic year; however, special conditions may increase
or decrease this period. All such special arrangements must be inserted and become a part of
the standard contract.

2.2.1.1 Full-time

Contractual Length

The standard contract is for the duration of the academic year, i.e., a week before classes begin
to commencement. When classes are not in session during the academic year, faculty are
expected to be accessible for dealing with students’ incomplete work and grades and for
consultations, etc. with their coworkers and/or the public. (Special contracts are issued for
summer and other terms.) The College may offer longer contracts to faculty members. In these
cases, the contracting parties will agree to the additional duties that such a contract may entail.

Faculty members appointed at the rank of Instructor because they have not completed the
appropriate terminal degree, and who subsequently earn their terminal degree, will so notify
the Vice President for Academic Affairs. When official documentation for the terminal degree is
received by the Vice President for Academic Affairs, he/she will assign the faculty member the
appropriate professional rank and make the appropriate salary adjustment (to be implemented
the following academic year).

2.2.1.2 Part-time

Part-time faculty appointments and salary agreements are on a temporary basis.

Probationary/Tenure Track

All appointments of non-tenured faculty are on an annual probationary basis at the discretion of
the College and require recommendation by the Department Chair in consultation with the
particular Program Director, with approvals by the Vice President for Academic Affairs and the
President. Ordinarily, in the first year of the probationary period, faculty will be asked to focus
exclusively on teaching, and service requirements are discretionary.

Tenured
Faculty members on tenure shall receive notification of changes in salary and benefits.
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2.2.4 Multi-Year Contracts
The Vice President for Academic Affairs may offer multi-year contracts to faculty members. A
multi-year contract may not exceed five years. In addition, faculty must meet the following

criteria:
. Length of service beyond three years.
. Mutually stated desire to commit to the college for more than one year.
- Overall positive feedback from students and evidence of student
learning.
. Demonstrated commitment to teaching, scholarship and service.

An annual review of the contract with the Vice President for Academic Affairs will determine the
pattern for further multi-year contracts.

2.2.5 Annual

Certain faculty members are appointed on an annual basis subject to
reappointment.

2.2.6 Locus of Appointment
Faculty members' appointments are in program areas and/or support areas.

2.3 Search/Appointment/Orientation

2.3.1 Search Procedures
Recruitment

Ultimate responsibility for recruitment and replacement rests upon the President and Vice President for
Academic Affairs. However, it is the function of Department Chairs, in consultation with the Program
Directors and relevant search committees, to recommend candidates to the Vice President for Academic
Affairs.

The Vice President for Academic Affairs may appoint search committees, whose membership will
include relevant Program Director(s) and / or Department Chair(s) (Chair-Elects, in the case of retiring
Chairs), to accept recommendations and screen candidates and applicants. All formal negotiations,
however, will be the VPAA’s responsibility.

Each candidate, if at all possible, will be invited to the campus for interviews with the search committee
and other members of the college community. Interviewers are encouraged to discuss all aspects of the
College, as well as the qualifications of the candidate.
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2.3.2 Appointment Procedures
Appointment

The Vice President for Academic Affairs, in consultation with the search committee, selects the
successful candidate and recommends the appointment to the President. Under the authority of the
President, the Vice President for Academic Affairs offers the candidate a written, standard contract.
Special terms or conditions should be made part of the contract. No other assurances of a contractual
nature, written or verbal, by any other officer of the College shall bind the College legally unless such
assurances are made part of the contract. The new faculty member will receive an appointment letter
indicating rank, tenure, credit for prior service for tenure, and an explanation of any special terms or
conditions.

2.3.3 Orientation

The new faculty member shall report to the appropriate Department Chair upon arrival. Normally the
Department Chair or the particular Program Director will introduce her/him to the campus, facilities,
procedures, etc. New faculty are required to attend an orientation session sponsored by the Vice
President for Academic Affairs.

Department Chairs and/or Program Directors arrange orientation activities for part-time faculty. New
part-time faculty members are presented with access to the Adjunct Faculty Handbook, the Student
Handbook, the CCSJ Catalog, and pertinent divisional documents. Department Chairs and/or Program
Directors clarify the College's mission and goals and their expectations of part-time faculty, invite and
encourage them to participate and become involved in planning and reviewing programs in their areas
of expertise, and inform them of College resources and procedures.

2.3.4 Equal Opportunity/Affirmative Action

The College maintains a favorable work environment in which all employees, regardless of race, color,
national origin, gender, age, disabilities, sexual orientation or religious affiliation, can enjoy equal
opportunities in their employment relationship with the College. In an effort to maintain equal
employment opportunities, the administration has recognized the need to adopt, implement, and
periodically evaluate its Affirmative Action Program consisting of goal statements and specific
procedures. Program policy concerning equal employment opportunity requires that:

1. In establishing qualifications for employment, no provision or requirement will be adopted that
would be discriminatory on the basis of such protected characteristics as race, color, national origin,
age, gender, disabilities, sexual orientation or religious affiliation, except where a bona fide occupational
qualification exists.
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2. No questions in any examination, application form, or other personnel proceedings will be so framed
as to attempt to elicit information concerning protected characteristics from an applicant, eligible
candidate, or employee.

3. No appointment to or removal from a position will be affected in any manner by the person’s
protected characteristics.

Any employee or job applicant who feels that he/she has been subjected to discrimination by
employees, officers, or agents of the College is requested to report the incident or complaint to his/her
immediate supervisor. In the event such reporting is not possible, the employee may report the incident
to the Vice President for Business and Finance, who will investigate the incident and attempt to resolve
the matter. All complaints will be handled in strict confidence.

2.3.5 Employment Conflict of Interest
Potential faculty members must notify the Vice President for Academic Affairs of any outside/other
employment.

2.3.6 Special Appointment Categories
The Vice President for Academic Affairs may recommend to the President appointments for special
assignments, e.g., consultants with special expertise.

2.4 Personnel Records

2.4.1 Pre-employment

The chair of the ad hoc faculty search committee, along with the Human Resources department,
receives application materials from all applicants. The Human Resources department performs criminal
background checks and obtains transcripts for selected candidates. The search committee chair
typically contacts references, but this responsibility can be performed by HR upon a request from the
search committee chair. The files of recommended candidates that are given to the Vice President for
Academic Affairs must include all application forms, criminal background check, correspondence,
references, the candidate's official academic transcripts, and/or other appropriate documentation.

2.4.2 Personnel Files

The annual evaluation file of each faculty member is located and maintained in the Office of the Vice
President for Academic Affairs. This file contains the application form and/or letters originally
submitted, together with supporting documents as appropriate, a service record, copies of summaries of
student feedback and the faculty member’s responses to student feedback, Department Chair
evaluations, copies of letters and memos to and from the faculty member which relate to the
performance of responsibilities, and any other relevant documents including the summaries of contract
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reviews and merit reviews. Personnel files containing demographic and employment information are
maintained by the Human Resources department.

Faculty members may review their files. If any of the contents is challenged, and no agreement is
reached between the Vice President for Academic Affairs and the faculty member, the faculty member
may appeal to the President. If no agreement is reached the faculty member may prepare a response
(see Grievance Procedure, 2.16.2).

2.5 Evaluation

2.5.1 Policy/Criteria

A regular review of the performance of all faculty members will be conducted in order that they may
receive full credit and reward for their contributions to the College and their fields. The three criteria on
which this evaluation is based are teaching, scholarly achievement, and service to the College and
community as defined and explained above in section 2.1.7.

The initial responsibility for evaluation of faculty members rests with the appropriate Department Chair,
on the basis of evidence provided by the faculty member or collected elsewhere. The faculty member
will be given a copy of the Chair's evaluation and may submit comments. Both the Chair's evaluation
and the faculty member's comments are submitted to the Vice President for Academic Affairs, who has
final responsibility for evaluation of faculty members.

2.5.2 Procedure

To ensure that all relevant information is included in the evaluation, all faculty members are to submit
annually to the appropriate Program Director and Department Chair a performance summary (please
see Appendix G or “Professional Development” at https://www.ccsj.edu/faculty-staff/ for the form

developed in accordance with The Boyer Model of Scholarship), in which they detail the evidence in
support of their performance in teaching, professional development, and contributions to the College
and the community, together with whatever other information they wish to be taken into consideration
by the Department Chair and the Vice President for Academic Affairs in the evaluation. A Plan for
Professional Development over the next academic year must be submitted along with the performance
summary, using the same form.

Using information submitted by the faculty member in his or her Annual Self-Evaluation, the Program
Director and Department Chair evaluate the performance of the faculty member during the previous
year. First the Program Director reads the faculty member’s Annual Self-Evaluation and Plan for
Professional Development, of which the former shall include results of, and follow-up on, student
surveys and may also include peer evaluations. The Program Director may make suggestions for
improvements and revisions to the Annual Self-Evaluation and / or Plan for Professional Development,
allowing the faculty member a reasonable length of time to incorporate these changes and re-submit
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the document(s). After considering all the evidence, the Director indicates with a signature that the
faculty member either is or is not performing satisfactorily. He or she then passes on the evaluation and
the plan to the Chair of the Department.

In the case of Chairs, these evaluations are written by the Vice President for Academic Affairs and follow
the above procedures.

Because evaluation of performance is one of the essential factors in determinations concerning tenure,
promotion, reappointment, and merit raises, the Program Director, Chair and Vice President for
Academic Affairs should make every effort to ensure that the evaluations are clear, honest, and
genuinely evaluative.

The Department Chair gives the faculty member a copy of the evaluation and discusses it with the
faculty member. In this discussion, if appropriate, the Chair should make suggestions for improvements
and give the faculty member a clear idea of ways in which the performance might be improved. The
Department Chair should take particular care in the advising of non-tenured faculty members working
toward tenure and promotion. Any faculty member dissatisfied with the personal evaluation prepared
by the Department Chair or the Vice President for Academic Affairs may present in writing additional
comments or evidence to the Chair and to the Vice President for Academic Affairs.

The Vice President for Academic Affairs evaluates in writing the performance of the faculty member by
either a) endorsing the evaluation of the Chair, or b) indicating areas in which the Vice President for
Academic Affairs’ evaluation differs from that of the Chair. A copy of the Vice President for Academic
Affairs’ evaluation shall be sent to the Chair and to the faculty member. The Vice President for
Academic Affairs shall present to and discuss with the President the evaluations of those faculty on
probationary or annual contracts. The President then will notify these faculty members of their
reappointment or non-reappointment. In the case of non-reappointment, faculty who are in their first
two years of probationary and/or annual contracts will be notified in writing by March 15. Thereafter,
such notification will be given in writing by January 15.

Copies of information submitted by the faculty member, the Department Chair's evaluation, the faculty
member's comments, and the Vice President for Academic Affairs’ evaluation are retained for the record
in the faculty member's personnel file in the Vice President for Academic Affairs’ Office.

All faculty members will submit Annual Self-Evaluations and Plans for Professional Development to their
Department Chairs by September 1%t. The Department Chair, in consultation with the Program Director,
will forward these documents and, if appropriate, additional supporting documents to the Vice
President for Academic Affairs by October 1%,
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2.5.3 Professional Development Plans
Every faculty member will submit an Annual Plan for Professional Development (see Appendix G or
https://www.ccsj.edu/faculty-staff/ for the form developed in accordance with The Boyer Model of

Scholarship).

2.6 __Promotion and Tenure
Tenure and promotion in rank are awarded by the Board of Trustees upon recommendation by the

President. In awarding promotion in rank and tenure, the College recognizes excellence in teaching as
the most significant contribution the applicant makes to this institution.

The decision to award tenure and promotion is determined through a review process involving faculty,
Department Chairs, Program Directors, the Rank and Tenure Committee, the Vice President for
Academic Affairs and the President. It is the responsibility of the faculty member who is a candidate for
promotion and/or tenure, and not the responsibility of the College, to document his/her case for
consideration for promotion and/or tenure. The awarding of promotion and/or tenure is discretionary
on the part of the College.

2.6.1 Promotion Policy

As noted above (section 2.1.7), promotion in rank, like the awarding of tenure, depends on several factors
including teaching effectiveness, scholarship, and service to the College and the broader community. A
preponderance of evidence of strength in teaching and strong performance in one or both of the two other
performance areas—scholarship and service—must be presented. Preponderance of evidence is defined as

follows.

» Sixty percent (60%) of the evidence submitted must speak to excellence in teaching.
*  Forty percent (40%) must support strength in one or both of the other two
performance areas: scholarship and service with evidence of scholarly
achievement advanced during each annual review. Promotion in rank is
subject always to full review in accordance with College procedures.
Recommendation for advancement in rank is regularly made by the Rank and
Tenure Committee. (See 1.7.3.1)

The Portfolio submitted for promotion and tenure consideration should include the
Tenure and Promotion Application (see Appendix G https://www.ccsj.edu/faculty-staff/

) and all of the supporting documentation identified in Section 2.1.7.

Promotion in rank will provide the faculty member a corresponding increase in salary.
These amounts shall be:

Instructor to Assistant Professor $2,000

37
Calumet College of St. Joseph | Faculty Handbook
June 2023 revision



2.6.2

Assistant to Associate Professor $4,000
Associate to Professor $5,000

The increase in salary will be added to the base salary. The increase in salary is
concurrent with the promotion. Both take effect with the issuance of the next contract.

Procedures for Promotion and Tenure

The procedures for evaluation of faculty leading to promotion or tenure are designed to
assemble responsible professional judgment in the evaluation process and to avoid
arbitrary or subjective evaluation. They are also intended to provide the faculty
member with suggestions for further improvement in his/her performance and further
development of his/her competence. Below is an outline of procedures to be followed
in the application process for promotion and / or tenure.

1. A faculty member who meets the qualifications as stated in the Faculty
Handbook makes application through the Department Chair, using the
appropriate form, as found in Appendix G of the Faculty Handbook. The
completed application will include the faculty member’s current vita, Annual
Self Evaluation, and summary statement of his / her contributions over the
previous three to five years in teaching, scholarship and service to the College
and broader community, along with supporting documents. Please note that
previous successful applications by CCSJ faculty for promotion and tenure are
available for consultation at the Specker Library.

2. The Department Chair prepares a recommendation and forwards copies to
the Rank and Tenure Committee.

3. The Rank and Tenure Committee prepares a recommendation and
forwards it to the Vice President for Academic Affairs.

4, The Vice President for Academic Affairs prepares a recommendation and
forwards it to the President.

5. A copy of the recommendation is presented to the candidate at the
conclusion of each step.

The following timeline is to be observed for all promotion and tenure applications at CCSJ.

Date

Procedure
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September 1 Candidate submits five copies of portfolio including Self-Evaluation Form,
application for promotion, and supporting documents to Department
Chair.

October 1 Department Chair submits candidate’s application and supporting
documentation to the Rank and Tenure Committee with a written
evaluation and recommendation.

November 15 Candidate’s application and portfolio are submitted from the Rank and
Tenure Committee to the Vice-President for Academic Affairs with a
written recommendation (positive or negative) and rationale.

December 15 Candidate’s application and portfolio are submitted from the Vice
President for Academic Affairs to the President with a recommendation
(positive or negative).

January 15 The President notifies the faculty member of the decision for tenure
and/or promotion. When positive decision is made, the President
submits a written recommendation to the Academic Affairs Committee of
the Board of Trustees.

February The Academic Affairs Committee makes an appropriate decision.
March Board If approved, the Academic Affairs Committee of the Board of Trustees
Meeting submits a recommendation to the Board of Trustees. The Board of

Trustees makes the final determination.

April 1 The faculty member is officially notified of the decision of the Board
regarding his/her tenure and/or promotion application. If approved, the
promotion and tenure is effective at the start of the next contract period.

NOTE: The candidate receives a copy of each recommendation.

2.7 Tenure

2.7.1 Policy
In determining the specific conditions of tenure appointments, the College is guided by the
"1940 Statement of Principles on Academic Freedom and Tenure" of the American
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Association of University Professors (AAUP) as subsequently endorsed by the Association of
American Colleges with 1970 Interpretive Comments. (See Appendix I). If conflict exists
between the AAUP 1940 Statement of Principles on Academic Freedom and Tenure and the
CCSJ Faculty Handbook, the CCSJ Faculty Handbook shall be the final determination.

Following the required probationary period in the rank of assistant, associate, or full
professor, faculty members are eligible for tenure consideration.

Faculty members with the rank of assistant or associate professor shall serve a probationary
period of at least four years (two year credit may be granted from another institution)
before being eligible for tenure consideration. Normally, the faculty member would apply in
September of his/her sixth-year probationary period (penultimate year) and either tenure
will be granted or the appointment terminated as the circumstances require. A faculty
member may apply for tenure in the fifth year. A faculty member appointed initially as
professor is eligible for tenure consideration after a three-year probationary period.

2.7.2 Procedures For Tenure
See Handbook Section 2.6.2

2.8 Separation

2.8.1 Resignation

Notice of Resignation

Although entering into contract with the expectation of remaining, faculty members may
resign due to changes in circumstances. In such cases, they should give notice not later than
nine calendar months before the opening of the next academic year.

2.8.2 Retirement
There is no mandatory retirement age.

2.8.3 Non-reappointment
In the case of non-reappointment, faculty members who are in their first two years of
probationary and/or annual contracts will be notified in writing by March 15. Thereafter,
such notification will be given in writing by January 15.

A faculty member with a negative tenure decision will complete his/her penultimate year
and be issued a terminal contract for the following year.
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2.8.3.1 Non-reappointment for Medical Disability
Non-reappointment of a faculty member for medical reasons will be based upon clear
and convincing medical evidence that the faculty member cannot continue to fulfill the
terms and conditions of the appointment. The decision to terminate will be reached in
full compliance with state and federal law, and only after there has been appropriate
consultation and after the faculty member concerned, or someone representing the
faculty member, has been informed of the basis of the proposed action and has been
afforded an opportunity to present the faculty member's position and to respond to the
evidence. If the faculty member so requests, the evidence will be reviewed by the
Tenure Judiciary Committee before a final decision is made by the Board of Trustees on
the recommendation of the Vice President for Academic Affairs and President. Disability
does not terminate the tenure contract outright, but merely suspends it pending
certification by medical authorities that the faculty member is able again to perform
satisfactorily.

2.8.4 Layoff/Reduction in Force

2.8.4.1 Criteria

Curtailment or elimination of educational programs may be necessary for reasons of financial
exigency, i.e., an imminent financial crisis which threatens the survival of the College as a whole
and which cannot be alleviated by less drastic means.

The President, Vice President for Academic Affairs, and other relevant staff shall participate in
the determination that a state of financial exigency exists and that all feasible alternatives to
termination of appointments have been pursued. The final decision to declare a state of
financial exigency rests with the Board of Trustees upon recommendation by the President.
Programs may also be discontinued because of declining enrollment, changes in licensing and
certification requirements, and/or market forces.

The tenured faculty members have the right of first refusal in teaching areas for which they are
qualified by degree and experience. The college is required to negotiate in good faith with
tenured faculty members whose programs may be subject to elimination but is not required to
sustain employment of persons who for whatever reason can no longer contribute to the
educational mission of the college as determined by program and personnel review.

2.8.4.2 Procedure - Decision to Lay-off/Reduce Tenured Faculty as Part
of Programmatic Elimination
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Termination of tenured appointments may be made provided that a) all non-tenured faculty
within the program area have been previously released, and b) dismissal is in strict accord with
the inverse order of rank and seniority within rank within program areas.

2.8.4.3 Procedure - Implementation of Decision

If the College, because of financial exigency or elimination of programs, terminates
appointments, it will not at the same time create new faculty appointments except in
extraordinary circumstances where a serious distortion in the academic program would
otherwise result.

Before terminating an appointment because of financial exigency, the College will make every
effort to place the faculty member affected in another suitable position within the College

2.8.4.4 Notice

In all cases of termination of appointment because of financial exigency or elimination of
programs, the College shall give the faculty member notice of termination according to the
following schedule or terminate the faculty member immediately, but with severance salary for
the same period of time: three months’ salary for tenure-track faculty and six months’ salary for
tenured faculty.

2.8.4.5 Recall

In all cases of termination of appointment because of financial exigency or elimination of
programs, the position of the faculty member affected will not be filled by a full-time
replacement for a period of two years unless the released faculty member has been offered
reinstatement and a reasonable time in which to accept or decline. Nor shall a part of the
terminated faculty member's position be staffed during the same period unless the part-time
position(s) has (have) first been offered to the terminated faculty member and a reasonable
time is granted in which to accept or decline.

2.8.5 Discharge for Cause

2.8.5.1 Criteria

For Cause:

1. Moral turpitude or grave scandal and felony conviction
Gross or repeated violations of norms of good conduct may provide

grounds for dismissal. A faculty member convicted of a felony may be
discharged immediately.

2. Incompetence
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Inasmuch as there is a clear presumption that appointment to tenure is
recognition of competence, dismissal on a charge of incompetence must
be based on obvious grounds and substantiated by evidence and
testimony of the teachers and scholars from the College or from other
institutions. Evidence of incompetence should have been identified in
the annual review process and strategies for improving performance
included in the Annual Plan for Professional Development. The burden
rests with the college to establish and document a substandard level of
performance.

3. Frequent and serious insubordination and irresponsibility
Failure and unwillingness to perform academic duties as set out

in the contract and Handbook, or speech or performance that
seriously denigrates the good name of the College, constitute
sufficient grounds. Evidence of insubordination should be
substantiated in the faculty member’s personnel file and the
annual review process. Additionally, the Annual Plan for
Professional Development should include mutually agreed upon
strategies for improving performance before an action for
dismissal is initiated. That action should be based on the faculty
member’s unwillingness or inability to improve his/her
performance as evaluated in the annual performance review
process.

2.8.5.2 Procedure

Procedural Guide for Termination of Tenured Appointments

Holding firmly to the necessity of safeguarding the tenure position, the College
sets forth a procedural guide for dismissal, recognizing the rights of due process
inuring to the faculty member in case of proposed dismissal.

1. Preliminary Proceedings Concerning the Fitness of a Faculty Member to
Continue in His Or Her Position at the College
When reason arises to question the fitness of a college faculty member who has

tenure or whose term appointment has not expired, the appropriate
administrative officers ordinarily discuss the matter with her/him in personal
conference. The matter may be terminated by mutual consent at this point.

If the President decides to seek dismissal of the faculty member, a statement
with reasonable particularity of the grounds proposed for dismissal should be
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formulated by the President or her/his representative. This statement should
also include the date of dismissal and any proposed salary settlement if the
charges against the faculty member are substantiated.

Except in cases of moral turpitude or grave scandal or felony conviction, a faculty
member with a term appointment is entitled to an equitable salary settlement for
the current year and faculty members with tenure should receive their salaries for
at least a year from the date of notification of dismissal.

2. Commencement of Formal Proceedings
The formal proceedings should be commenced by a communication addressed

to the faculty member by the President, informing the faculty member of the
statement formulated, and informing her/him that if so requested, a hearing to
determine whether the faculty member should be removed from faculty
position on the grounds stated will be conducted by a faculty committee at a
specified time and place. In setting the date of the hearing, sufficient time
should be allowed to the faculty member to seek legal counsel if desired to
prepare her/his defense. The faculty member should be informed, in detail or
by reference to published regulations, of the procedural rights that will be
accorded. In reply, the faculty member should state whether a hearing is
desired and, if it is, should answer in writing, not less than one week before the
date set for the hearing, to the statements in the President's letter.

3. Suspension of the Faculty Member
Suspension of the faculty member during the proceedings involving her/him is

justified only if immediate harm to self or others is threatened by her/his
continuance. Unless legal considerations forbid, any such suspension should be
with pay.

4, Tenure Judiciary Committee

The Tenure Judiciary Committee shall conduct the hearing and reach a decision.
(See Section 1.7.3.2 for Committee membership.)

5. Committee Proceeding

The committee should proceed by considering the statement of grounds for
dismissal already formulated by the President, and the faculty member's
response written before the time of the hearing. If the faculty member has not
requested a hearing, the committee should consider the case on the basis of the
attainable information and decide whether she/he should be removed;
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otherwise, the hearing should go forward. The committee, in consultation with
the President and the faculty member, should exercise its judgment as to
whether the hearing should be public or private. If any facts are in dispute, the
testimony of witnesses and other evidence concerning the matter set forth in
the President's letter to the faculty member should be received.

The President should have the option of attendance during the hearing. He/she
may designate an appropriate representative to assist in developing the case,
but the committee should determine the order of proof and should secure the
presentation of evidence important to the case. The faculty member should
have the option of assistance by counsel, whose functions should be similar to
those of the representative chosen by the President. The faculty member
should have the additional procedural rights set forth in the 1940 "Statement of
Principles on Academic Freedom and Tenure" and should have the aid of the
committee, when needed, in securing the attendance of witnesses. The faculty
member or her/his counsel and the representative designated by the President
should have the right, within reasonable limits, to question all witnesses who
testify orally. The faculty member should have the opportunity to confront all
witnesses adverse to her/him.

6. Consideration by Tenure Judiciary Committee

The committee should reach its decision in conference, on the basis of the
hearing. Before doing so, it should give opportunity to the faculty member or
her/his counsel and the representative designated by the President to argue
orally before it. If written briefs would be helpful, the committee may request
them. The committee may proceed to decision promptly, without having the
record of the hearing transcribed, where it feels that a just decision can be
reached by this means; or it may await the availability of the transcript of the
hearing if its decision would be aided thereby. It should make explicit findings
with respect to each of the grounds of removal presented, and reasoned
opinion may be desirable. Publicity concerning the committee's decision may
properly be withheld until consideration has been given to the case by the
governing body of the institution. The President and the faculty member should
be notified of the decision in writing and should be given a copy of the record of
the hearing. Any release to the public should be made through the President's
Office.

7. Consideration by Governing Body
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The President should transmit to the governing body (Board of Trustees) the full
report of the Tenure Judiciary Committee stating its action. On the assumption
that the governing board has accepted the reasoning of the faculty committee,
acceptance of the committee's decision would normally be expected. If the
governing body chooses to review the case, its review should be based on the
record of the previous hearing, accompanied by opportunity for argument, oral
or written or both, by the principals at the hearing or their representatives. The
decision of the Tenure Judiciary Committee should either be sustained or the
proceeding be returned to the committee with objections specified. In the
latter case, the committee should reconsider, taking account of the stated
objections and receiving new evidence if necessary. It should frame its decision
and communicate it in the same manner as before. Only after study of the
committee's reconsideration should the governing body make a final decision
overruling the committee.

8. Publicity

Except for such simple announcements as may be required, covering the time of
the hearing and similar matters, public statements about the case by either the
faculty member or administrative officers should be avoided so far as possible
until the proceedings have been completed. Announcement of the final
decision should include a statement of the committee's original action, if this
has not previously been made known.

2.8.6 Progressive Discipline

2.8.6.1 Minor Sanctions

If the appropriate Department Chair and the Vice President for Academic Affairs
believe that the professional conduct of a faculty member justifies imposition of
a minor sanction, such as a reprimand, they shall notify the faculty member of
the basis of the proposed sanction and provide him/her with an opportunity to
persuade them that the proposed sanction should not be imposed. (Examples of
such conduct include, but are not limited to, dereliction of duties, violation of
professional ethics, and misuse of College resources.) A faculty member who
believes that a minor sanction has been unjustly imposed may petition the
Tenure Judiciary Committee for a hearing following procedures stated in 2.8.5.2.
A non-tenured faculty member may petition the Tenure Judiciary Committee to
appoint a hearing panel composed of both tenured and non-tenured faculty.
Procedures will be the same as for the Tenure Judiciary Committee.
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2.8.6.2 Major Sanctions

If the appropriate Department Chair and the Vice President for Academic Affairs
believe that the professional conduct of a faculty member, although not
constituting adequate cause for dismissal, is sufficiently grave to justify
imposition of a severe sanction, such as suspension from service for a stated
period, they may institute a hearing by the Tenure Judiciary Committee to
impose such a severe sanction following procedures stated in 2.8.5.2. A non-
tenured faculty member may petition the Tenure Judiciary Committee to
appoint a hearing panel composed of both tenured and non-tenured faculty.
Procedures will be the same as for the Tenure Judiciary Committee. (Examples
of such conduct include, but are not limited to, repeated violation of
professional ethics, repeated misuse of College resources, harassment, and
dishonesty in scholarship.)
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2.9 Faculty Rights and Responsibilities

2.9.1 General Statement: Contractual Obligations; Interpretation of Standard
Contract

College Commitment
The College commits itself to provide the intellectual, cultural, and physical environment
necessary for each faculty member’s performance of duties.

Individual Commitment
The contract is evidence of the appointment of a professional scholar to a specific
community of scholars. The primary intent of the individual should be the furtherance
of this community's aims and purpose. The obligations are, therefore, threefold:
professional fidelity to the art or science to which she/he bears witness; academic
exchange with the group of scholars to which she/he belongs; specific duties of
teaching, advising, etc., owed to the College in the practical attainment of its ends.
These obligations are hers/his to the time of contract expiration; they in no way cease
by reason of notice received or given that her/his contract will not be renewed after
expiration.

Professional Obligations
Faculty members bind themselves to continued study and experimentation in order to
improve their teaching, their grasp of the material in their field, their professional
stature, and their academic standards.

Academic Obligations
Faculty members agree to take part in curriculum development, setting of admission
standards, and such other work as is involved in active membership in their programs
and in the College faculty.

Specific Duties

Faculty members agree to:

1. Meet their assigned classes at the time and place for the duration specified in the
academic calendar. If a situation arises where a class must be cancelled, the faculty
member will notify the Vice President for Academic Affairs’ Office of any such
cancellations.

2. Prior to the start of the Fall semester, the Vice President for Academic Affairs will
revise the syllabus template and ensure it is posted to the faculty resources page.
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Faculty will utilize the syllabus template, being sure to include the mandatory
institutional information. Program Directors will ensure all adjunct faculty members
utilize the approved current template.

Each semester, instructors are required to furnish electronic copies of their syllabi to the
Program Director for review. The Program Director will then forward to the Vice
President for Academic Affairs and ensure syllabi are posted accordingly.

3. Cover the subject matter of their courses as outlined in the CCSJ Catalog in concert
with college mission and goals, as well as program objectives.

4. Maintain an environment conducive to academic exploration and learning.

5. Keep reasonable office hours for advising and consulting with students. Post office
hours and include them on all syllabi. Each member of the faculty will be expected to
schedule office hours for student conferences equaling at least the number of semester
hours taught.

6. Attend the College functions such as Senate meetings, department meetings,
convocations, commencement, professional development activities, committee
meetings, etc.

2.9.2 Appearance/Dress Code
Because all employees represent the College in their work and especially in their contact
with various publics, their conduct and appearance are expected to be professional and
consistent with the mission of the College. Therefore, employees are expected to
maintain a professionally acceptable appearance. “Business” and “business casual” are
considered equally appropriate forms of everyday attire for faculty. Faculty may dress
somewhat more casually for events such as field trips and athletic events, where casual
attire is appropriate and expected, and also on an as needed basis for health reasons.

2.9.3 Academic Freedom
The College is guided by the 1940 Statement of Principles on Academic Freedom and

Tenure with 1970 Interpretive Comments of the American Association of University

Professors as its operating procedure, and it expects that faculty members will do
likewise (see Appendix I).

2.9.4 Professional Ethics
Academic freedom carries with it certain responsibilities. The AAUP Statement on

Professional Ethics (1987/2009 revision) serves as one reminder of the variety of
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obligations that are part of the integrity of the academic profession. The College is
guided by this statement and expects its faculty members to be guided by it. (See
Appendix J)

2.9.5 Title IX
Title IX is a federal law that prohibits sex discrimination in federally-funded education
programs and activities. For further information, including prohibited behaviors, see the
College’s Title IX policy, available via the College website.

2.9.6 Conflicts of Interest
A conflict of interest occurs when a full time faculty member's outside remunerative
employment conflicts and/or interferes with contractual duties and responsibilities.

Faculty members should be alert to the possible effects of outside remunerative
employment on their obligations to the College. However, when faculty members have
doubts about whether or not such employment may involve a conflict of interest, they
are expected to consult with their Program Director and Department Chair. Likewise,
when the employment may appear, during the reporting process, to conflict with the
College's financial interest, the Chair is expected to inform the faculty member of that
possibility.

Subsequently, if the faculty member's activity does appear to conflict with the College's
fiscal interest, then the following steps should be taken:

® The Department Chair should provide the faculty member with evidence
that a violation has (or apparently has) occurred. If the parties cannot
agree on a resolution, then the evidence will be provided to the Vice
President for Academic Affairs for review.

e The Vice President for Academic Affairs will seek an informal resolution
that is acceptable to both parties, and failing resolution may seek to
resolve the problem through the progressive disciplinary procedures. (See
Handbook Section 2.8.6.)

o The faculty member will not be prohibited from participating in the outside
remunerative activity until a final decision has been rendered.

2.10 Faculty Professional Development

Each faculty member submits an Annual Plan for Professional Development to the Department Chair
who then submits it to the Office of the Vice President for Academic Affairs.
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2.10.1 Sabbatical Leave
Sabbatical Leave is basically recognition of accrued merit. It is available to a full-time
faculty member only upon her/his completion of six successive years of full-time
teaching at the College. Granted primarily for education, research, and professionally
related travel, it will normally be given for a period of only one year at a time. The
Sabbatical Leave affords opportunity for concentrated study, stimulus to a widening of
educational experience, and leisure for contribution, through writing, to the total of
recorded learning. Properly used, it should benefit both the faculty member and the
College.

In this context a year of teaching consists of two full semesters. Sabbatical Leave carries
with it a compensation amounting to 50 percent of the faculty member's salary in the
most recent two semesters.

Faculty members may choose one of two ways of taking Sabbatical Leaves.

» If they elect the full-year Sabbatical Leave, they will receive compensation as
described above, and will return to duty at the beginning of the next academic
year.

» If they elect the partial Sabbatical Leave (i.e., one semester), they will receive
full compensation.

In either case, the College retains their names on the roster during their absence. On
completion of the Sabbatical Leave, they are obligated to resume teaching at the
College for at least one year thereafter. They will be eligible for a second Sabbatical
Leave only after the completion of six more years of teaching following the sabbatical
year.

Approval of a Sabbatical Leave is contingent on such factors as finances, the current
possibilities for adequate substitution, etc. The College espouses the policy of
Sabbatical Leave as an enlightened one and implements it whenever possible. In no
case is sabbatical leave an entitlement. Each case is considered on its own merits and in
the light of current circumstances.

Application for Sabbatical Leave

Application for the sabbatical leave is to be made to the Vice President for Academic
Affairs and appropriate Program Director and Department Chair at least one academic
year before the time in which it is to begin. The applicant will present detailed plans
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concerning her/his project, its purpose, duration, procedure, value, etc. With this in
mind, the Vice President for Academic Affairs will discuss this information with the
applicant. The Vice President for Academic Affairs forwards his/her recommendation to
the President. The President will then make a final decision. If the decision is positive,
the recommendation goes to the Board of Trustees at its March meeting for final
approval. If the decision is negative, the President informs the faculty member.

A faculty member granted Sabbatical or Requested Leave must render a report on leave
activities to the Vice President for Academic Affairs upon return to active duty. A faculty
member enjoying an extended leave will submit a report to the Vice President for
Academic Affairs once a year.

2.10.2 Educational Leave
Requested Leave of Absence

Faculty members may at any time request a leave in order to continue their professional
training and/or personal renewal. Although the College seeks generally to engage only
such persons as already have sufficient pertinent training, it encourages the individual's
desire for academic self-improvement. There is no automatic emolument attached to
an educational leave. The procedures for requesting an educational leave are the same
as those for sabbatical leave.

2.10.3 Directed Assignment
The College may initiate a leave by offering to an individual a special assignment which
is peculiarly advantageous in itself and for which the faculty member seems particularly
fitted. The College will in most cases accompany the offer with a proposal concerning a
stipend. The terms of the leave will be negotiated between the College and the faculty
member.

2.10.4 Professional Development Financial Support
Financial support for professional development is allocated to each program. Faculty
members may request such funds with approval from the Program Director,
Department Chair, Vice President for Academic Affairs and President. The application
form for professional development funds is included in Appendix G of the Faculty
Handbook.
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2.11 Workload

2.11.1 Academic

2.11.1.1 Teaching, Preparations

Normal Load/Overload

Pro-Rata Faculty

The normal teaching load is 24 semester hours per academic year. Overloads
shall be determined on an academic year basis and shall be paid pursuant to
2.15.2. In general, no faculty member may teach more than three credit hours
per semester as an overload. All overload assignments must be approved by
the Vice President for Academic Affairs. In computing credit hours, two
laboratory hours will be the equivalent of one semester hour.

Pro-Rata faculty are those faculty who have less than a full time appointment.
The normal teaching load for a faculty member classified as Pro-Rata is 12
semester hours per academic year.

Directed Study/Arranged Courses

Directed study (catalogued courses taught by arrangement) and arranged
courses will be compensated separately. Faculty generally are limited to a
maximum of two directed study/arranged courses per academic term during the
academic year, unless otherwise requested by the Vice President for Academic
Affairs.

2.11.1.2 Release Time

Some faculty members are “released” from some part(s) of their normal
teaching load for assigned responsibilities for which they are held accountable
to their appropriate supervisor. Release time for academic-related assignments
is frequently related to special projects and grants funded by external agencies.
Any faculty member with a release time assignment must receive written
approval from the Vice President for Academic Affairs before he/she is to
assume any overload assignment. (See Handbook Section 2.11.1.1.)

2.11.1.3 Committees

Every full-time faculty member, with the exception of first-year
tenure track faculty members who are expected to focus
exclusively on teaching, is expected to serve on appropriate college
committees.
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2.11.1.4 Scholarly Activity

Faculty members are expected to continue scholarly activity in their area(s) of
expertise.

2.11.1.5 Outside Employment/Consulting

When a faculty member accepts full-time employment at the College, the
College assumes the primary claim on the person’s employment time. If outside
employment, including appointments, teaching, and / or engaging in research or
service projects for or at other colleges or universities, is found to conflict
and/or interfere with the duties and responsibilities of a faculty member, the
faculty member must limit or terminate such activities at the College’s request.

Faculty must annually complete the External Activity Form (see Appendix K) and
submit it to the Vice President for Academic Affairs at the beginning of each
academic year. If the Vice President for Academic Affairs determines that a
conflict of interest exists, the Vice President for Academic Affairs will notify the
faculty member of the need to terminate the activity following the procedure
established in section 2.9.6.

2.11.1.6 Student Advising/Office Hours

Each faculty member is expected to schedule office hours equaling the number
of semester hours taught. See Handbook Section 2.9.1 "Specific Duties."
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2.12 Working Conditions

2.12.1 Academic Regalia
Faculty members are expected to be in academic regalia for commencement and special
convocations.

2.12.2 Patent
The College encourages creative scholarly activity. A faculty member, who in the course
of his/her regularly assigned duties and responsibilities and compensation and/or in
using college facilities and equipment achieves a patent or other commercial gain from
the activity, will negotiate with the Vice President for Academic Affairs and Vice
President for Business and Finance the assignment of the discovery and/or rewards.
Consistent with customs in higher education, however, ownership of textbooks and
manuscripts and their royalties belong to the author except in the case when the
material is prepared as an assigned College responsibility and College resources are
used, in which case it is College property.

2.12.3 Research
The College attempts to provide reasonable resources and support for scholarly activity.
Proposals for projects requiring special resources and /or equipment must be approved
by the Vice President for Academic Affairs. Support for scholarly achievement in
research and publication includes release time, professional development funds, and
paid and unpaid sabbaticals.

2.12.4 Copyright - Photo Copy
Faculty members using the College's reproduction and copying facilities to reproduce
previously published material are fully responsible for certifying that such reproduction
does not violate provisions of the Federal Copyright Act and/or the "fair-use doctrine."

2.12.5 Human Subjects Policy

The College requires that all administrative projects (e.g., questionnaires, surveys, etc.)
and research involving human subjects being conducted by the administrator or staff
member and using College facilities be reviewed by the President or his/her designee.

The Institutional Review Board (IRB) ensures that faculty, administration, staff, and
students who conduct research at Calumet College of St. Joseph do so in a manner that
is ethical and consistent with federal guidelines. The mission of the IRB is to protect
both the rights and well-being of research participants and the integrity of research
projects conducted at the college. In short, the maxim of “do no harm” applies to all
research projects.
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The initial obligation of all researchers is to be familiar with and adhere to Titles 45 and
46 of the Code of Federal Regulations. The specific procedures and requirements
related to research involving human subjects are set out in detail in these codes.
Accordingly, the policy outlined here does not and cannot replace the legal and ethical
duties articulated in the code. Instead, this policy is designed to highlight certain
guidelines for the benefit of any administrator, researcher, faculty member, advisor or
instructor at the college.

The composition of the IRB will consist of five representatives, one each from the
faculty, Board of Trustees, library/ technology, administration/religious order, and an
individual from the community who is not otherwise affiliated with the college. Each
member is appointed by the Vice President for Academic Affairs.

Much, if not all, undergraduate research entails little risk of harm to research
participants. Classroom research assignments conducted by undergraduate students
are generally deemed beyond the scope of the IRB guidelines. In the event that a
faculty member or instructor has concerns of any potential harm to any human subject,
then it is the policy of the college that a summarization of the particular research
assignment shall be submitted to the IRB liaison.

The liaison will then make a determination as to whether the research can be used
within the class, or whether it requires a formal review. If a formal review is required,
the faculty member must follow the procedures set out below.

2.12.5.1 Research Conducted By or Involving Students
1. When students conduct research or when students work with faculty on
research projects, the researcher (hereinafter referred to as “principal
investigator”) is required to complete and sign the Documentation of Review
and Approval form and complete a Checklist for Investigators. (See Appendix L.)

2. The forms are submitted and reviewed by the faculty advisor for
approval. If the faculty advisor deems the research and the methodology as
posing little or no risk to human subjects, the faculty advisor will sign the
Documentation of Review and Approval form. If the faculty advisor deems the
research and methodology poses an unreasonable risk to human subjects,
specifically including the confidentiality of data or the identity of any
respondent, then the faculty advisor shall suggest appropriate safeguards or
other such techniques designed to cure or minimize any risk related to the
research. It is incumbent upon both the principal investigator and the faculty
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advisor to remedy or resolve successfully any such risks. If in the professional
opinion of the faculty advisor this cannot be achieved, then the research project
should be abandoned or otherwise delayed or amended until such time that any
unreasonable risk has been resolved.

3. If approved, the research submittal is forwarded to the IRB liaison. The
liaison shall review the research forms and accompanying submittals and
prepare them for presentation. A copy will be made for each board member. It
is the responsibility of the liaison that each board member receives a copy of
the file in a timely manner. The liaison shall act as a resource for the board for
both legal and technical questions.

4, If the research and methodology is deemed as posing little or no risk to
human subjects, an IRB member will sign the Documentation of Review and
Approval form, which demonstrates the approval of the Institutional Review
Board. The liaison is responsible to ensure that all forms are properly
completed and that the principal investigator receives the approval in a timely
manner. The liaison shall also ensure that copies of the forms and submittals
are properly coded and filed. The principal investigator may then proceed with
the research.

5. If the IRB rules that the research or methodology poses an
unreasonable risk to human subjects, specifically including the confidentiality of
data or the identity of any respondent, then IRB will not approve the research.
In such cases, the reason for non-approval will be documented on the
Documentation of Review and Approval form. The liaison will ensure that the
decision along with the submittals will be returned to the faculty advisor in a
timely manner. If, in the professional opinion of the faculty advisor, the defects
within the research project cannot be cured, then the research project should
be abandoned, delayed or amended until such time that any unreasonable risk
has been resolved.

2.12.5.2 Research Conducted by Faculty or College Initiated

1. When a faculty member conducts research, or when an employee,
agent, administrator, staff, or faculty member is involved in a research project
based from a college funded or sponsored institution, the researcher
(hereinafter referred to as “principal investigator”) is required to complete and
sign the Documentation of Review and Approval form and the Checklist for
Investigators. (See Appendix L.)

2. The forms are then submitted to the Department Chair for review and
approval. If the Department Chair deems the research and methodology as
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posing little or no risk to human subjects, the Department Chair will sign the
Documentation of Review and Approval form. In the case of college initiated
research, the designated Vice President signs the appropriate form.

3. If the research or the methodology is deemed to pose an unreasonable
risk to human subjects, specifically including the confidentiality of data or the
identity of any respondent, then the Department Chair shall suggest appropriate
safeguards or other such techniques to cure or minimize any risk related to the
research. If this cannot be achieved, the project should be abandoned or
otherwise delayed or amended until such time that any unreasonable risk has
been resolved.

4, Upon approval by the Department Chair, the project documentation
shall be forwarded to the IRB liaison. The liaison shall review the submittal and
prepare the documentation for presentation to the IRB. It is the responsibility
of the liaison that each board member receives a copy of the file in a timely
manner. The liaison shall also act as a resource for the board for both legal and
technical questions.

5. If the research and methodology is deemed as posing little or no risk to
human subjects, an IRB member will sign the Documentation of Review and
Approval form signifying IRB approval. The liaison will ensure that the principal
investigator receives the approval in a timely manner and that documentation is
properly recorded and filed. The principal investigator may then proceed with
the research.

6. If the IRB deems that the research or the methodology poses an
unreasonable risk to human subjects, specifically including the confidentiality of
data or the identity of any respondent, then the IRB will not approve the
research. The non-approval will be documented on the Documentation of
Review and Approval form. The liaison will then ensure that the decision with
submittals will be returned to the Department Chair or Vice President for
Academic Affairs in a timely manner. If, in the professional opinion of the
Department Chair or the Vice President for Academic Affairs, the defects within
the research project cannot be cured, then the research project should be
abandoned, delayed or amended until such time that any unreasonable risk has
been resolved.

2.12.5.3 Animal Research

All faculty projects involving animals must be reviewed and approved by the
Vice President for Academic Affairs.
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2.12.6 Hazardous Waste
The College requires that all projects involving biohazard and/or radioactive materials be
approved for usage and safety procedures by the Vice President for Academic Affairs.

2.12.7 Offices and Equipment
All full-time and ranked part-time faculty are assigned private office space for use while on
campus. Part-time instructors and adjunct faculty share offices. A list of assigned rooms is
issued each semester by the Office of the Vice President for Academic Affairs.

2.12.8 Unattended Children
Unattended children are not permitted inside the College building. Those adult students who
wish to have their children use the resources of the College library and whose children are well
behaved while in the building may permit their children to use the library. Under no
circumstances will children be permitted to roam the halls or other spaces unattended. Faculty
should make this policy known to their students.

2.13 Leaves

2.13.1 Leaves of Absence With Pay

2.13.1.1 Holidays

The following holidays are observed at the College:

New Year's Day Martin Luther King Day
Good Friday Memorial Day

4th of July Labor Day

Thanksgiving Day Friday after Thanksgiving
Christmas Eve Christmas Day

New Year's Eve

The College also observes a week-long Fall Break and Spring Break.

2.13.1.2 Sick/Disability

Sickness. Absences are permitted from class due to sickness or accident. The
College reserves the right to require a physician's certificate.

Extended lliness. The College provides standard benefits; contact the Human

Resources office for specifics.
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2.13.1.3 Bereavement
Demands (for short periods) because of illness or funeral in one's immediate
family may be granted.

a. A faculty member shall be allowed up to a maximum of three
days paid leave for a death of a member of the immediate
family. The immediate family of a College employee shall be
defined as: spouse, parent, child, grandparent, grandchild,
sibling or corresponding in-laws or step relatives.

b. A faculty member shall be allowed one working day of paid
leave for the death of an uncle, aunt, niece, nephew or first
cousin.

2.13.1.4 Maternity/Family
Pursuant to the Family and Medical Leave Act, contact the
Human Resources office.

2.13.1.5 Personal
Absence (properly approved and certified) is permitted, furthermore, for some
other contingencies:

1. Attendance at professional meetings with
approval of the Vice President for Academic
Affairs.

2. Unforeseen individual emergencies for which
the Vice President for Academic Affairs may
grant excuses. Justification for absence permits
lies in their intrinsic propriety. Emergency cases
are to be reported just as quickly as possible.
There is here no fixed maximum, it being
understood that the number will naturally be
kept to a minimum.

2.13.1.6 Vacation Accrual for Faculty on 12-Month Contract
Faculty on 12-month contracts accrue 1.83333 vacation days per month from
the date of employment up to a maximum of thirty (30) working days. This
maximum can be maintained until vacation days are used.
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Request for vacation must be approved by the Department Chair and the Vice
President for Academic Affairs. Vacation records are maintained in the
personnel file.

2.14 Fringe Benefits

With respect to faculty welfare and financial benefits accruing to faculty members, two

considerations dominate the policy of the College.

On the one hand, the College is interested, so far as its resources permit, in providing for its
faculty conditions of employment that will allow them to work at optimum efficiency,
unburdened by excessive financial worries. For this reason, faculty salaries are set on as high a
level as conditions allow and include certain fringe benefits.

On the other hand, the College is concerned that a faculty member does not become a financial
liability (moral or legal) of the College because of personal adversity or inability to perform
contractual services. The terms of employment presuppose that remuneration is for services
actually rendered. Hence, it is apropos here to reiterate the policy that when services cease or
are impaired, salary ceases or is reduced. Retirement implies cessation of salary payment unless
there are provisions to the contrary, and disability owing to sickness or accident may imply
eventual release or non-reappointment.

Hence, to protect both the faculty and the College against undue risk and liability, the College
deems it an obligation of faculty members to avail themselves of the benefits for which they are
eligible.

2.14.1 Mandatory

2.14.1.1 Worker's Compensation

Contact the Human Resources office.

2.14.1.2 Social Security

The College makes the normal Social Security contribution required by law.
2.14.2 Carrier

2.14.2.1 Health Plans

Hospitalization, Major Medical Insurance,and Health Savings

Accounts

Comprehensive Medical Benefits are available to each full-time employee and
his / her eligible dependents at the employee’s option through the College’s
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current medical health care provider. Dental and vision coverage are available
through the same provider. Each full-time employee has a Health Savings
Account to which he or she, together with the College, contributes.

2.14.2.2 Retirement

Eligibility
All full-time faculty, administrative officers, and support staff may participate in
the Teachers Insurance Annuity Association Retirement Plan upon appointment.

The current contribution percentage for employees is a minimum of 1% of their
annual salary deducted in semi-monthly installments.

Retirement Plan
Contributions are made by the college to both the TIAA and the College
Retirement Equities Fund (CREF), which offer a variety of mutual funds, bond
funds, money market funds, and annuities that can be combined and selected to
fit an individual investment profile. This benefit allows individuals to choose
pre-tax contributions and receive a matching contribution paid directly by the
College to their account, according to their employment status and fund
selection. Prior to 2012 the matching contribution paid by the College was 8%;
since 2012 it has been 6%. As of 2014, discussion by the Board of Trustees as to
possible reinstatement of the 8% contribution was / is ongoing.

2.14.2.3 Short/Long Term Disability
Full-time employees will receive salary continuation during
absences from work due to non-work related injury or illness. This
payment is determined by the employee’s length of service
immediately preceding the date of injury or illness. Details may be
obtained from the Human Resources office.

Full-time employees unable to work due to more serious injury or iliness are
covered under the College’s current life insurance provider. Salary continuation
under this program begins after the employee is off three months and one day.
The benefit pays 60% of salary until the employee’s return.

2.14.2.4 Life Insurance
Each faculty member is provided with a life insurance policy, the beneficiary of
which the faculty member designates. Additional term life insurance is available
at nominal premiums. Accidental Death and Dismemberment insurance is also
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2.14.3 Institutional

provided and equals the same dollar value as the life insurance. During
enrollment, faculty may also elect to purchase additional Accidental Death and
Dismemberment benefits.

2.14.3.1 Tuition Remission/Grants

Full-time employees of the College may take up to thirteen credit hours per
semester tuition free at the College. Employees who enroll for more than
thirteen credit hours will be responsible for the additional tuition incurred.
Employees are also responsible for payment of all fees and books. Employees
who enroll in directed and/or arranged courses are responsible for all charges,
including tuition and fees, and for meeting deadlines. Employees may attend,
only at CCSJ, up to three credit hours during their normal work schedule
providing that a flexible work arrangement has been approved by the
employee’s supervisor and Vice President. If approved, the Vice President will
notify the Human Resources Department in writing.

Spouses and dependent children of full-time employees may take unlimited
credit hours per year tuition-free at the College. Employees and their
dependents applying for tuition remission are to enroll for class during late
registration and are subject to class availability except for directed and arranged
courses. Federal and State grants and other awards will be applied to the
employee’s tuition, fees, and books before the tuition benefit is applied.

Disability Provision

If the full-time faculty or administrative member dies or becomes permanently
and fully disabled while in the service of the College, dependent children shall
maintain eligibility for the tuition grant. Students are responsible for payment
of all fees.

Policy Review

This policy is subject to review by the College at any time. Further, the tuition
grant is not a negotiable item and should not be considered in the
determination of, or justification for, the salary payment of any eligible
employee.
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2.14.3.1.1 Tuition Exchange Programs (two programs)

The College’s participation in the Council of Independent Colleges Tuition
Exchange Program (CIC-TEP) allows dependents of full-time employees to
attend private CIC member institutions tuition free. Students are responsible
for all non-tuition charges at the institution in which they enroll. Complete
program guidelines and listings of CIC institutions are available from the Office
of the Vice President for Business and Finance, which guides and supervises the
application process. Because space is sometimes limited, applications should
be completed and returned in a very timely manner to the Office of the Vice
President for Business and Finance.

The College also participates in The Tuition Exchange, a national tuition
scholarship program that allows dependents of full-time employees to attend
participating institutions tuition free. Unlike CIC-TEP, The Tuition Exchange is a
scholarship program for which dependents must apply; tuition remission is not
guaranteed but depends on the quality of the candidate, the number of
students being “exported” from our institution and “imported” into the target
school, and other factors. Schools in The Tuition Exchange limit the number of
students whose tuition can be waived. As with CIC-TEP, applications to The
Tuition Exchange are done with guidance and supervision of the Office of the
Vice President for Business and Finance.

2.14.3.2 Computer Loan Program

The College has approved a plan to make available a computer loan program.
This program will allow each full-time employee the opportunity to borrow
College funds interest-free to purchase personal computer equipment. Full-
time employees may borrow up to $2,000 to acquire personal computer
equipment; the loan is then paid off through payroll deductions (S50 per pay
period). For further information and rules about the Computer Loan Program,
please refer to the Support and Administrative Employee Handbook, Section 5:4.

2.14.3.3 Parking

On-campus parking is available to the west of the main building, adjacent to the
Rittenmeyer Center and west of the residence hall. A number of spaces in each
section are designated for Handicapped parking.
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2.15 Compensation Policies

2.15.1 Salary

Criteria

Current Scale

Salary Review

The following criteria are taken into consideration in setting an individual salary within
the scale.

1. Base Salary: Determined upon entry; dependent upon degrees and, if
relevant, on the competitive job market.

2. Changes in national salary rates, as published by the United States
Department of Labor.

A copy of the current scale for part-time faculty is available in the office of Human
Resources.

Consistent with the C.PP.S. Mission Statement (2.1) “pursuing justice. . .,” the College
periodically reviews all salaries for any inequity.

2.15.2 Payroll Period

Paychecks are issued semi-monthly. Paychecks are transmitted via direct deposit to the
designated bank account of the employee. The employee may obtain information
related to each pay period showing deductions, pay amount, and other information
from the college and/or vendor’s websites. Overload payments for Term | and Term Il
will be made on November 30 and March 30 respectively.

Paychecks of part-time faculty members are issued twice during the semester on the
dates stipulated on the contracts. Paychecks are transmitted via direct deposit to the
designated bank account of the part-time faculty.

2.15.2.1 Garnishment of Wages

When following a court order of garnishment of wages, the College will assess the
employee the court-suggested fee to help cover the administrative and bookkeeping
costs.

2.15.3 Payroll Deductions

Deductions are calculated for taxes, retirement, insurance, credit union, and Computer

Loan Program.
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2.15.4 Credit Union
CCSJ employees are eligible to join the Regional Federal Credit Union. Those opting to
do so may enroll into many financial services through direct payroll deductions. Credit
Union information is available from Human Resources and Payroll.

2.16 Grievance

2.16.1 Definition
A grievance is an allegation by a faculty member that he/she has suffered direct injury
as a result of: a) an action by an administrative officer of the College that deviated
materially from the existing policies or procedures of the College; or b) an action by an
administrative officer of the College that was arbitrary, capricious, unreasonable, or
contrary to the facts.

"Action," as used in this policy, includes the failure or refusal of an administrative officer
of the College to take action. "Administrative officer,” as used in this policy, refers to
any individual exercising administrative authority.

2.16.2 Procedure
The College encourages the use of informal discussions between faculty members and
administrators as the first means to resolve grievances. Formal procedures are not to
be used until it is apparent that they will not resolve a grievance.

A faculty member shall initiate formal procedures by filing a written statement of
grievance with the chair of the Tenure Judiciary Committee. This written statement
shall contain a) a description of the action about which the faculty member is grieving;
b) the grounds upon which the faculty member is grieving the action including an
identification of the applicable policy or procedures, if any; c) a description of the events
leading to the action about which the faculty member is grieving; d) a statement of the
injury suffered by the faculty member and the date thereof; and e) a statement of the
remedy sought by the faculty member. The faculty member should attach copies of
relevant documentation.

The chair of the Tenure Judiciary Committee will initiate procedures described in 2.8.5.2

2.16.3 Appeals

The faculty member may appeal the decision in writing to the President.
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3.0 Academic Policies and Services

3.1 Specker Memorial Library
Specker Library of Calumet College of St. Joseph provides information, resources (traditional,
multimedia, and electronic), and services to support the college’s mission and academic
programs. The library houses over 10,000 volumes of books and journals, has a computer lab
and study areas. Electronic resources are available both on campus and off campus through the
Library’s web page: http://www.ccsj.edu/library. Electronic resources include Pegasus, the
library’s online catalog; EBSCO, a collection of databases that include electronic books; online
journal collections such as Academic Search Premier, PsycARTICLES, Business Source Complete,
Humanities International with Full text, Professional Development Collection and Westlaw
among many others. Study Guides, Research tips and Handouts on various topics are also
available from the Library Website. Additionally, Specker Library circulates multimedia
equipment, videos and DVDs and provides faculty instructions in using new technologies to
enhance teaching and learning at CCSJ.
Full texted articles or books that are not available at Specker Library can be ordered via
Interlibrary Loan, a free service offered by the Library, and scholarly articles can be delivered to
your email box. The Library Website also has a chat box that enables students to send messages
to the librarian to obtain instant help when working on their assignments remotely. Information
regarding services and resources of Specker Library can be obtained at circulation desk at (219)
473-4373, or by emailing to library@ccsj.edu.

3.2 Faculty ldentification Card

The College provides all faculty, staff, and students with a photo identification card. This card is

also your Specker Memorial Library Card. The CCSJ identification card can be made at the
Circulation Desk of the Library.
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3.3 IT Services (formerly Computer Services)

The IT Services Department implements and maintains technology enabling faculty and staff to
implement the college’s mission. The Department provides technology support that will enable CCSJ
faculty and staff to pursue their educational mission and that will support students’ technology needs
and enhance their learning.

Computing resources for faculty include access to the CCSJ computing network, Microsoft software
titles, internet access, email service, Blackboard (an instructional course management software), and
Empower/ (My CCSJ). All CCSJ classrooms have internet connections, either hardwired or wireless. Most
classrooms have computer projection equipment, SMART boards, teleconferencing cameras, document
cameras, and sound systems (contact IT Services using the methods below for specific room
capabilities). For those rooms that do not have installed projection systems (or for off-site classes),
mobile computer projection carts and bags are available from the library. Various other kinds of
multimedia equipment as well as laptops are also available through the Library.

Faculty have access to college-owned computers in their offices and elsewhere, as needed.

Instructional Computer Labs are assigned by semester. If one is needed on a per diem basis, please fill
out the room request form found on our website.

To report problems with technology on campus, create an IT Services online service request at
http://calumetcollegeofstjoseph.samanage.com (Wave Portal login required). You can also email the IT

Services Help Desk at helpdesk@ccsj.edu . Technology problems can also be reported to the Library

circulation desk. For emergencies during business hours (M-F 9a-4:30p), call (219) 473-4366 (internally,
extension 366).

Blackboard assistance is available by emailing blackboardsupport@ccsj.edu .

The Computer Use Policy and Service Level Agreement, https://www.ccsj.edu/student-

services/technology, governs appropriate computing at CCSJ.

3.4 Teaching and Classroom Policies and Procedures

3.4.1 Classroom Control
Faculty members are expected to develop and to maintain an environment conducive to
academic exploration and learning.
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3.4.1.1 Student Honor Pledge
Members of the St. Gaspar's Honors Learning Community and of Student Government have
composed an honors pledge, intended to promote mutual respect among all students and all
faculty, to raise awareness about the academic and social importance of positive student
behaviors, and to raise consciousness about the specific language of the college's mission.

CCSJ Student Honor Pledge: Created by students, for students.

I, as a student member of the Calumet College of St. Joseph academic community, in
accordance with the college's mission and in a spirit of mutual respect, pledge to:

e Continuously embrace honesty and curiosity in the pursuit of my educational goals;

e Avoid all behaviors that could impede or distract from the academic progress of myself
or other members of my community;

e Do my own work with integrity, at all times, in accordance with syllabi, and without
giving or receiving inappropriate aid;

e Do my utmost to act with commitment, inside and outside of class, to the goals and
mission of Calumet College of St. Joseph.

Students may be asked to sign or reaffirm the honor pledge at any time, on any assignment,
but should be asked to sign a pledge at least once per term. Students found to be in violation of
the honor code may, if enrolled in the Honors Program, be referred to the Honors Program
Director. More generally, students found to be in violation of the code may be referred to the
Vice President of Student Engagement and Retention or the Vice President for Academic
Affairs.

3.4.2 Course Content
The current description of each course in the catalog, in general, determines the course content.
However, faculty members are given maximum freedom to organize and emphasize within this
general framework. Consultation with the applicable ProgramDirector and/or Department Chair
is required regarding any change that could impact accreditation, continuity in established
program requirements/program objectives, or the development of identified competencies.

3.4.3 Syllabi
Prior to the start of the fall semester, the Vice President for Academic Affairs will revise the
syllabus template and ensure that it is distributed to faculty. Faculty members will utilize the
syllabus template, being sure to include the mandatory institutional information. Program
Directors will ensure all adjunct faculty members utilize the approved current template.

Each semester faculty are required to furnish electronic copies of their syllabi to the Program
Director for review. The Program Director will then place the approved syllabi in an online
depository. Each semester instructors are required to furnish syllabi to students.
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3.4.4 Class Prayer

Class may begin with prayer.

3.4.5 Assignments
The basic unit of academic credit, the credit-hour, is federally defined as “an amount of work
represented in intended learning outcomes and verified by evidence of student achievement
that is an institutionally-established equivalency that reasonably approximates not less than:

(1) one hour of classroom or direct faculty instruction and a minimum of two hours of out-of-
class student work each week for approximately fifteen weeks for one semester or trimester
hour of credit, or ten to twelve weeks for one quarter hour of credit, or the equivalent amount
of work over a different amount of time; or

(2) at least an equivalent amount of work as required in paragraph (1) of this definition for other
activities as established by an institution, including laboratory work, internships, practica, studio
work, and other academic work leading to the award of credit hours.”

While the achievement of learning outcomes is the paramount measure of academic credit, the
instructor should design assignments for the course in such a way that students spend
approximately twice the amount of time doing homework, as they do in class. (Reference:
Higher Learning Commission’s policy webpage:
https://www.hlcommission.org/Policies/assignment-of-credits.html )

3.4.6 Class Schedule
Class sessions scheduled longer than two hours should include a reasonable break. Instructors
should see to it that this break is not extended beyond a reasonable time. All classes should meet
as scheduled.

3.4.7 Smoking and Eating
CCSJ is a smoke-free environment. Eating and drinking in the classroom may be allowed at the
instructor’s discretion. Classrooms should be cleaned up at the conclusion of class using the
trash and recycle containers made available outside classrooms.

3.4.8 Class Attendance
Instructors are legally required to take class attendance and to record attendance online
through “My CCSJ.” Usernames and passwords for “My CCSJ” are assigned to incoming faculty
members by the Registrar’s Office.

Specific attendance policies may vary among different programs and departments. However, as
of the third week of classes in the traditional program, any student who has failed to appear at
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least ONCE in a given class should be officially dropped from that class. The Registrar’s Office
sends faculty members a reminder of this policy and how to carry it out during the third week of
every semester.

3.4.9 Final Examination Absence
Missing an announced test or a final examination usually incurs a grade of "F.” At the discretion

of the instructor, this may be removed by the passing of a make-up test.

3.4.10 Instructor's Absence or Tardiness
If faculty members cannot meet a scheduled class, it is their obligation to provide an alternative

option that provides the same rigor as the classroom would have provided. Alternatives may
include on-line assignments, the use of a substitute, or interactive Blackboard activities. It is the
instructor’s obligation to inform their Program Director and the Office of the Vice President for
Academic Affairs. The latter will post appropriate notices; nonetheless, it is up to each faculty
member to develop and announce to his or her classes at the start of each semester appropriate
policies and procedures regarding canceled classes. The most efficient way to do this is via
Blackboard which is another important reason for utilizing the Blackboard system. Student
contact information can also be obtained through My CSSJ. For information on prolonged
absences see Section 2.9.

3.4.11 Evaluation of Students
Faculty members may use any type of examinations which they deem appropriate for the course
objectives, in consultation with the Program Director. Frequency of examinations is left to the
individual faculty member; however, frequent tests are encouraged as an aid to both instructor
and student. Further information on grading and related procedures can be found in the Student
Handbook.

3.4.12 Final Examinations and Grades
Faculty members must utilize all of the scheduled course time, in their classrooms if their
courses are traditional, and final assessments must be conducted within that time at the end of
the semester.

3.4.12.1 Examination Supplies
Examination booklets (blue books) may be obtained from the file cabinet in the 5% floor
conference room.
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3.4.12.2 Recording of Grades

Midterm and final grades for all students are to be submitted to the Registrar by the
deadlines announced each term. Grades must be turned in electronically via My CCSJ.
A signed paper copy should be printed, signed, and submitted to the Registrar’s Office.

3.4.12.3 Reporting of Grades to Students

The Registrar's Office makes grades available electronically to students as soon
as the grades have been submitted.

3.4.12.4 Incomplete Grades

A grade of | (Incomplete) is granted only upon request of the student when he/she is unable to
complete class requirements due to unavoidable circumstances near the end of the semester.
The grade “I” should be reserved for extreme cases such as hospitalization or a major life event
that interrupts a student from normally completing end of semester assignments. This request
must be submitted to the instructor, who may require that the request be submitted in writing.

If the instructor grants the Incomplete, the instructor determines the amount of time to be
allowed, not to exceed the last day of the following academic term for completion of all
required work. An Incomplete Grade Form (see Appendix N and https://www.ccsj.edu/faculty-

staff/) specifying the work required to complete the course and the due date must be
submitted by the instructor to the Registrar’s office, which will forward a copy to the student. If
the instructor does not submit a change of grade within one week after the due date, the
Registrar will automatically assign a grade of F.

A course in which the grade of | is received will not be considered in computing the student’s
Grade Point Average (GPA) until the Incomplete grade is removed.

3.4.13 Grade Review

3.4.13.1 Policy

The following shall be the policy at Calumet College of St. Joseph regarding review of
grades assigned to students enrolled at the College:

1. Each instructor shall have his/her grade policy stated on the syllabus.

2. All tests and papers submitted for credit in a course should be evaluated,
graded, and recorded.

3. A student who wishes to discuss a grade earned in the course shall
bring their own documentation for review.
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3.5

4. This discussion must take place before the "last day to remove
incomplete grade" as prescribed in the College calendar for that term.

5. Students who do not agree with the grade given should follow the
grade appeal process outlined in the Student Handbook, available via
https://www.ccsj.edu/student-life/ .

3.4.13.2 Grade Changes

Any necessary grade changes should be made in writing and accompanied by the faculty
member’s signature. Grades should only be changed if the faculty member has found an error
in recording grades. Exceptional problems subsequent to the close of the grade change period
should be brought to the attention of the Vice President for Academic Affairs for resolution.

Registration

3.5.1

3.5.2

3.5.3

3.5.4

Class Schedules

The Registrar maintains overall responsibility for the class schedule. However, all academic
units, e.g., Vice President for Academic Affairs, Department Chairpersons, Program Directors,
and faculty members, collaborate in developing the final schedule. All of these units are
responsible for providing timely and accurate information to the Vice President for Academic
Affairs concerning specific course schedules, faculty assignments, etc. The schedule then helps
meet the expectations of students, faculty members, and staff and facilitates the academic
planning of all members of the College community.

First Class List
Class lists are available as students register via My CCSJ. Students that do not appear on the
electronic roster must provide proof of registration.

Final Class List

The final class lists contain the names of all students registered for class. If a student who is
attending class is not listed, the student should be directed to contact the Registrar. Such a
student is not registered and will not be eligible to receive a grade for the course.

Course Changes (Drop/Add)

Students who drop/add courses during the allotted period on the College Calendar in
the catalog (also printed on current schedule) are deleted from the class lists of the
courses they drop. However, if they withdraw after the drop/add period, they will
appear on the final class list and a "W" for withdrawal must be shown on the final grade
form. "W" should be given only to those students for whom official notification has
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355

3.5.6

3.5.7

3.6

been received. If there is any doubt about a student's status, the Registrar should be
contacted.

Withdrawal

After the limit for permission to discontinue a class is passed, students wishing to withdraw
from a course for which they are registered should contact their academic adviser. The deadline
for completing the withdrawal process is week ten of the semester. Official withdrawals are
recorded as a "W" grade on the student's transcript. If a student ceases to attend a class
without formally withdrawing and misses the final exam or its equivalent, he or she will receive
an "FW" (“failure to withdraw,” i.e. a failing grade due to failure to attend) for that course.

Academic Alert Form

Instructors are strongly encouraged to provide direct feedback to students, as soon as they
observe and assess that a student’s performance is below standard. The Academic Alert Form is
sent electronically via Accudemia (accessible through the Wave Portal on the college website)
advising the student of below-standard academic performance in a particular course. The
Advising Office will then follow up the matter with the student. Notification of the student’s
athletic coach and / or referral of the student for tutoring at the Student Success Center may
accompany the Academic Alert process.

Student Course Surveys

Approximately 12 weeks into the semester (and in the last session for degree completion
courses) faculty members will receive instructions regarding how their students can submit
feedback on the course electronically. Student responses are anonymous. A summary of survey
results will be available electronically for the instructor, Program Director, Department Chair,
and VPAA to review. Faculty members should consider using this feedback over time to make
any adjustments to course material and instruction.

Program Evaluation

3.6.1

Evaluation Guidelines

Current academic offerings listed in the catalog are evaluated on a cycle established by the Vice
President for Academic Affairs. Proposed offerings are evaluated on an as-needed basis,
typically early in the Spring Semester. The guidelines are:

1) Conceptualization of the Program (w/course list laid out in a curricular map).

2) Qualified Faculty (sufficient and fully qualified adjunct and full-time faculty).
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3) Adequate Resources (Considering needs beyond faculty, including library, labs, technology,
physical space, levels of student preparation in relation to course work, and any resources,
including administrative support).

4) Clear and Assessable Learning Objectives (using Bloom's Taxonomy on a vertically and
horizontally aligned curricular map, including both course-level objectives and programmatic
outcomes in line with the Mission).

5) Adequate Assessment Methods and Appropriate follow-up (accounting for each of the
appropriate "AAC&U Five Levels of Assessment").

6) Competitive Advantages of the Academic Offering (in relation to our population, other
existing or proposed programs, local and national employment and academic trends, the
institutional mission, and the current strategic plan).

7) Need for Academic Offering (in relation to student population, other existing or proposed
programs, local and national employment and academic trends, the institutional mission, and
the strategic plan).

8) Number of First Majors, Second Majors, and Minors (including estimates, projections, trend
data, benchmarking, or other evidence when appropriate to the current status and nature of the
academic unit).

9) Credit Hour Production by Discipline / Graduates by Program (including any useful evidence
as in #8 above, with particular attention to retention in programs that grant minors or majors
for degrees).

10) A Guideline of a 15-course Maximum inside a Major, with 4 additional courses for each
additional concentration (495 and 497 are excluded from this limit).

Evaluation of current and new undergraduate academic offerings (majors, concentrations,
minors, etc.) will be based on these guidelines as part of a conversation towards ongoing
improvement. The Curriculum and Assessment Committee, which is primarily responsible for
leading this discussion, will give regular feedback to Program Directors and Department Chairs,
and, in consultation with them, will make recommendations to the Academic Senate and to the
Vice President for Academic Affairs.

3.7 Directed Study

If a student is scheduled to graduate at the end of the semester and needs a course to complete

his or her academic major or minor, and if the normal (full-enrollment) version of the course is
currently unavailable to the student, through consultation with Program Director, Advising, and
the VPAA a Directed Study will be provided.
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3.8 Alternative Credit

See current catalog or consult Academic Advising Office.

3.9 Duplicating Services
The College maintains duplicating services that are available to the faculty and staff. Please

check with the appropriate Department Chair or Program Director for specific policies and
procedures relating to use of the copy machines.

3.10 Textbooks

In fall 2017, the college moved to the eCampus book rental program to ensure that all students

have textbooks, if required, on the first day of class. Students are assessed a fee each semester
based on their enrollment. i.e.: Full-time, Part-time, Traditional, Accelerated or Graduate. The
fee is based on the overall book usage and averaged by the number of students. Graduate and
Accelerated students have their books sent to their homes prior to the start of the semester and
return them with a prepaid mailing label at the end of each semester. Traditional students pick
up their books prior to the first day of class in the library. If a student does not have their
textbook on the first day of class, please send them immediately to the library to pick them up.
Students will return their books in the library at the end of each semester.

Textbooks need to be listed with their respective course on the fast.eCampus site 10 weeks
prior to the beginning of the semester. It is the responsibility of the Program Director to ensure
the textbooks are listed and the course is approved in fast.eCampus. Late additions or
corrections will result in fees assessed to the college. There is an administrative “addition fee”
per book to add a textbook. Also, a $5.00 fee for sending and a $5.00 fee to return a wrong
textbook per student, per book.
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4.0 Administrative and Financial Policies

4.1 Emergency Closing/Official Cancellation of Classes

e CCSJ Alert:

Calumet College of St. Joseph utilizes an emergency communications system that
transmits messages via text, email, and voice platforms. In the event of an
emergency, weather related closings, or other incidents, students, faculty and
others who are registered for the system shall receive incident specific message(s)
notifying them of the situation. This service requires each user to register once per
academic year. This can be done at http://www.ccsj.edu/alerts/index.html| .

e Additional Information Sources on School Closing:

Internet: http://www.ccsj.edu
and
www.emergencyclosingcenter.com

Radio: WAKE - 1500 AM
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WGN -720 AM

WUIE-105.5FM

WLS - 890 AM

WZVN -107.1 FM

WBBM NEWS RADIO 780 and 105.9 FM

TV Channels: 2,5,7,9,32

4.2  Keys

Office and classroom keys are issued by the Facilities Office. Keys MUST BE RETURNED
IMMEDIATELY when service is terminated.

If you cannot get into your office or classroom because you are missing your key(s), you can
contact Campus Security at (219) 644 — 6595 or the Facilities Office at extension 361. A charge
will be made for duplicate keys due to loss.

. Mail

4.3

4.4

Mail service is provided in the mailroom (room 120) for internal and external mail. Outgoing
business mail should indicate sender’s name and / or department; it is metered in the mailroom.
Outgoing mail is picked up every morning daily. No weekend or holiday pickups. Personal mail
should be stamped. Use of the postage meter for personal mail is prohibited, even if
reimbursed. Internal communications can be distributed to the assigned mail boxes. Mail boxes
for faculty, administrative staff, and part-time faculty are grouped alphabetically and separately
according to the classification of the employee. You may also access the mailroom anytime
during open building hours. In the event of emergency closing or a temporary change of hours,
all members of the college family will be notified by e-mail and / or CCSJ alerts. Please sign up
for alerts: https://www.ccsj.edu/campus-alerts/ .

Bulletin Boards

Some of the College bulletin boards are restricted for special use or for special units. For
example, the bulletin board located in the main lobby is restricted for academic
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announcements, and bulletin boards inside the elevators are reserved for announcements by
student organizations. Use of restricted bulletin boards requires the special approval of the
appropriate administrator. Use of general bulletin boards is for announcements of interest or
importance to the college community.

A faculty/staff directory is provided on the college website and regularly updated.

Requests for necessary supplies and / or equipment should originate with the individual faculty

A work order form for requesting repairs or maintenance services is available on the

45 Telephones
Inter-office calls are made by dialing the extension number directly.

4.6 Obtaining and ordering supplies

Department Chairs are expected to monitor expenses of their respective areas.

member in consultation with his or her Program Director and Department Chair.
4.7 _Repairs and maintenance

college website.

4.8 Travel

Moderate expenses incurred in attendance at meetings or through active program
participation are refundable, provided that the faculty member can demonstrate that the
trip is relevant to his or her position at the College and secures approval beforehand,
using the appropriate form. This form is appended to the form for the Annual Self-
Evaluation and Plan for Professional Development. The faculty member is responsible for
saving all proof of attendance and receipts and is expected to submit them, along with a
completed travel expense voucher (the form is available on the College website), to the
Office of the Vice President for Academic Affairs upon completion of the trip.

4.9 Pay Checks
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Paychecks are transmitted via direct deposit to the designated bank account of the employee.
The employee may obtain information related to each pay period showing deductions, pay
amount, and other information from the Office of Human Resources. This information is also
available at www.ccsj.edu and can be accessed on the Faculty / Staff line, as found at the

bottom of the home page.

4.10 Policy for Accepting Honoraria

An honorarium received by faculty and staff for speaking or consulting off campus should be

handled as follows:

A. Ifthe College has incurred travel costs to the speaking engagement, which costs have not
been, or will not be, covered by other revenues designed to offset such costs:

1. And the honorarium received is less that the school costs incurred, then the
honorarium should be directed to the College and credited to the account to which any

costs have been charged;

2. But if the honorarium is more than the actual costs incurred, then only as much of the
honorarium as is required to cover the actual costs shall be directed to the College and
the remainder may be retained by the speaker/consultant.

B. If the College has incurred no costs in the speaker's travel, then the faculty/staff
member may keep the entire amount of the honorarium.

4.11 Use of College Facilities

Faculty who wish to use classrooms (for meetings and similar events) outside of the scheduled
classroom times are to clear their requests for dates and times with the Office of the Vice

President for Academic Affairs.

4.12 Use of College Equipment Off Campus

Use of College equipment or vehicles outside the main campus and satellite locations requires
the written approval of the immediate and/or appropriate supervisor. If the equipment or
vehicle is damaged, lost, or stolen, the faculty member may be held responsible for
replacement.
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4.13 Immigration Reform Control Act
Under this act, the College is responsible to verify the identity and employment eligibility of all
new employees. In order to comply with the provisions of the Immigration Reform and Control
Act, all new employees must complete the I-9 Form, which verifies identity and employment
eligibility.

4.14 Nepotism

The College does not prohibit the hiring of relatives of employees provided such persons meet
regular college employment standards.

A college staff member, however, cannot have administrative supervision over another staff member
if they are related as: father, mother, brother, sister, uncle, aunt, husband, wife, son, daughter, niece,
nephew, grandparents, or persons related by marriage or civil union.

If, however, an employee has been employed in the same job at least twelve consecutive
months at the time another family member is hired into a job that has administrative
supervision over the employee, the employee may continue in his/her job if the hiring staff
determine this to be in the college's best interest.

Exceptions to the policy may be made only by the President. The conditions, if any,
accompanying such exceptions must be made in writing.

4.15 Smoking Policy

College owned facilities are smoke-free.

4.16 Lost and Found

The Library desk serves as the College's "Lost and Found" unit.

4.17 Emergencies

4.17.1 FIRE:

Calumet College of St. Joseph has established evacuation procedures that all employees
are expected to follow in the event of an emergency, including fire, which requires
building evacuation. From time to time, the College will perform a fire drill for the
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purposes of acquainting faculty, staff, and students with evacuating the building safely.

Employees are expected to familiarize themselves with the following instructions:

In case of fire, activate the nearest fire alarm pull station. Take appropriate
precautions to ensure your personal safety.

Call 911 WHILE LEAVING THE BUILDING. (Note that office phones require access
to an outside line; therefore, in this instance, dial 9 — 911.) Give your name and
exact location of the fire (e.g. “Calumet College—main building—floor 3—room
305”). Be sure to stay on the phone until released by the 911 Emergency
Operator.

Evacuate the building by the nearest exit. DO NOT USE ELEVATORS. Follow the
directions of the Floor Marshals. If individuals with a disability cannot safely
evacuate the building, assist them to the elevator lobby on that floor. Alert
emergency personnel to their location.

Once outside, go to the designated rallying point. If this location is unavailable,
go to a clear area that is at least 500 feet away from the affected building. Keep
driveways, fire lanes, hydrant areas, and walkways clear for emergency vehicles
and personnel.

DO NOT RETURN TO THE EVACUATED BUILDING until authorized by the Fire
Department or Campus Security.

4.17.2 MEDICAL EMERGENCIES:

In the event of a medical emergency occurring on campus, victims or bystanders
must immediately:

e Dial 911 from an office phone or cellular phone; OR

e Locate the nearest College Emergency Red Telephone (located on the 2",
3™ and 4™ floors) to report the incident; OR

e Dial extension 224 on the nearest College phone to notify the Information
Center which, in turn, will make the proper notifications for emergency
assistance.

All injuries and emergencies requiring medical attention from a nurse or physician which

occur on College property or at College-sponsored events are to be reported to Security

(cell 219-644-6595) within twenty-four (24) hours by the person or persons involved. An

Incident / Accident Report must be filled out in all cases.

Medical emergencies which require transport must be handled through 911. Transport

by private vehicles is prohibited.
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4.18 Elevator Safety

If an elevator breaks down, activate the emergency alarm switch located on the control
panel. Stay calm; listen to the instructions of the persons trying to help you. DO NOT use
elevators if a fire alarm is sounded or if you are the only person in the building. DO NOT
attempt to remove another person from the elevator if the person cannot exit on his or
her own. Wait for College personnel to arrive.

4.19 Policy of Weapons on College Property

5.0

5.1

No weapons of any kind shall be permitted on College property or at College functions
which may be held on property not owned by the College. The exceptions to this policy
are those weapons which may be carried by duly authorized law enforcement
personnel.

Student Services and Policies

Admissions

The admission policy is a responsibility of the faculty. These policies are implemented through
the Office of Admissions. The Admission/Readmission Committee recommends decisions on
borderline applicants and readmissions. The chair of this committee is the Vice President for
Academic Affairs.

Prior to the opening of the fall and spring semesters, the College conducts an orientation

5.2 Orientation Program
program for all new students.
5.3 Financial Aid
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Students in need of financial assistance to meet college costs should be directed to the Director
of Financial Aid.

Most financial aid programs are need-based, with funds drawn from federal, state, and local
sources. Calumet College also provides assistance to needy students through institutional
programs. In addition, several College scholarships are available to first year students who
demonstrate need and/or superior academic records. In most cases, the student is awarded an
aid package which includes a combination of grant, scholarship, loan, and/or employment.

A description of the various financial aid programs is available in the current CCSJ Catalog.

5.4 Student Life

5.4.1 Student Life Policy

See Student Handbook, "Student Organizations and Extracurricular Activities."

5.4.2 Student Union
All currently enrolled students of the College are members of the Student Union and are
governed by its constitution. Its Student Government serves as a channel of
communication and consultation among the student body, the faculty, and the
administrative officers of the College. The Student Government recommends policy on
nonacademic student life to the administration, as needed.

5.4.3 Student Organizations
Calumet College of St. Joseph encourages membership in both co-curricular and
extracurricular organizations. Each recognized student organization has the freedom of
choosing its own faculty advisor with the approval of the Student Activities Coordinator.
Financial expenditures of student organizations must receive prior approval from their
respective faculty advisors and the Vice President of Student Engagement and
Retention. -The scheduling of meetings and activities must be cleared with the Office of
Student Life. Each recognized student organization has the freedom of choosing its own
faculty advisor, subject to administrative approval. Financial expenditures of student
organizations must receive prior approval from their respective faculty advisors. The
scheduling of meetings and activities must be cleared at the office of the Director of
Residence Life and Student Programs.

5.4.4 Honor Societies and Academic Clubs
College membership in honor societies and the institution of new academic clubs may
be suggested or initiated by students or faculty members. Final approval for each is
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reserved to the Academic Senate. The Vice President for Academic Affairs, in
consultation with the Department Chairs, appoints faculty members as advisors to
Honor Societies. Advisors of academic clubs are subject to the approval of the Student
Activities Coordinator.

5.4.5 Social Activities
All social activities using the College's name sponsored by and for the students must be
approved by the Vice President of Student Engagement and Retention.

The Quentin P. Smith Student Lounge, named in honor of the late World War Il Tuskegee
airman, long-time Indiana educator, and CCSJ trustee, is located on the first floor of the
main building. The lounge is equipped with a large 3D flat screen television and various
traditional and electronic games. Snacks and beverages can be purchased from the
Crimson Café on the first floor and vending machines on the second floor. In addition,
the Study Buddy cafeteria on the second floor offers nutritious midday meals, beverages,
and snacks.

5.4.6 Spiritual Welfare
The Director of Campus Ministry is available to all students for spiritual guidance, advice,
and consultation.

5.4.7 Athletics
Calumet College of St. Joseph has a number of intercollegiate athletic programs, and
organized intramural sports are a regular part of college life. Each particular sport is
subject to the supervision and policy of the college. See the Athletic Director for further
information.

5.4.8 Student Publications
A student newspaper, SHAVINGS, is periodically published, affording opportunities for

writing and journalistic experience. There is also a literary magazine, AGAINST THE GRAIN,
and an online newsletter showcasing work by students in Behavioral and Social Sciences,
UNDERSTANDING OTHERS. The latter two are published annually.

5.4.9 College Programs
College programs, whether academic, cultural, or social, are considered an integral part
of college life. Students are encouraged to avail themselves of these various programs.
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5.4.10 Disability Services

The following text appears on the syllabus template for all classes at CCSI.

Academic Disability Services strives to meet the needs of all students by providing academic services in
accordance with Americans with Disabilities Act (ADA) guidelines. If a student requires reasonable
accommodations because of a disability, they should provide documentation such as an IEP, 504, or
documentation from a medical professional to the Director of Academic Disability Services. Students
may also request accommodations for a temporary disability. A temporary disability is an acute health
issue or injury that qualifies a student for short term accommodations. For example, a student with a
broken arm may require academic accommodations until they are released from a doctor’s care.

A student who is pregnant will qualify for academic accommodations and Title IX protection. Title IX will
protect the student from discrimination based on a pregnancy. It is imperative that a student register for
services that correlate to their pregnancy as early as convenient.

The Director of Academic Disability Services can be reached at 219-473-4349.

5.5 Academic Advising

It is the purpose of the advising program to assist students in achieving satisfactory adjustment to
college as well as to help each student understand and use wisely the educational, vocational and
personal opportunities that are available or can be developed. Academic advising is available
throughout the year.

The role of the advisor is to assist students in adjusting to college life and to meet with the students
individually to help them plan their course of study. The advisors also are valuable resource persons
who answer questions about any concerns or difficulties the students may encounter. Upper class
students use their major professors as advisors as well as the advising staff. Faculty should be available
for individual consultation with and mentoring of these students.

Because of the need to satisfy state requirements for teacher certification, all Elementary Education
majors are referred to the Education Program for advising. A screening process including special tests is
required for admission to the teacher training program for all those who have the necessary grade point
average.

5.6 Student Success Center
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The following text appears on all CCSJ syllabi:

Student Success Center provides faculty tutors at all levels to help you master specific subjects and
develop effective learning skills. It is open to all students at no charge. You can contact the Student
Success Center at 219 473-4287 or stop by the Library. See https://www.ccsj.edu/student-
services/student-success-center/ for more information. In addition, you can access online tutoring at
Tutor.com 24 hours a day, 7 days a week. You’ll find the link within each Blackboard course.

5.7 Counseling

Educational and vocational counseling is available to all CCSJ students at the Academic Advising Office,
and specialized testing (personality, ability, and interest tests) as an aid to problem solution, when
deemed appropriate, may also be provided. Seminars are offered periodically for personal growth and
development.

In addition, free personal counseling is available to all CCSJ students (including dual credit students).
The following information appears on all syllabi:

Through a partnership with Crown Counseling, Calumet College of St. Joseph provides a free Student
Assistance Program (SAP) to current students. The SAP is a confidential counseling service provided to
students for personal and school concerns which may be interfering with academic performance and/or
quality of life. The SAP counselor is available on campus weekly. Check the website
(https://www.ccsj.edu/student-services/counseling/) for a current schedule. For more information,

contact Kerry Knowles, SAP Counselor, at 219-413-3702 (cell), or kerryk@crowncounseling.org Her

office is located on the 1st floor, in room 176.
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5.8 Internships

The Undergraduate Internship Program at Calumet College (which also includes field instruction and
practicum) provides students with hands-on, experiential learning opportunities where student will be
able to connect with local employer organizations, expand their professional network, and develop
career-specific experience and skills that, along with their degree and education, will propel them further
towards their ultimate career goals. With that, the Career Services Department has separated our
internship support model into two categories: required and encouraged.

Required Internships

The following degree programs currently have a required internship component as part of their
graduation checklist, meaning that a student is expected to complete an internship prior to their expected
graduation in order to be properly eligible for graduation:

Criminal Justice

English, Media, and Communications (or any previous iterations of the program)
Human Services

Kinesiology

Psychology

As a reminder, these requirements are set by the Degree program and the Program Director, not by the
Career Services Department.

With that, the Career Services department has worked with the Degree Program Directors to establish
the following requirements for each student’s internship:

- Each internship is expected to be a minimum of 120 hours, spread across a semester (this is standard
across higher education institutions).

- Each internship should coincide with the student’s major and career plans, with specific internship
duties outlined to ensure that the student is gaining pertinent and relevant skills to assist in their
professional development.

- In order to receive course credit for this internship, students in degree programs with required
internships must be enrolled in their program’s Internship course, labeled as x495.
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- Priorto being enrolled in the 495 course though, each student’s internship must be formally approved
by that program’s Director.

- Students should typically begin the process of preparing for their internship their junior year, with
most students completing their internship in their senior year.

Encouraged Internships

For all other degree programs, internships will be strongly encouraged but not required. With that comes
a flexibility regarding the organization of the internship, the work being done, and the hours. This also
means that unless there is another course that Program Directors would utilize, students in degree
programs without internship requirements may not be able to receive course credit for their internship.

That being said, all of the same Career Services resources, advising, and supports are available to all
students, regardless of internship requirements.

Grant Funding for Unpaid Internships

As of the Spring Semester of 2023, The Career Services department has access to funds that can be utilized
to pay for what would otherwise be an unpaid student internship. Each grant has specific criteria relating
to both the student and the organization that they plan to intern at. While this is nuanced, basic criteria
include one or more of the following:

The student is enrolled in a STEM-related degree program

The student identifies as Hispanic

The student is Pell Grant eligible

The organization the student would be interning with is a not-for-profit organization

The Career Services department asks that faculty reach out directly to discuss potential student eligibility.
These funds are available on a student-by-student basis, with up to two semesters and/or 300 hours of
internship work being eligible for funding. You can reach out to the Director of Career Services at 219-
473-4253 for further conversation regarding internships and potential grant funding:

5.9 Student Conduct

(See also Policy on Student Responsibility and Conduct in the Student Handbook.
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5.9.1 Disciplinary Action

In cases of serious misconduct when immediate and timely action is necessary, (e.g., disruption of
classes or College activities, imminent physical harm to any College personnel, threatened violence, etc.)
the Vice President for Academic Affairs may take disciplinary action and may impose penalties such as
suspending students for violating socially acceptable norms. (See Policy on Student Responsibility and
Conduct in the Student Handbook.) The Vice President for Academic Affairs and/or the accused may
then initiate complaint procedures or charges following Procedures for Filing Complaints or Charges
with the Judicial Review Panel as stated in the Student Handbook.

5.9.1.1 Probation

Disciplinary probation indicates to the student that she/he is in serious danger of being suspended. A

student on disciplinary probation may not represent the College at any public function, serve on any
College committee or council, hold office or be a candidate for office in any student organization.
Should disciplinary probation be violated, the student is liable to suspension.

5.9.1.2 Suspension

Penalties of suspension may be implemented by the Judicial Review Panel.

5.9.1.3 Appeal
Any student liable to disciplinary action has the right to appeal to the President and has the further right

to seek a faculty member of choice to represent her/him.

5.9.2 Student Classroom Behavior

Each teacher is responsible for maintaining an environment conducive to exploration and learning.
Should a teacher judge that a student's conduct is such that it warrants serious disciplinary action, the
matter may be reported to the Vice President for Academic Affairs who may take disciplinary action. A
student who feels that the disciplinary action is too severe may appeal for reconsideration to the Judicial
Review Panel and then to the President.

5.9.3 Faculty Student Grievance Committee

Membership
1. Two faculty members appointed by the Vice President for Academic Affairs.
2. The President of the Student Government and one other member of the Student
Government elected by the Student Government.
3. A member of the C.PP.S. Community as decided by the community.

90
Calumet College of St. Joseph | Faculty Handbook
June 2023 revision



Responsibility

Faculty-Student Grievance Committee (FSGC) adjudicates issues between students and faculty (in case
of academic programs that have their own policy statements, between the student and appropriate
group), involving academic performance and behavior, i.e., grades and academic integrity (breaches of
academic honesty and plagiarism).

Before the FSGC accepts a case, the following preliminary steps must be taken by the student:
1. The student must attempt to resolve the issue with the faculty member directly.

2. If acceptable results are not obtained, the student may request, in writing, mediation by the
appropriate Department Chair.

3. If a resolution of the issue is not achieved through mediation, the student may petition the
Vice President for Academic Affairs in writing for review by the FSGC.

4. The same preliminary procedure must be followed by the faculty member, initiating a case
against the student for breach of academic integrity.

5. The Vice President for Academic Affairs will convene the FSGC.

FSGC Procedures:
1. FSGC shall choose a chair and a recording secretary from among the members of the
committee.

2. FSGC deliberations shall be confidential and only the cases and their disposition shall be
reported annually to the Academic Senate.

3. FSGC may request the parties to submit all available evidence and present the issues in
writing.
4, FSGC will dispose the cases brought by the students as well as the faculty in cases of breach

of academic behavior.

5. All grade appeal cases must be resolved by the end of the twelfth week of the regular
semester following the semester in which the questioned grade was given. (See Grade Appeal
Procedures below.)

Judgment of the FSGC:
1. The case may be dismissed as without merit or for failure to meet the time schedule or
for breach of procedural rules in general.

91
Calumet College of St. Joseph | Faculty Handbook
June 2023 revision



2. The FSGC may recommend the faculty member make appropriate adjustments in
his/her judgments on grades and/or assessment of the student’s academic behavior.

3. The FSGC may uphold the instructor's decision.

4, In cases of breaches of academic integrity, the FSGC may recommend academic
suspension, probation or dismissal of the student. In such judgments, the case is automatically
petitioned to the Vice President of Academic Affairs and/or to the President of the college for
final disposition.

59.3.1 Unresolved Grade-Related Grievances
In certain instances, grade-related grievances (appeals) may remain unresolved due to the faculty

member’s death, incapacity, or documented refusal to participate in the grievance process. In order to
ensure fairness and justice in such situations, the Faculty Student Grievance Committee (FSGC) will
continue to proceed as stated above. The faculty member’s role may be assumed by a faculty member
designated by the appropriate Department Chair.

No further action is necessary if the FSGC has decided to do either of the following:

1. Dismiss the case as without merit or for failure to meet the time schedule or for breach of
procedural rules in general, or
2. Uphold the instructor’s decision.

If the FSGC has decided to recommend the faculty member make appropriate adjustments in his/her
judgments on grades or assessment of the student’s academic behavior, then:

The FSGC will submit its recommendation to the appropriate Department Chair, who, in consultation
with at least two faculty members in the appropriate discipline, will act on the recommendation and
inform the Vice President for Academic Affairs. The Vice President for Academic Affairs will inform the
Registrar of the decision. The Registrar will make any necessary adjustments to the academic records.

5.9.3.2 Procedures Specific for Grade Appeals

Preamble
1. In academia, grades are a measure of student achievement toward
fulfilling course objectives. The responsibility for assessing student
achievement and assigning grades rests with the faculty, and generally the
course grade given is final.

2. The grade appeal system provides recourse to a student who has
evidence or believes that evidence exists to show that he/she has been
92
Calumet College of St. Joseph | Faculty Handbook
June 2023 revision



Procedures

assigned an inappropriate grade. Additionally, a student may challenge the
reduction of a grade for alleged academic dishonesty.

3. Inappealing a grade, the burden of proof is on the student, except in
the case of alleged academic dishonesty, where the instructor must support
the allegation.

4. The Faculty Student Grievance Committee (FSGC: See 5.6.3) hears the
grade appeals.

5. A hearing by the FSGC means that the particular grade will be reviewed,;
it does not mean that the grade will necessarily be changed.

1. A student who wishes to appeal a grade should meet with the instructor
to attempt to resolve the issue. If the issue is still not resolved, the student
should meet with the appropriate Department Chair. These meetings
should occur shortly after the grades are issued, but not later than the
fourth week of the regular semester following the semester in which the
questioned grade was given.

2. If a mutually acceptable solution cannot be reached at these levels, the
student may petition the Vice President for Academic Affairs, in writing, for
a formal hearing. This written petition must include the date, course,
semester, name of the instructor, and a statement as to why the grade
given was inappropriate. This written notice must be filed with the Vice
President for Academic Affairs by the end of the seventh week of the
regular semester following the semester in which the questioned grade
was given. The Vice President for Academic Affairs will forward copies of
the petition to both the instructor and the chair of the FSGC, who will
convene the FSGC.

3. The hearing must conclude by the end of the twelfth week of the
semester.

4. The chair of the FSGC shall submit the committee’s recommendation to
the Vice President for Academic Affairs. Copies of this report shall be
placed in the files of both the student and the instructor.
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5. The recommendation of the FSGC is final.

6. If the decision of the FSGC is to recommend the faculty member make
appropriate adjustments in his/her judgments on grades, the faculty
member must submit in writing to the Vice President for Academic Affairs a
statement about his/her response (action) to the recommendation and the
rationale for the response. This should occur before the end of the
semester during which the hearing was conducted. The Vice President for
Academic Affairs may overrule the response of the faculty member.

Grades Appeals Schedule
End of Semester Original Grade

Next Semester By the end of the fourth (4th) week:

= Student meets with instructor
= Student meets with Department Chair, if necessary

By the end of the seventh (7th) week:

= If formal hearing desired, student must file petition
with the Vice President for Academic Affairs

By the end of twelfth (12th) week:
» Decision of FSGC
Before end of semester:

= Faculty member’s report to the Vice President for
Academic Affairs

5.10 Student Handbook
(See Student Handbook)

5.11 Student Responsibility & Conduct
(See Student Handbook Policy on Student Responsibility and Conduct.)

5.12 Buckley Amendment
(See Student Handbook — Student Records & Privacy.)
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6.0 External Relations Policies

6.1 Communications Channels

The Public Relations Office is the communication link with the news media. To publicize faculty and staff
achievements and activities, this office prepares and distributes news releases to appropriate media.
This office also identifies faculty and staff with special expertise for interviews and presentations. This
office also acts as spokesperson for the College when senior administrators are not available.

6.2 Grants Policy

The College encourages proposals for external funding of research and academic projects.

The Office of Development provides information and support for grant writing. To facilitate the timely
and coordinated processing of such applications, all requests for external funding and grants must be
submitted well in advance of the application deadline by the appropriate vice president to either the
Office of the President or the Office of Development. Additionally, no formal application or request for
external funding should be submitted without a formal cover letter signed by either the President or the
Vice President for Development. (See President's memo, September 1, 1998.)

The Office of the President or the Office of Development will be happy to respond to procedural
questions.

6.3 Gift Acceptance

Faculty and staff accepting external gifts on behalf of the College must consult with the Vice President of
Development prior to accepting any gift. The Office of Development will coordinate gift-related
correspondence and activities.

6.4 Fundraising

The Development Office has primary responsibility for fundraising. Faculty and staff with sources of gifts
and suggestions should consult with the Vice President of Development who coordinates such contacts
and activities. Donations received by any faculty member should be turned in to the Development Office
for recording and acknowledgment to the donor.

Use of College Letterhead and Logo College stationery is to be used only for official correspondence.
Neither the stationery nor the College name is to be used for any advertisement or commercial
endorsement. College stationery is not to be used for any correspondence or report done in personal
outside work or consulting.
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6.6 Political Activities

The College encourages the faculty and staff to participate in political and governmental activities of
their home communities, under conditions which assure that the College will not become directly
involved in any political activities or suffer from undue diversion of the interests of its faculty and staff.

6.7 Graphic Standards

The Marketing Committee has responsibility for preparing promotional pamphlets and brochures.
Faculty and staff preparing brochures and other promotional materials should consult with the Public
Relations Office for editorial assistance and for College appropriate graphic standards.

6.8 Alumni News

Faculty and staff with newsworthy information concerning graduates should consult with the Director of
Alumni Relations. (See Handbook Section 1.5.5.2)
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APPENDICES

APPENDIX A: ARTICLES OF RESTATEMENT (RESTATED ARTICLES

OF INCORPORATION) OF CALUMET COLLEGE OF ST. JOSEPH, INC.,

LIST OF BOARD OF TRUSTEES MEMBERS, AND BYLAWS, CALUMET
COLLEGE OF ST. JOSEPH

Articles of Restatement
[Restated Articles of Incorporation]
of
Calumet College of St. Joseph, Inc.

Article 1. The corporate name of this Corporation shall be "CALUMET COLLEGE of Saint Joseph, Inc. "
The Corporation was incorporated December 16, 1973.

Article 2. The post office address of this Corporation shall be 2400 New York Avenue, Whiting, Indiana
46394,

Article 3. This corporation is a public benefit corporation. The purpose of the Corporation is to maintain
and operate a Catholic institution of higher learning and education under the name of "Calumet College
of St. Joseph, Inc." (the "College") for the education on equal terms of men and women of all races and
creeds in the various arts, literature, sciences and all other branches of professional or technical
education; to prescribe the courses of study, employ professors, instructors and teachers; to fix the
rates of tuition and the qualifications for admission to the College; to receive, hold, invest and disburse
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all moneys and property, or income thereof, which may be vested in or entrusted to the care of the
College whether by gift, grant, bequest, devise, or otherwise; to act as trustee for persons desiring to
give or provide moneys or property, or the income thereof, to the College; to grant such honors and
degrees as are usually granted by like institutions, and to give suitable diplomas; to establish and
administer charities and to receive, hold, control, invest and disburse. moneys and property or the
income thereof in support of such charitable uses; and generally to pursue and promote all or any of the
objects above named, and to do all and every one of the things necessary or pertaining to the
accomplishment of said objects or either of them, The College shall be under the supervision and control
of the Society of the Precious Blood, Cincinnati Province (the "Province"), and shall at all times be
subject to the discipline, orders, rules and regulations of the properly constituted authorities of the
Roman Catholic Church according to the doctrines and precedents of said Church relating to such
institutions and their management and control.

Article 4. The term for which this Corporation is organized shall be perpetual.

Article 5. The Corporation shall have two classes of members. One of such classes shall consist of the
Board of Trustees (herein called the "Trustees" or the "Board of Trustees") and the other class shall be
known as the Corporate Board (herein called the "Corporate Members" or the "Corporate Board"). The
membership of the Corporation shall be coterminous with the Board of Trustees and the Corporate
Board.

Article 6. Corporate Board. The Corporate Board shall consist of nine persons, (herein called the
"Corporate Members"), six of whom shall be designated to the Corporate Board by the

Provincial Council of the Society of the Precious-Blood, Cincinnati Province, and three of whom shall be
designated to the Corporate Board by the Board of Trustees, each such designation to be made not less
than 30 days prior to the annual meeting of the Board of Trustees. The persons so designated as
Corporate Board Members shall be deemed to be elected and to hold office effective immediately prior
to the annual meeting of the Board of Trustees next following their designation. If either the Provincial
Council of the Society of the Precious Blood, Cincinnati Province, or the Board of Trustees shall fail to
make any of the designations herein provided for, the Corporate Members who have been designated,
even if less than a quorum, shall fill the vacancies among the Corporate Members by majority vote at a
meeting of the Corporate Board which shall be held immediately preceding the annual meeting of the
Board of Trustees.

Article 7. Board of Trustees. The business and overall management of the affairs of the

Corporation shall be conducted by the Board of Trustees. The Board of Trustees shall serve as the
Corporation's Board of Directors and shall have all of the powers that would otherwise be exercised by a
board of directors, subject to the powers of the Corporate Board and the limitations, restrictions and
controls set out in these Articles of Incorporation and the Bylaws respecting the Corporate Board. The
number of Trustees shall be fixed by the Bylaws and shall be not less than nine (9), nor more than fifty
(50), excluding any honorary or emeriti Trustees, now less than nine. The Board of Trustees shall
annually elect Trustees of the Corporation from among any persons, lay or religious, as determined by
the Board of Trustees to fill the vacancies created by the expiration of the term of those Trustees whose
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term shall expire at the annual meeting of Trustees. All Trustees shall hold office for a term of three
years, except the initial term shall be one year and until their successors shall have been duly elected
and qualified unless otherwise provided by the Bylaws. Trustees may be removed at any time by a vote
or written consent of not less than two-thirds of the Corporate Members.

Article 8. In the event any vacancy occurs on the Board of Trustees by reason of death, resignation,
increase in the number of Trustees or any other cause, the remaining members of the Board of Trustees
shall elect a duly qualified successor.

Article 9. The Board of Trustees shall have power to accept all gifts, contributions, bequests and devises
of money or property which have been or may at any time hereafter be made to the Corporation subject
to the terms and conditions, if any, attached thereto. The Board of Trustees shall maintain a separate
account of all properties, funds and securities comprising permanent endowments, and no part of the
principal of such endowment shall ever be sold, disposed of or expended, nor shall it ever be used,
mortgaged, pledged or disposed of for current expenses, or in violation of the terms and conditions
prescribed by the donor at the time of its receipt and acceptance as such by the Corporation; provided,
however, that the Board of Trustees may invest and reinvest the principal thereof in such manner as the
Board of Trustees shall deem advisable.

Article 10. No obligation shall exist on the part of the Corporation or the Corporate

Members or the Board of Trustees to restore from the general funds of the Corporation any reduction in
value of a permanent endowment resulting from loss, depreciation, damage, injury or fluctuation of
market value in respect of any property or security forming a part of any endowment fund, but nothing
herein contained shall be deemed to prohibit the Board of Trustees from contributing to any permanent
endowment fund any amount from the general funds of the Corporation when and if a surplus is
accumulated in such general funds over and above the reasonably anticipated requirements of the
Corporation.

Article 11. All income and receipts of the Corporation, including income from, but excluding the
principal of, permanent endowment funds shall constitute the general assets and funds of the
Corporation and may be used, sold, expended or mortgaged by the Board of

Trustees for the use and benefit of the Corporation and for the payment of any and all costs and
expenses of the operation of the College as the Board of Trustees may determine to be proper.

Article 12. The Corporation shall have full power and authority, subject to the provisions of the laws of
the State of Indiana and of these Articles of Incorporation, to perform such acts as are necessary or
convenient to accomplish the purposes for which it is formed, including the right to have one or more
offices out of this State, to acquire, own, hold and use, and to lease, mortgage, pledge, sell, conveyor
otherwise dispose of property real and personal, tangible and intangible, within or without the State of
Indiana, to acquire, guarantee, hold, own, vote, sell, assign, transfer, mortgage, pledge or otherwise
dispose of the capital stock, bonds, securities or evidences or indebtedness of any other corporation,
domestic or foreign, to sue and to be sued in its corporate name, to appoint such officers and agents
and employ individuals and persons as the operation and maintenance of the College and the conduct of
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the business of the Corporation may require, to make Bylaws for the government and regulation of its
affairs and to do any and all other acts and things necessary or convenient to carry out the purposes for
which it is formed. Except as expressly restricted by these Articles of Incorporation or by the Bylaws of
the Corporation, the execution of any written instrument in the name and on behalf of the Corporation
by the President or a Vice President when attested by the Secretary or an Assistant Secretary shall be
construed to be the act and deed of the Corporation without other specific authority therefore.

Article 13. The Board of Trustees shall have the power and authority by a majority vote to adopt,
change, alter, amend or repeal the Bylaws; provided, however, that such Bylaws shall not be repugnant
to the provisions of these Articles of Incorporation or the laws of the State of

Indiana.

Article 14. Meetings of the Board of Trustees, both regular and special, may be held at such times and
places, either within or without the State of Indiana, as may be fixed in the Bylaws, or as the Board of
Trustees may determine or as may be fixed in the notice or waiver of notice of any such meeting. The
notice of every special meeting, regardless where held shall set forth a brief statement of the matters to
be considered at any such meeting. Notice of each general or special meeting of the Board of Trustees
shall be given by the Secretary or an Assistant Secretary to each member of the Board of Trustees in
person or by United States Mail not less than seven (7) days prior to the holding of any such meeting,
provided, however, that the giving of any such notice may be expressly waived in writing either before
or after the holding of any such regular or special meeting by any Director with regard to any meeting so
called and held.

Article 15. The current (2022 - 2023) Board of Trustees of the Corporation is as follows:

Officers of the Corporation

Mr. Lawrence D. Meyers, Chairman

Mr. David Bochnowski, Vice-Chairman

Dr. Amy McCormack, President

Mrs. Lynn Miskus, Treasurer

Ms. Linda Gajewski, Secretary
Members

Mr. Lawrence D. Meyers, Chairman

Mr. David Bochnowski, Vice-Chairman

Ms. Gail Beloff
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Mr. Karl Cender

Rev. Dennis Chriszt, C.PP.S.
Mrs. Denise Dillard

Mr. Thomas Dodd

Dr. Tina Ebenger

Ms. Lynn Elkins

Mr. Mitch Gaffigan

Mr. David Gladish

Mr. R. Louie Gonzalez

Dr. Danita Johnson-Hughes
Mr. Thomas Katsahnias
Mr. Jeff Keith

The Very Rev. Jeffrey Kirch, C.PP.S.
Dr. Amy McCormack
Judge Marissa McDermott
Rev. Mark Peres, C.PP.S.
Mr. Tory Prasco

Dr. Roy Scheive

Ms. Susan Scroggins

Dr. Jose Guadalupe Valtierra
Dr. Edward Williams

Mrs. Vicki Znavor
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Bylaws

Calumet College of St. J osepb
July 15, 2004

ARTICLE |
Name
The name of this Corporation is CALUMET COLLEGE OF ST. JOSEPH, Inc.

ARTICLE 1l

Purposes

Section 1. The purpose of the Corporation shall be to operate as a Catholic institution of higher
education as set forth in the Articles of Incorporation of CALUMET COLLEGE OF SAINT JOSEPH, INC.

Section 2. The Board of Trustees shall be charged with the overall management and policy-
making decisions of the Corporation, and shall advise and counsel the President and other officers of the
Corporation on all matters pertaining to the welfare of the Corporation, and shall direct said officers in
preparing a long-range development program for CALUMET COLLEGE OF SAINT JOSEPH, in maintaining
sound financial policies and management, and doing whatever necessary to continue, maintain and
foster the objectives of the College. The Board of Trustees shall serve as the Corporation's Board of
Directors and shall have all the powers that would otherwise be exercised by a board of directors,
subject to the powers of the Corporate Board and the limitations, restrictions and controls set out in the
Articles of Incorporation and these Bylaws respecting the Corporate Board.

ARTICLE I

Corporate Members

The Corporation shall have two classes of members, the Corporate Board and the Board of
Trustees.

THE CORPORATE BOARD

The Corporate Board shall have nine members, six of whom shall be designated by the Provincial
Council of the Society of the Precious Blood, Cincinnati Province, and three of whom shall be
nonreligious members of the Board of Trustees designated by that Board.

The annual meeting of the Corporate Board shall be held at the same place and immediately preceding

the annual meeting of the Board of Trustees. Corporate members will serve one-year terms and must be
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designated not less than 30 days prior to the annual meetings. At the annual meeting of Members of the
Corporate Board, the Corporate Members shall elect one of their number as a Chairperson and transact
such other business as may properly come before the meeting.

ARTICLE IV

Trustees

Section 1. Number. The Board of Trustees shall consist of forty (40) trustees, excluding honorary
and emeriti trustees.

Section 2. The Bishop of the Diocese of Gary may from time to time appoint a delegate to the
Board of Trustees and shall have the title Honorary Chairperson of the Board.

Section 3. Corporate Board Representatives. The Board of Trustees shall include six
Corporate Members designated by the Provincial Council who will serve concurrent terms on the Board
of Trustees as the designated representatives of the Society of the Precious Blood.

Section 4. Ex-Officio Members. The President shall, during his/her incumbency in office, be a
voting ex-officio member of the Board of Trustees

Section 5. Faculty and Student Representatives. Two faculty members and two students chosen
by their constituents and approved by the Board of Trustees shall serve on the Board of Trustees of the
Corporation. They shall serve two-year staggered terms. The faculty representatives shall be voting
members of the Board of Trustees; the students shall be non-voting members. The student
representatives shall not be considered in computing the number of members of the Board of Trustees
or in determining quorum requirements.

Section 5(a). Election of Faculty Representatives. The Faculty Representatives to the
Board of Trustees shall be elected by their constituents. One (1) Faculty Representative shall be elected
annually and shall serve a two year (2-year) term. Said election shall be held at the Academic Senate.
The Chairperson of the Academic Senate shall certify the election results and send notice of said results
to the Secretary of the Board of Trustees prior to the annual meeting of the Board.

Section 5(b). Election of Student Representatives. The Student Representatives to the
Board of Trustees shall be appointed to the said position by the Vice President for Student Affairs after
consultation with the Director of Student Activities. In advance of the annual meeting of the Board of
Trustees, an announcement calling for students interested in serving as Student Representatives to the
Board of Trustees shall be posted in various places around the campus. Interested students shall
complete an application process which shall include:

(1) a letter by the student outlining the student's reason(s) for applying for said position,
(2) two (2) references from faculty/staff members, and
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(3) a personal interview with the Director of Student Activities and the Vice President for
Student Affairs.

The decision of the Vice President for Student Affairs regarding the appointment shall be forwarded to
the Secretary of the Board of Trustees prior to the annual meeting of the Board.

Section 6. Qualifications. All other trustees shall be selected for their interest in independent
higher education and for their ability and willingness to work effectively on its behalf. Trustees shall be
chosen by the Board of Trustees, with no distinction as to race, sex, or creed, because they have
obtained recognition in their respective businesses or professions, and have evinced a deep desire to
promote the objectives of Calumet College of Saint Joseph.

Section 7. Classification of Trustees. The Trustees other than ex-officio Trustees shall be
classified with respect to their terms of office into three (3) classifications as follows:

(a) The first classification shall be those Trustees who have been elected for the first time.
Such Trustees shall be elected by the Board of Trustees for a term which shall expire at the
annual meeting of the Board of Trustees next following their election to office.

(b) The second classification shall be all Trustees who shall be re-elected by the Board of
Trustees. Said Trustees shall be elected by the Board of Trustees for a term which shall expire at
the annual meeting of the Board of Trustees which shall convene three years following their
election to office, subject to the provisions of Section 7 of Article IV of the Bylaws.

(c) The third classification shall be those Trustees who, for any reason, cannot maintain an active
participation in the affairs of the Board, but who because of especially distinctive service may
retain the status of Trustee Emeritus. The term of office of Trustees Emeriti shall be from the
date of their appointment until revocation of such appointment by the Board of Trustees. Such
Trustees may attend all general meetings of the Board, shall be informed to all meetings and
shall receive all information furnished to the regular Trustees. Trustees Emeriti do not, however,
enjoy the right to vote in the deliberations of the Board, and their number shall not be
considered in computing the number of members of the Board or in determining quorum
requirements.

Section 8. Election. The Trustees shall be elected by the Board of Trustees at the annual
meeting. Whenever a vacancy, including a vacancy resulting from an increase in the number of Trustees,
exists on the Board, the Membership Committee shall inquire into the qualifications of the persons
proposed for membership and make recommendations to the Board. Vacancies may be filled at any
meeting of the Trustees and the election, for the remainder of the term of any such vacancy, shall be by
a vote of a majority of the members of the Board present at a duly constituted meeting. The terms of
office of the re-elected Trustees shall be so arranged that each year, the terms of one-third of such re-
elected members will expire at each annual meeting of Trustees.
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Section 9. Removal. The Corporate Members, by a two-thirds vote of all the Corporate
Members, may remove any Trustee with or without cause.

ARTICLE V

Meetings

The Board of Trustees shall meet every other month at a time and place as to be designated by
the Chairperson of the Board. The March meeting shall be the Annual Meeting of Trustees.

Special meetings of the Board may be called by the Chairperson, or the President or any three (3)
Trustees. Ten (10) days written notice shall be given to all members of the Board for any special meeting
provided, however, that all members of the Board may waive in writing notice of such special meeting:

The Board of Trustees may permit a Trustee to participate in a regular or special meeting of the
Board of Trustees, or permit the conduct of the meeting through the use of any means of
communication by which all Trustees participating may simultaneously hear each other during the
meeting, and a Trustee participating in a meeting by this means shall be considered present in person at
the meeting.

The Corporate Board may permit a Corporate Member to participate in a regular or special
meeting of the Corporate Board, or permit the conduct of the meeting through the use of any means of
communication by which all Corporate Members participating may simultaneously hear each other
during the meeting, and a Corporate Member participating in a meeting by this means shall be
considered present in person at the meeting.

ARTICLE VI
Officers

Section 1. The Board of Trustees shall annually elect from its members a Chairperson of the
Board and a Vice-Chairperson of the Board. The Board shall also appoint a secretary and treasurer who
may or may not be Board members. All of such officers shall serve for one (1) year and may be re-
elected and/or appointed. The Board shall also appoint a President who will become a voting ex-officio
member of the Board during his/her term of office. The President's term is to be determined by
contract. The Board may create such other offices as it determines necessary to conduct the affairs of
the Corporation and appoint officers to fill such offices and to fill vacancies in any office.

Section 2. Chairperson of the Board. The Chairperson of the Board shall preside at all meetings
of the Board of Trustees. He/she shall appoint such committees, and the Chairpersons thereof, and
perform such other duties as may be directed from time to time by the Board of Trustees.
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Section 3. Vice-Chairperson of the Board. The Vice-Chairperson of the Board shall perform such
duties as may be assigned to him by the Board. The Vice-Chairperson shall, in case of the death, inability
or absence of the Chairperson of the Board, perform all the latter's duties and be vested with all of
his/her power.

Section 4. President. The President shall be the chief executive officer of the Corporation and
shall be responsible for the general direction of its affairs. He/she shall be President of the
College and shall make all appointments to the academic and nonacademic staff of the College (except
for those offices with respect to which the appointive or elected power is reserved to the Board).
He/she shall be an ex-officio member of all committees of the Board. He/she shall preside at all
academic functions at which he/she is present and shall represent the College before the public. He/she
shall have the power to sign the name of, and on behalf of, the Corporation all contracts, deeds, and
other legal instruments made in the ordinary course of the business of the Corporation. The President
shall make, or cause to be made, an annual report of the affairs and general condition of the
Corporation, the funds and assets belonging to the Corporation, and all income and expenditures
pertaining to its operations, and shall present the same to the Board at the annual meeting of the Board
of Trustees. Such report shall reflect any and all investments, reinvestments, and other changes in the
securities held by the Corporation. He/she shall submit an annual budget for the operations of the
Corporation to the Board or to the Executive Committee of the Board.

Section 5. Vice-Presidents. In the absence of the President, or in the event of the
President's inability to act, the Vice-Presidents in the order determined by the Board of Trustees or in
the absence of such determination in the order each shall have respectively held the office of Vice-
President for the longest period of time, shall perform the duties of the Vice-President and when so
acting, shall have all of the powers of and be subject to all the restrictions upon the Vice-President. The
Vice-Presidents shall also perform such other duties as may be assigned to them by the Board of
Trustees.

Section 6. Secretary. The Secretary shall attend all meetings of the Board of Trustees, and shall
record all of the proceedings thereof in books to be kepi: for the corporate seal of the Corporation and
shall affix the same to any instrument requiring it and attest the fixing thereof. The Secretary shall
perform all duties incident to the office of Secretary and such other duties as from time to time may be
prescribed by the Board of Trustees or delegated by the President. The Secretary shall have custody of
all book records, and papers 0f the Corporation. The Board of Trustees may give authority to any other
officer to affix the seal of the Corporation and to attest the fixing thereof by his/her signature thereto.

Section 7. Treasurer. The Treasurer shall have custody of all the funds, securities, and assets of
the Corporation and shall keep full and accurate accounts of the receipts and disbursements of the
corporation in books maintained by him/her for such purpose. The Treasurer shall deposit all monies
and other valuable effects in the name and to the credit of the Corporation in such depositories as may
be designated by the Board of Trustees. The Treasurer shall disburse the funds of the Corporation taking
proper vouchers for such disbursements, and shall render to the President and the Board of Trustees, at
the regular meeting of the Board of Trustees or when the Board of Trustees so requires, an account of
his transactions and of the financial condition of the Corporation. If required by the Board of Trustees,
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the Treasurer shall give the Corporation a bond in such form and with such surety as shall be requested
by the Board of Trustees for the performance of his/her duties. The Treasurer shall perform all duties
incident to the office of Treasurer and such other duties as from time to time may be prescribed by the
Board of Trustees or delegated by the President.

ARTICLE VII
Committees

Section 1. Standing Committees. The Standing Committees of the Board of Trustees shall be: (a)
Executive Committee; (b) .Academic Affairs Committee; (c) Audit, Finance and | Administration
Committee; (d) Fund-raising and Development Committee; (e) Rules, Membership, and Nominating
Committee; (f) Investment Committee; and (g) Student Affairs Committee.

Section 2. Executive Committee. The Executive Committee shall act on behalf of the Board of
Trustees in emergency situations. Should such an emergency occur and in the judgment
Of the Chairperson the matter cannot wait for a regularly scheduled Trustee meeting, the
Chairperson may call an Executive Committee meeting, and the Executive Committee shall in such
circumstances have the full authority of the Board of Trustees. The Executive Committee may seek the
ratification of its actions by the Board of Trustees, but such ratification shall not be necessary for
effective action by the Executive Committee. A quorum of the Executive Committee shall consist of a
majority of its members. Action may be taken by a majority of those members participating in a meeting
at which a quorum is present. The Executive Committee shall consist of the Chairperson of the Board of
Trustees, the President of the college, and the Chairperson of each of the Standing Committees provided
for in the immediately preceding Section 2.

Section 3. Academic Affairs Committee. The Academic Affairs Committee shall review and
recommend action on the educational policies, plans, and programs of the college. The committee also
shall review and recommend action on the promotion and tenure recommendations
of the college administration and all fiscal and administrative policies and procedures except those
which are more properly the province of the Academic and Student Affairs Committee, the integrity of
the College's financial statements and internal controls, the College's compliance with legal and
regulatory requirements, the independent auditor's qualifications and independence and the
performance of the independent auditor, and the College's compliance with ethics policies. In
discharging its oversight role, the committee is empowered to investigate any matter bi-ought to its
attention with full access to all books, records, facilities, and personnel of the College.

Section 4. Responsibilities. The Committee shall make regular reports to the Board of Trustees.
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The Committee shall review and reassess the adequacy of the Charter annually and recommend any
proposed changes to the Board of Trustees for approval. The Committee shall annually review the
Committee's own performance. The Committee, in carrying out its responsibilities, believes its policies
and procedures should remain flexible, in order to best react to changing conditions and circumstances.
The Committee should take appropriate actions to set the overall College "tone" for quality financial
reporting, sound business risk practices and ethical behavior, The following shall serve as a guide to the
principal duties and responsibilities of the, Committee:

1. Select and retain, subject to approval by the Board of Trustees, and terminate when
appropriate, the independent auditor, set the independent auditor's compensation, and pre-
approve all audit services to be provided by the independent auditor.

2. Pre-approve all permitted non-audit services to be performed by the independent auditor and
establish policies and procedures for the engagement of the independent auditor to provide
permitted nonaudit services.

3. Discuss with the independent auditor at least annually the auditor's internal quality-control
procedures, and any material issues raised by the most recent peer review.
4, At least annually, consider the independence of the independent auditor, including whether the

provision by the independent auditor of permitted non-audit services is compatible with
independence, and obtain and review a report from the independent auditor describing all
relationships between the auditor and the College.

5. Review with the independent auditor: a. the scope and results of the audit; b. any problems or
difficulties that the auditor encountered in the course. Of the audit work, and management's
response; and c. any questions, comments or suggestions the auditor may have relating to the
internal controls, and accounting practices and procedures of the College.

6. Review with management and the independent auditors the financial statements and related
disclosures including judgments about the quality, not just the acceptability, of accounting
principles, the reasonableness of significant judgments, the clarity of disclosures in the financial
statements, the results of the annual audit and any other matters required to be communicated
to the Committee by the independent auditor under generally accepted auditing standards (SAS

#61).

7. Discuss with management College policies with respect to risk assessment and risk
management, and review contingent liabilities and risks that may be material to the College.

8. Review with management the status of compliance with laws and regulations.

9. Establish procedures for the confidential and anonymous receipt, 'retention and treatment of
complaints regarding the College's accounting, internal controls and auditing matters.

10. Conduct an annual performance evaluation of the Committee and annually evaluate the

adequacy of its charter.

Section 5. Meetings. The Committee shall meet at least six times each year and at such of the
times as it deems necessary to fulfill its responsibilities. The Committee shall periodically meet
separately, in executive session, with management and the independent auditor. The Committee shall
report regularly to the Board of Trustees with respect to its activities and make recommendations to the
Board of Trustees as appropriate.
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Section 6. Limitations of the Audit, Finance and Administration Committee. While the
Committee has the responsibilities and powers set forth in this Charter, it is not the duty of the.
Committee to ensure that the College complies with laws and regulations anal its policies and
procedures, nor is it the duty of the Committee to plan or conduct audits to determine that the College's
financial statements and disclosures are complete and accurate anal are in accordance with generally
accepted accounting principles and applicable rules and regulations. These are the responsibilities of
management and the independent auditor.

Section 7. Amendment. This protocol shall be amended upon the vote of the members of the
Audit, Finance and Administration committee recommending adoption amendment, and vote in favor
by the Board of Trustees.

ARTICLE IX
Amendments
These bylaws may be amended by a majority vote of the members of the Board of Trustee present at
any meeting of the Board of Trustees, regular or special, provided said propose amendments shall have
been sent to the members of the Board of Trustees at least two (2) week before such meeting.
ARTICLE X
Miscellaneous
Section 1. All Members of the Board shall serve without compensation.
Section 2. Quorum. A simple majority of the members of the Board of Trustees shall constitute a

qguorum provided that at least one of those present shall be the Chairperson or the President of the
College. A simple majority of the members of the Corporate Board shall constitute a quorum.

Section 3. Upon the liquidation or dissolution of the Corporation, after the payment an
discharge of all corporate debts and liabilities, the remainder of the corporate assets shall be distributed
to the Society of the Precious Blood Cincinnati Province, if it then shall be in
existence, or if said Society of the Precious Blood, Cincinnati Province shall no longer exist, then to The
Roman Catholic Diocese of Gary, Indiana, or any successor Diocese thereof.

This is to certify that the above Code of Bylaws was duly adopted by the Board of Directors of CALUMET
COLLEGE OF ST. JOSEPH, INC., the 15 day of July, 2004

Approved:
Alexandra Victor, Secretary
Calumet College of St. Joseph, Inc.
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Attest:
Dr. Dennis C. Rittenmeyer, President
Calumet College of St. Joseph, Inc.

ADOPTED by the Board of Directors of Calumet College on the 7th day of December, 1973.
APPROVED by the Members of Calumet College on the 7th day of December, 1973.
AMENDED by the Board of Directors of Calumet College on the 19th of November, 1982.
AMENDED by the Board of Directors of Calumet College of Saint Joseph October 29, 1987.
AMENDED by the Board of Directors of Calumet College of Saint Joseph February 25, 1988.
AMENDED by the Board of Trustees of Calumet College of Saint Joseph July 11, 1991.
AMENDED by the Board of Trustees of Calumet College of Saint Joseph January 16, 1992.
AMENDED by the Board of Trustees of Calumet College of Saint Joseph, Inc. July 13, 1995.
AMENDED by the Board of Trustees of Calumet College of Saint Joseph, Inc. ,2004.

APPENDIX B: POSITION DESCRIPTIONS
VICE PRESIDENT FOR ACADEMIC AFFAIRS, DEPARTMENT CHAIR,
AND PROGRAM DIRECTOR

Vice President for Academic Affairs

The Vice President for Academic Affairs (Academic Dean) is charged with carrying out the educational
policies and programs of the college and the supervision of those faculty and administrators appropriate
to this charge. The Vice President for Academic Affairs is appointed by and reports to the President.

Responsibilities:

1. To appoint and supervise the Department Chairs and the Director of the Library.

2. To make recommendations to the President regarding the appointment, reappointment,
promotion, tenuring, emeriti, and granting of merit raises to full-time faculty.

3. To sponsor all orientations for new full-time faculty members.

To supervise the faculty evaluation process.

To assess structures related to assessment and performance.

To make recommendations to the President regarding sabbatical and other leaves.
To approve and sign all contracts in the academic area.

To supervise the preparation and implementation of budgets in the academic area.
To approve all budget and professional development requests.

10 To attend meetings of the Board of Trustees and its Academic Affairs Committee.

L e NOU Bk
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11. To be a member of the Administrative Staff.

12. To chair the Academic Advisory Council.

13. To respond to recommendations of the Admission/Readmission Committee and the Rank and
Tenure Committee.

14. To be responsible for the revision (in conjunction with the Handbook Committee) and distribution
of the CCSJ Faculty Handbook; also, to be responsible for revision and distribution of the CCSJ Course
Catalog and the class schedule.

15. To be responsible for appropriate faculty appointments to College committees and task forces.
16. To advise the President on official cancellation of classes.

17. To supervise the Student Affairs area.

18. To represent the academic area or the college with internal and external organizations and
associations.

19. To perform all duties and responsibilities as assigned by the President.

Department Chair

Department Chairs are appointed by the Vice President for Academic Affairs for a two-year period. The
Department Chair reports to the Vice President for Academic Affairs and collaborates with Program
Directors to assure the development and growth of each program.

Responsibilities:

1. To establish a meeting schedule of the academic year consistent with the planning needs of the
Department. Maintain electronic records of all meetings.

2. Represent the Department in the deliberation of the Academic Council (Department Charis and the
Director of the Library).

. Represent the Department in the Academic Senate.

. Represent the Department to other units of the College.

. Communicate decisions, events, and initiatives appropriately.

. Provide leadership in compliance with established timelines for reports and schedules.

. Develop, review and evaluate goals for the Department and for each program.

. Provide oversight and implementation of CCSJ principles and outcomes.

O 00 N O U1 b W

. Prepare and submit to the Vice President for Academic Affairs course schedules, catalog copy, etc.
10. Provide leadership in staff courses.
11. Participate in reconciliation meetings, course cancellation meetings, etc.
12. Assist the Vice President for Academic Affairs in the selection process for new full-time and part-
time faculty and staff members.
13. Provide leadership in peer review, professional development, teaching innovations, and scholarship
activities.
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14. Evaluate full-time and part-time faculty annually.

15. Evaluate candidates for promotion and tenure.

16. Present Departmental and programmatic needs and initiatives to the Vice President for Academic
Affairs.

17. Prepare and submit to the Vice President for Academic Affairs an annual department budget by
January 1.

18. Supervise equitable distribution of resources.

19. Establish a business plan for each program.

Submit planning and budget needs to the Vice President for Academic Affairs.

20. Evaluate course syllabi against identified CCSJ criteria.

21. Analyze assessment at programmatic level.

22. Analyze assessment data at Departmental level.

23. Recommend the establishment of new programs, the need for revised programs, and the
elimination of antiquated programs.

Program Director

Program Directors (PD) exercise leadership in curriculum and instruction within degree areas. Program
Directors are faculty members appointed by the Vice President for Academic Affairs in consultation with
the appropriate Department Chair to whom they report. Programs with multiple full-time faculty
members may rotate the director position every two to three years.

Responsibilities:
1. Assess program’s effectiveness and student learning.
a. Develop program curriculum and review it annually in collaboration with faculty colleagues.

b. Follow program assessment policies and procedures set by the Curriculum and Assessment
Committee or the Graduate Studies Committee, as appropriate.

c. Lead the program development through various initiatives such as programmatic
accreditation (e.g. IACBE), program certifications (e.g. International Business Certified,
SHRM), and discipline specific honors society chapters.

d. The PD should lead the analysis of the program’s relevancy (outcomes) to the needs of the
U.S. and Global economy (Clarke Model of Economic Development).
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2. Oversee program faculty.
a. Assist in recruiting, screening, recommending, and coaching faculty.
b. Orient faculty on program’s curricular design and mission.

c. Ensure quality of instruction in accordance with section 2.5 of the handbook by observing,
evaluating, and providing feedback to faculty on an ongoing basis (at the end of every
course) including reviewing student evaluations of faculty. Specifically:

i For full-time faculty, observe, mentor, and collaborate. Review and submit forms
required annually to the Department Chair: self-evaluation, professional
development, and external activity forms.

ii. For adjunct faculty, observe, evaluate, and provide feedback.

d. Review and submit forms required annually to department chair: self-evaluation,
professional development, and external activity forms.

e. For tenure track faculty, recommend program faculty for rank, tenure, and promotion.
f.  Provide input and direction regarding book choices.

g. Oversee quality of instruction through syllabi review.

3. Complete all regular program administrative duties.
a. Prepare, update and submit program schedules and assign faculty to courses.
b. Prepare, update and submit catalog copy and course checklist.
c. Curate program content for web site and social media marketing channels.
d. Review and submit all course syllabi to Academic Affairs each semester by the deadline.

e. Ensure program integrity by evaluating inbound course credit transfers (both new programs
and exceptions to existing programs).

f.  Ensure program integrity by evaluating course substitutions, course waivers, or other
exceptions.
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g. Participate in due process required for faculty, staff, and students as described in University
policies or procedures.

h. Purchase, maintain, and update equipment and supplies if required by program.

4. Oversee students in the program.
a. Review students for admission to the program as needed.
b. Monitor student progress in the program.

c. Advise students as necessary in consultation with the administrative staff and other
departments:

i Advising.
ii. The Student Success Center.
iii. Career Services.
iv. Campus Ministry and other campus resources.
5. When able, assist appropriately in program promotion, marketing, and recruiting activities.

6. Serve as a liaison among the adjunct faculty, students of the Program, and the University
administration (e.g., grade appeals, Title IX).
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APPENDIX C: ORGANIZATIONAL CHARTS

For the most recent organizational charts, refer to the Human Resources department.
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APPENDIX D: STATEMENT ON RECRUITMENT AND RESIGNATION
OF FACULTY MEMBERS

The statement printed below was adopted by the Association of American Colleges in January
1961 with the following reservations as set forth in a preamble prepared by that Association's
Commission on Academic Freedom and Tenure:

1. No set of principles adopted by the Association can do more than suggest and recommend a
course of action. Consequently, the present statement in no way interferes with institutional
sovereignty.

2. The commission realizes that the diversity of practice and control that exists among institutions
of higher learning precludes any set of standards from being universally applicable to every situation.

3. The statement is concerned only with minimum standards and in no way seeks to create a norm
for institutions at which "better" practices already are in force.

4, The commission recognizes the fact that "emergency" situations will arise and will have to be
dealt with. However, it urges both administration and faculty to do so in ways that will not go counter to
the spirit of cooperation, good faith, and responsibility that the statement is seeking to promote.

5. The commission believes that the spirit embodied in the proposed statement is its most
important aspect.

In view of these reservations" the Council of the American Association of University Professors in April
1961 voted approval of the statement without adopting it as a binding obligation. Endorsement of the
statement in this form was voted by the Forty-seventh Annual Meeting.

The governing bodies of the Association of American Colleges and the American Association of
University Professors, acting respectively in January and April 1990, adopted several changes in language
in order to remove gender-specific references from the original text.

Mobility of faculty members among colleges and universities is rightly recognized as desirable in
American higher education. Yet the departure of a faculty member always requires changes within the
institution and may entail major adjustment on the part of faculty colleagues, the administration, and
students in the faculty member's field. Ordinarily a temporary or permanent successor must be found
and appointed to either the vacated position or the position of a colleague who is promoted to replace
the faculty member, Clear standards of practice in the recruitment and in the resignation of members of
existing faculties should contribute to an orderly interchange of personnel that will be in the interest of
all. The standards set forth below are recommended to administration and faculties, in the belief that
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they are sound and should be generally followed. They are predicated on the assumption that proper
provision has been made by employing institutions for timely notice to probationary faculty members
and those on term appointments, with respect to their subsequent status. In addition to observing
applicable requirements for notice of termination to probationary faculty members, institutions should
make provision for notice to all faculty members, not later than March 15 of each year, of their status
the following fall, including rank and (unless unavoidable budgetary procedures beyond the institution
forbid) prospective salary.

1. Negotiations looking to the possible appointment for the following fall or persons who are
already faculty members at other institutions, in active service or on leave of absence and not on
terminal appointment, should be begun and completed as early as possible in the academic year. It is
desirable, that, when feasible, the faculty member who has been approached with regard to another
position inform the appropriate officers of his or her institution when such negotiations are in progress.
The conclusion of a binding agreement for the faculty member to accept an appointment elsewhere
should always be followed by prompt notice to the faculty member's current institution.

2. A faculty member should not resign, in order to accept other employment as of the end of the
academic year, later than May 15, or 30 days after receiving notification of the terms of continued
employment the following year, whichever date occurs later. It is recognized, however, that this
obligation will be in effect only if institutions generally observe the time factor set forth in the following
paragraph for new offers. It is also recognized that emergencies will occur. In such an emergency the
faculty member may ask the appropriate officials of the institution to waive this requirement; but the
faculty member should conform to their decision.

3. To permit a faculty member to give due consideration and timely notice to his or her institution in the
circumstances defined in paragraph 1 of these standards, an offer of appointment for the following fall
at another institution should not be made after May 1. The offer should be a "firm" one, not subject to
contingencies.

4, Institutions deprived of the services of faculty members too late in the academic year to permit
their replacement by securing the members of other faculties in conformity to these standards, and
institutions otherwise prevented from taking timely action to recruit from other faculties, should accept
the necessity of making temporary arrangements or obtaining personnel from other sources, including
new entrants to the academic profession and faculty personnel who have retired.
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5. Except by agreement with their institution, faculty members should not leave or be solicited to leave
their positions during an academic year for which they hold an appointment.
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APPENDIX E: PRIVILEGES OF FACULTY MEMBERS EMERITI/-AE

Included in the listing of the faculty in the CCSJ Course Catalog

Presented with a recognition letter upon retirement.

May use library as a faculty member.

May participate in academic processions, e.g. commencement, convocations, etc.

May attend lectures, concerts, exhibits, etc.

At the discretion of the Department Chair and/or the Vice President for Academic Affairs, may attend
department and faculty meetings (without vote).

May use the parking lot.

At the discretion of the Department Chair and/or the Vice President for Academic Affairs and if feasible,
may occupy a shared office space at the college.
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APPENDIX F: TERMINAL DEGREES

Terminal Degrees

For purposes of rank, promotion and tenure, the following apply as terminal degrees in specific major

and minor areas:

Accounting

Computer Information Systems

Criminal Justice
Education
English

History

Human Services

Management

Media and Fine Arts
Paralegal Studies
Political Science
Psychology
Science/Mathematics
Sociology

Religious Studies

M.A. /M.S. or M.B.A. (concentration in Accounting
or Finance) with CPA

M.S. in Computer Information Systems
M.S. or M.B.A. with Computer Information
Systems concentration

Ph.D. or J.D.

Ed.D. or Ph.D.

Ph.D., M.F.A. in Creative Writing

Ph.D. in History or related field

Ph.D., Psy.D., M.D., D.S.W., Ed.D., D. Min.
M.S.W.

M.S. in Management, M.B.A.

Ph.D., M.F.A.

Ph.D., J.D.

Ph.D.

Ph.D., Psy.D., or M.D.

Ph.D. in appropriate appointment area, M.D.
Ph.D.

Ph.D., Th.D., S.T.D., D. Min.
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APPENDIX G: FACULTY PROMOTION AND / OR TENURE
APPLICATION FORM AND PLAN FOR PROFESSIONAL
DEVELOPMENT FORM

The Revised Tenure and Promotion Application
As Part of the Implementation of the Boyer Model of Scholarship

Approved
April 20, 2011
Revised April 24, 2018 to incorporate changes approved in February 2018 by Academic Senate, as
well as one change approved in March 2017 by Rank and Tenure Committee)
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Faculty Promotion and/or Tenure Application

Name of Faculty

Date Submitted

MISSION STATEMENT

Calumet College of St. Joseph is a Catholic institution of higher learning dedicated to the academic,
spiritual and ethical development of undergraduate and graduate students. Informed by the values of
its founding religious community, the Missionaries of the Precious Blood (C.PP.S.), the College promotes
the inherent dignity of all people, social justice, an ethic of service, student empowerment, opportunity,
and lifelong learning.
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Application Deadlines and Routing Sheet

Key Calendar Dates for Promotion and Tenure

September 1° Application from the faculty member submitted jointly to the
Program Director (where applicable) and the appropriate
Department Chair.

October 1 Application with recommendation from Department Chair to Rank
and Tenure.
November 15 Application with recommendation from Rank and Tenure to Vice-

President of Academic Affairs.

December 15 Application with recommendation from the Vice-President of
Academic Affairs to the President

January 15t The President notifies the faculty member that he/she is/is not
being recommended for tenure and/or promotion. Or, the President
submits a recommendation for approval of the application to the
Academic Affairs Committee of the Board of Trustees.

March Board Meeting The Academic Affairs Committee of the Board of Trustees submits a
recommendation to the Board of Trustees.

On or before April 1 Faculty member is officially notified of the decision of the Board
regarding tenure and/or promotion application. If approved, the
promotion and tenure is effective at the start of the next contract
period.
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Name of Applicant

Current Rank and Program

Type of contract you currently hold:
Annual/Term Contract
Probationary/Tenure-Track

Tenured

This is an application for (please check all that apply):

Promotion from the rank of

to the Rank of

; and/or Tenure
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Outline Of Portfolio Format

Applications for promotion and/or tenure are submitted in Portfolio format. The contents of the
Portfolio are outlined in the next section. The Portfolio submitted for consideration of promotion and
tenure is an outgrowth of the faculty member’s accomplishments during the probationary period. For
faculty on probationary contracts, the annual review process includes a review of the patterns of
evidence that will eventually be submitted in the promotion and tenure application. These documents
function as the artifacts listed in the Supporting Documentation section of the Tenure and Promotion
Application Portfolio.

Portfolio Checklist

Please verify that the following required components have been included in proper order in your
Portfolio:

Entry One: A One Page Cover Letter and the Curriculum Vitae

Entry Two: Applicant’s Reflective Narrative on Integrated Scholarship

Entry Three: A Statement of The Applicant’s Philosophy of Teaching

Entry Four: The Tenure and/or Promotion Application

Entry Five: Supporting Documentation of Scholarly Activity and Scholarship

Format of Reflective Narrative on Integrated Scholarship

Tenure is an integral component of the employment relationship between the faculty and Calumet
College of St. Joseph. Both are also indicative of the employment relationship between the faculty
member and the institution. The Boyer Model of Scholarship expresses the mutually shared
understanding of what it means to work as a scholar at the college. The purpose of this narrative is to
provide the applicant with an opportunity to address how his/her work during the probationary period
has formed his/her identity as a scholar. Within the narrative, the applicant should discuss his or her
unique experience of scholarly activity and scholarship in the domain(s) that most represent(s) the
contribution(s) he/she has made when implementing the mission of Calumet College of St. Joseph. This
document can include the applicant’s experience of scholarly activity in one or more of the three areas
of faculty performance: teaching, scholarship, and service. The evidence of scholarship is presented in
Part Five of the Portfolio.
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Format of Statement of The Applicant’s Philosophy of Teaching

At the end of the second year of the probationary period, each faculty member will submit a statement
of his/her philosophy of teaching as part of the annual review process. This statement will be submitted
either in its original or revised form and should be included in this section of the Portfolio.

Supporting Documentation Developed Annually

The primary evidence of performance is found in the Curriculum Vitae and The Tenure and/or
Promotion Application. This evidence includes: list of courses taught, summary of student feedback,
summary of observations, discussion of scholarship of teaching, identification of other forms of scholarly
engagement and reports of service activities.
Artifacts that provide additional evidence of performance are part of the annual review process. These
artifacts, collected and reviewed annually by the Department Chair, constitute the Supporting
Documentation component of the Tenure and/or Promotion Application Process. These artifacts are to
be collected and organized in three areas:

Written Annual Reviews including the Self-Evaluation;

Documentation of Teaching Excellence; and,
Documentation of Scholarly Activity and Scholarship.
Each section of “Supporting Documentation” should be subdivided for each year of the probationary
appointment.
Section One: Annual Reviews During the Probationary Period. This should include:
e All of your Annual Evaluations including the signature forms.

e Reports on Student Surveys.
® Reports of In-Class Observations.

Section Two: Documentation of Scholarly Activity and Scholarship. This should include:

® Grant proposals (whether funded or not).

e Documentation of participation in workshops, etc.

e All publication efforts during the probationary period and an indication of their status:
published, in press, under review, or in progress.

® Letters of acceptance for articles still in press.

127
Calumet College of St. Joseph | Faculty Handbook
June 2023 revision




128

This section may also include:

e Any publicity items that have highlighted your work: brochures, press announcements, etc.

e Letters/emails from faculty at other institutions, particularly if you work with them on research,
etc.

e Artifacts you have created as part of your service such as reports, surveys, web pages, curricular
design.

e Documentation of engagement in your discipline, e.g. your name on a published list of reviewers
for a journal, workshop participation, mentoring activities.

When a faculty member submits the Tenure and Promotion application, Supporting Documentation is
available for review by anyone engaged in the review for tenure and promotion upon request. Itis
assumed that an individual who is recognized to be on track for tenure in the annual review process has
submitted documentation during his or her probationary period in alignment with that assumption. That
supports that assessment. Therefore, there is no need to develop more extensive documentation

The processes of Annual Review and the Review for Tenure and Promotion use the standards for

assessing scholarship in the Boyer Model as articulated in Scholarship Assessed.’ They are:

1. Clear goals

2. Adequate preparation
3. Appropriate methods
4. Significant results

5. Effective presentation
6. Reflective critique

The Tenure Application
I. Statement of Institutional Expectations During the Probationary Period of Employment

In this section, the applicant will summarize the mutually agreed upon institutional goals, needs and
expectations in the domain(s) of scholarship that have been the focus of his/her professional

activities during the probationary period. There is no expectation that a faculty member will be active in
all four domains. The goal is to identify the domain(s) that represent the individual’s unique
contributions to the institution in alignment with its mission and current goals.

Il. Reporting of Institutional Activities

! Glassick, C., et.al.(1997). Scholarship assessed, Jossey-Bass: California.
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In this section, the applicant will offer a cumulative record of his/her professional activity in the areas
chosen by the faculty member, representing teaching and service to the college and to the community.

A. Teaching:
1. List all courses taught during the probationary period by academic year.

2. Student Surveys: Please summarize the students’ perceptions of their learning and
comments for each course listed above.

3. Please summarize how, in your view, your teaching performance during the probationary
period has contributed to your meeting the institutional needs and expectations within your
program and/or department.

4. Teaching Observation(s) (Optional).

B. Service to the College and Community

In this section, the applicant will list activities that constitute service to the college and community
during the probationary period and summarize how these activities contributed to meeting the

institutional needs and expectations identified in Section .

These include but are not limited to:

Committee Memberships and Chair Assignments
Contributions to Curricular Reform and Development
Development Activities

Enrollment Enhancement Activities

Faculty Senate Office

Faculty Representative to the Board of Trustees
Grant Writing

Program Director

Student Service and Support Activities

Task Force

Program or Community Advisory Board Membership
Professional Service to Community Organizations
Membership in Professional Associations and other contributions to social welfare.

C. Scholarly Activity & Scholarship
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CCSl fully supports and recognizes the scholarship of a fully engaged faculty. This section is organized
using the dimensions of scholarship as defined by Boyer (1990) and focuses on the faculty member’s
scholarly activities in each of the four domains of scholarship.

Scholarly Activity

Here the applicant will review teaching and service activities that he or she considers scholarly activities
that may or may not have resulted in scholarly product. For example, a faculty member may have
planned to engage more deeply in the instructional design process as a means of strengthening his/her
teaching. Scholarly activity can occur in any of the four domains.

Scholarship

In the Boyer Model of Scholarship, scholarly activity becomes scholarship when it is documented,
subject to critical review in a form that allows use and exchange by others members of a discipline, and
made available to the public. Here, the faculty member has an opportunity to summarize that
engagement in scholarly activity and discuss the results or products, and identify where and how this
was shared within the college, professional associations or other communities. In either case, the
faculty member has an opportunity to demonstrate how scholarly engagement meets the institutional
and professionals needs and expectations of his/her program and/or department. The standards for
assessing scholarship are those developed by Glassick, Huber and Maeroff and presented in, Scholarship
Assessed.? They are:

1. Clear goals

2. Adequate preparation
3. Appropriate methods
4. Significant results

5. Effective presentation
6. Reflective critique

2 Glassick, C., Huber, M., & Maeroff, G. (1997). Scholarship assessed: Evaluation of the professorate. San Francisco,
CA; Jossey-Bass.
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Table 1 Boyer Model of Scholarship

Type of

. Purpose Measures of Performance
Scholarship P

e Advancing learning theory through
classroom research.

e Developing and testing instructional
materials
Mentoring graduate students
Designing and implementing a
program-level assessment system
Publishing in peer-reviewed forums

Build new knowledge through e Producing and/or performing creative

traditional research. work within established field

e Creating infrastructure for future
studies

e Preparing a comprehensive literature
review

e Writing a textbook for use in multiple
disciplines

e Collaborating with colleagues to design
and deliver a core course

e Serving industry or government as an
external consultant

e Assuming leadership roles in
professional organizations

e Advising student leaders, thereby
fostering their professional growth

Study teaching models and
practices to achieve optimal
learning.

Discovery

Interpret the use of knowledge
across disciplines.

Aid society and professions in
addressing problems.

Teaching- Definition: Use of professional expertise to transmit knowledge to students in teaching and
learning contexts (scholarly teaching), study their teaching practice and engage in activities that
contribute to pedagogical thinking in and across their fields. This section may contain duplicative entries
from other sections.

These include but are not limited to:

Research

Curriculum Development
Fellowships/Post-Doctoral Work

Visiting Professor/Scholar

In-Class Observations Reports and Summaries

Discovery- Definition: When faculty use their professional expertise to discover knowledge, invent or
create original materials.

These include but are not limited to:
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Research
Computer Software
Author

Works of Art
Scholarship Awards

Integration- Definition: Use of professional expertise to make connections, integrate, and synthesize
knowledge into interdisciplinary contexts, including interpreting work for academic and non-academic
audience.

These include but are not limited to:

e Academic Presentations
e Expert Testimony/White Paper Presentation
e Editor/Reviewer.

Application- Definition: Use of professional expertise to work in partnership with communities to solve
problems of public interest.

These include but are not limited to:

Appointments on Community Boards/Committees/Associations
Voluntary Community Boards/Associations

Service to Professional Association

Professional Letters to the Editor
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Signatures and Recommendations

Faculty Member Date

Program Director Date

(if applicable)

Department Chair Date
(if applicable)

Chair, Rank, Tenure and Promotion Date

Vice-President of Academic Affairs Date

President Date

Strongly Recommend

Not Recommended

Recommend with Reservations

Strongly Recommend

Not Recommended

Recommend with Reservations

Strongly Recommend

Not Recommended

Recommend with Reservations

Strongly Recommend

Not Recommended

Recommend with Reservations

Strongly Recommend

Calumet College of St. Joseph | Faculty Handbook
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Not Recommended
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Record of the Annual Faculty Evaluation

(See Faculty Handbook, Section 2.1.6 and Appendix P)

(Form revised April 24, 2018 to incorporate changes approved in February 2018 by Academic Senate)

Name of Faculty

Date Submitted

MISSION STATEMENT
Calumet College of St. Joseph is a Catholic institution of higher learning dedicated to the academic,
spiritual and ethical development of undergraduate and graduate students. Informed by the values of
its founding religious community, the Missionaries of the Precious Blood (C.PP.S.), the College promotes
the inherent dignity of all people, social justice, an ethic of service, student empowerment, opportunity,

and lifelong learning.
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The Annual Faculty Evaluation Process is a strategic initiative towards the implementation of the Boyer
Model of Scholarship at Calumet College of St. Joseph.

PROCEDURES, DOCUMENTATION AND ROUTING PROCESSES
The following deadlines apply to each phase of the review process.
For New Faculty:

At time of hire Identification of Institutional Expectations for the upcoming academic year
in collaboration with the Program Director or Department Chair (as
applicable).This portion is completed at the time the individual is hired
(Section I).

For Returning & Tenured Faculty:

On or before May 15 Identification of Institutional Expectations for the upcoming academic year
in collaboration with the Program Director or Department Chair, as
applicable (Section I).

On or before Sept 15" Annual Faculty Evaluation Form to the Program Director, as applicable
(Sections II-111).

On or before Sept 30" Annual Faculty Evaluation Form submitted to the appropriate Department
Chair from the Program Director (Sections I-IV).

On or before Oct. 15t Annual Faculty Evaluation Form submitted to the Vice President of Academic
Affairs from Department Chair (Sections I-1V).

For Faculty Applying For Tenure & Promotion:

On or before May 15 Identification of Institutional Expectations for the upcoming academic year
in collaboration with the Program Director or Department Chair, as
applicable (Section I).

On or before Sept 1 Annual Faculty Evaluation Form to the Program Director, as applicable.
(Sections II-1ll + Letter of Application)

On or before Sept 15 Annual Faculty Evaluation Form submitted to the appropriate Department
Chair from the Program Director (Sections I-IV + Letter of Application).

On or before Sept 30 Annual Faculty Evaluation Form submitted to the Vice President of Academic
Affairs from Department Chair (Sections I-IV + Letter of Application).
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RECORD OF THE ANNUAL FACULTY EVALUATION PROCESS

Name of Faculty Member Date Submitted

Current Rank and Program

Current Contract:
Annual/Term Contract Months
Probationary/Tenure-Track

Tenured

Rank (Section 2.1.6.3 of the Handbook)
Anticipated Date of Tenure Application (Automatic promotion to Associate Professor)

or

Anticipated Date of Application for Promotion from Associate to Full Professor

Calumet College of St. Joseph | Faculty Handbook
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I. Statement of Institutional Expectations for the Upcoming Academic Year

In this section, the faculty member, in collaboration with his/her immediate supervisor will
Identify the mutually agreed upon institutional needs and expectations in each of the four
domains of scholarship for the upcoming academic year.

For New Faculty: This process is completed at the time the individual is hired.

For Returning Faculty: |dentification of Professional Expectations for the upcoming
academic year in collaboration with the Program Director or Department Chair, as applicable.

Il. Reporting of Institutional Activities

In this section of the annual evaluation, the faculty member will record and reflect on professional
activity in the areas of teaching and service to the college and the community.

A. Teaching:

5. List all courses taught during the previous academic year.

6. Student Surveys: Please summarize the students’ assessment of their own learning and
additional student comments for each course listed above.

7. Please summarize how, in your view, your teaching experience during this academic year
has contributed to your meeting the institutional needs and expectations within your
program and/or department.

8. Teaching Observation(s) (Optional).
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B. Service to the College and Community

In this section of the annual faculty evaluation, the faculty member will list activities that constitute
service to the college and community during the year under review. Summarize how your service
activities during this academic year have contributed to meeting the institutional needs and
expectations identified in Section I.

These include but are not limited to:

e Committee Memberships and Chair Assighnments
Contributions to Curricular Reform and Development
Development Activities
Enroliment Enhancement Activities
Faculty Senate Office
Faculty Representative to the Board of Trustees
Grant Writing
Program Director
Student Service and Support Activities
Task Force
Program or Community Advisory Board Membership
Professional Service to Community Organizations
Membership in Professional Associations and other contributions to social welfare.

C. Scholarly Activity & Scholarship

CCslJ fully supports and recognizes the scholarship of a fully engaged faculty. This section is organized
using the dimensions of scholarship as defined by Ernest Boyer (1990) and focuses on the faculty
member’s scholarly activities in each of the four domains of scholarship.

Scholarly Activity: Here a faculty member can review teaching and service activities that are considered
scholarly activities and may result in scholarship as a product. For example, a faculty member may have
planned to engage more deeply in the instructional design process as a means of strengthening his/her

teaching. Scholarly activity can occur in any of the four domains.

Scholarship: Here, the faculty member has an opportunity to summarize that engagement, discuss the
results or products, and identify where and how this was shared within the college, professional
associations or other communities. In either case, the faculty member has an opportunity to show how
scholarly engagement meets the institutional and professionals needs and expectations of his/her
program and/or department.
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Table 1 Boyer Model of Scholarship

Type of

Scholarship Purpose Measures of Performance

e Advancing learning theory through
classroom research.

e Developing and testing instructional
materials
Mentoring graduate students
Designing and implementing a
program-level assessment system
Publishing in peer-reviewed forums

Build new knowledge through e Producing and/or performing creative

traditional research. work within established field

e Creating infrastructure for future
studies

e Preparing a comprehensive literature
review

e Writing a textbook for use in multiple
disciplines

e Collaborating with colleagues to design
and deliver a core course

e Serving industry or government as an
external consultant

e Assuming leadership roles in
professional organizations

e Advising student leaders, thereby
fostering their professional growth

Study teaching models and
practices to achieve optimal
learning.

Discovery

Interpret the use of knowledge
across disciplines.

Aid society and professions in
addressing problems.

Teaching- Definition: Use of professional expertise to transmit knowledge to students in teaching and
learning contexts (scholarly teaching), study their teaching practice and engage in activities that
contribute to pedagogical thinking in and across their fields. This section may contain duplicative entries
from other sections.

These include but are not limited to:
e Research
e Curriculum Development
e Fellowships/Post-Doctoral Work
e Visiting Professor/Scholar

Discovery- Definition: When faculty use their professional expertise to discover knowledge, invent or
create original materials.

These include but are not limited to:
® Research
e Computer Software
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e Author
® Works of Art
e Scholarship Awards

Integration- Definition: Use of professional expertise to make connections, integrate, and synthesize
knowledge into interdisciplinary contexts, including interpreting work for academic and non-academic
audience.

These include but are not limited to:

e Academic Presentations
e Expert Testimony/White Paper Presentation
e Editor/Reviewer.

Application- Definition: Use of professional expertise to work in partnership with communities to solve
problems of public interest.

These include but are not limited to:
e Appointments on Community Boards/Committees/Associations
e Voluntary Community Boards/Associations
® Service to Professional Association
e Professional Letters to the Editor

Ill. The Plan for Professional Development for the Upcoming Academic Year

The Plan for Professional Development is completed as part of the strategic planning process within the
various programs and/or departments within the College. It is an opportunity for all faculty members, in
collaboration with their respective Program Director or Department Chair, as applicable; to assess the
areas of professional activity and development in one or more of the four domains of scholarship that
will, during the next academic year, contribute to the attainment of programmatic and/or departmental
goals. Additionally, the faculty member has an opportunity to identify areas of special academic interest
that he/she plans to pursue or is currently pursuing for his/her own academic enrichment and scholarly
development. This is initially completed in Section | and expanded here.
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IV. Signatures and Recommendations
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Faculty Member

Date Submitted

Il ldo_ donot recommend this applicant for renewal.

ldo donot acknowledge that this applicant is effectively working
toward meeting the standards for tenure and/or promotion
by the anticipated date.

Reasons:

Program Director Date Reviewed

Il. ldo donot recommend this applicant for renewal.

Ido___  donot acknowledge that this applicant is effectively working
toward meeting the standards for tenure and/or promotion
by the anticipated date.

Reasons:

Department Chair Date Reviewed

IV. ldo___ donot recommend this applicant for renewal.

ldo_ donot acknowledge that this applicant is effectively working

toward meeting the standards for tenure and/or promotion
by the anticipated date.

Reasons:
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Vice-President of Academic Affairs Date Reviewed

V. ldo_ donot

recommend this applicant for renewal.

ldo donot acknowledge that this applicant is effectively working
toward meeting the standards for tenure and/or promotion
by the anticipated date.
Reasons:
President Date Reviewed
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Professional Development Request

| request funds for the following professional development activity:

Activity

Location

Date(s)

Registration Fee

Travel Private Auto (est. mileage)
Air Fare Lodging
Car Rental Meals

Total Amount Requested

Relevance to current position
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Other funded professional development activities this academic year

Applicant’s signature Date Submitted
Supervisor’s signature Date Reviewed
Request Approved Request Denied

President’s Signature Date Reviewed

NOTE: This form is to be completed by the applicant and his/her Program Director or Department Chair,
as applicable. If approved by the Program Director or Department Chair, as applicable and the
President, a College purchase order should be attached. Final approval is granted when the purchase
order is signed.
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APPENDIX H: DEPARTMENT CHAIR EVALUATION FORM

Division Chair Evaluation Form

Information Needed to Support Reappointment, Promotion,

Tenure Applications and Merit Consideration.

Name: Date:

Rank: Program:

Check Appropriate and Indicate Year

Annual Contract Probationary/Tenure Track Tenured Year
GENERAL INFORMATION

Academic Record

Degree Rank Institution Year
Bachelors

Calumet College of St. Joseph | Faculty Handbook
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Masters

Terminal Degree

Indicate rating by checking the box below appropriate response

TEACHING

Competence in conduct of classes

Superior

Above

Average

Average

Below
Average

Inferior

Don’t Know

Comments:
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Ability to lecture and lead discussion.

Superior Above Average Below Inferior Don’t Know

Average
Average

Comments:

Class organization, especially as reflected in the syllabus.

Superior Above Average Below Inferior Don’t Know

Average
Average

Comments:
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Regular adherence to College policies: timelines, duration and cancellation of classes, course material
consistent with College mission and goals as well as program objectives and maintenance of an
environment conducive to academic explanation and learning.

Superior Above Average Below Inferior Don’t Know

Average
Average

Comments:
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Participation in curriculum development and the formulation of academic policies.

Superior Above Average Below Inferior Don’t Know

Average
Average

Comments:

Professional Development

Progress toward terminal degree.

Superior Above Average Below Inferior Don’t Know

Average
Average

Comments:
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. Attendance and participation at professional meetings.

Superior

Above

Average

Average

Below
Average

Inferior

Don’t Know

Comments:
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Research and/or creative activity.

Superior

Above

Average

Average

Below Average

Inferior

Don’t Know

Comments:

Contribution to the College community

Posting of office hours for advising and consulting with student (hours should equal the number of
semester hours taught).

Superior

Above

Average

Average

Below
Average

Inferior

Don’t Know

Comments:
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Attendance at College functions such as Academic Senate meetings, Division meetings, convocations,
commencement, professional development activities and committee meetings.

Superior Above Average Below Inferior Don’t Know

Average
Average

Comments:

Relationship with colleagues

Superior Above Average Below Inferior Don’t Know

Average
Average

Comments:
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Source of information

In regard to the person under consideration my opportunity for observing work has been

Extensive Occasional

Rare

My opportunity for receiving reports from others has been

Extensive Occasional

Rare

My opportunity for checking the accuracy of such reports has been

Extensive Occasional

Rare

Expressions of student approval coming to my attention stem from (add your own comments)
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Adverse criticism by students coming to my attention are attributed to (add your own comments)

RECOMMENDATIONS

Reappointment

| advise non-renewal of the candidate’s contract

| advise renewal with reservation for another year

| advise renewal unreservedly, with expectation of eventual tenure

Promotion
| advise denying promotion
| advise promotion with reservation
| advise promotion

Tenure
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| advise denying tenure and offering a terminal contract

| advise granting tenure

Merit Consideration

Superior

Above Average

Average

Below Average

Inferior
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APPENDIX I: 1940 STATEMENT OF PRINCIPLES ON ACADEMIC
FREEDOM AND TENURE WITH 1970 INTERPETIVE COMMENTS,
AMERICAN ASSOCIATION OF UNIVERSITY PROFESSORS (AAUP)

American Association of University Professors »

1940 Statement of Principles on Academic Freedom and Tenure
with 1970 Interpretive Comments

In 1940, following a series of joint conferences begun in 1934, representatives of the American
Association of University Professors and of the Association of American Colleges (now the Association of
American Colleges and Universities) agreed upon a restatement of principles set forth in the 1925
Conference Statement on Academic Freedom and Tenure. This restatement is known to the profession
as the 1940 Statement of Principles on Academic Freedom and Tenure.

The 1940 Statement is printed below, followed by Interpretive Comments as developed by
representatives of the American Association of University Professors and the Association of American
Colleges in 1969. The governing bodies of the two associations, meeting respectively in November 1989
and January 1990, adopted several changes in language in order to remove gender-specific references
from the original text.

The purpose of this statement is to promote public understanding and support of academic freedom
and tenure and agreement upon procedures to ensure them in colleges and universities. Institutions of
higher education are conducted for the common good and not to further the interest of either the
individual teacher? or the institution as a whole. The common good depends upon the free search for
truth and its free exposition.

Academic freedom is essential to these purposes and applies to both teaching and research. Freedom in
research is fundamental to the advancement of truth. Academic freedom in its teaching aspect is
fundamental for the protection of the rights of the teacher in teaching and of the student to freedom in
learning. It carries with it duties correlative with rights. 12

Tenure is a means to certain ends; specifically: (1) freedom of teaching and research and of extramural
activities, and (2) a sufficient degree of economic security to make the profession attractive to men and
women of ability. Freedom and economic security, hence, tenure, are indispensable to the success of an
institution in fulfilling its obligations to its students and to society.

159

Calumet College of St. Joseph | Faculty Handbook
June 2023 revision



160

ACADEMIC FREEDOM

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

b. Teachers are entitled to freedom in the classroom in discussing their subject, but they should be
careful not to introduce into their teaching controversial matter which has no relation to their
subject.l! Limitations of academic freedom because of religious or other aims of the institution
should be clearly stated in writing at the time of the appointment.!

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

ACADEMIC TENURE

After the expiration of a probationary period, teachers or investigators should have permanent or
continuous tenure, and their service should be terminated only for adequate cause, except in the case
of retirement for age, or under extraordinary circumstances because of financial exigencies.

In the interpretation of this principle it is understood that the following represents acceptable academic
practice:

1. The precise terms and conditions of every appointment should be stated in writing and be in
the possession of both institution and teacher before the appointment is consummated.

2. Beginning with appointment to the rank of full-time instructor or a higher rank,! the
probationary period should not exceed seven years, including within this period full-time service
in all institutions of higher education; but subject to the proviso that when, after a term of
probationary service of more than three years in one or more institutions, a teacher is called to
another institution, it may be agreed in writing that the new appointment is for a probationary
period of not more than four years, even though thereby the person’s total probationary period
in the academic profession is extended beyond the normal maximum of seven years.[INotice
should be given at least one year prior to the expiration of the probationary period if the
teacher is not to be continued in service after the expiration of that period.Z!
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3. During the probationary period a teacher should have the academic freedom that all other
members of the faculty have.8l

4. Termination for cause of a continuous appointment, or the dismissal for cause of a teacher
previous to the expiration of a term appointment, should, if possible, be considered by both a
faculty committee and the governing board of the institution. In all cases where the facts are in
dispute, the accused teacher should be informed before the hearing in writing of the charges
and should have the opportunity to be heard in his or her own defense by all bodies that pass
judgment upon the case. The teacher should be permitted to be accompanied by an advisor of
his or her own choosing who may act as counsel. There should be a full stenographic record of
the hearing available to the parties concerned. In the hearing of charges of incompetence the
testimony should include that of teachers and other scholars, either from the teacher’s own or
from other institutions. Teachers on continuous appointment who are dismissed for reasons not
involving moral turpitude should receive their salaries for at least a year from the date of
notification of dismissal whether or not they are continued in their duties at the institution.!

5. Termination of a continuous appointment because of financial exigency should be
demonstrably bona fide.

1940 INTERPRETATIONS

At the conference of representatives of the American Association of University Professors and of the
Association of American Colleges on November 7-8, 1940, the following interpretations of the 1940
Statement of Principles on Academic Freedom and Tenure were agreed upon:

1. That its operation should not be retroactive.

2. That all tenure claims of teachers appointed prior to the endorsement should be determined
in accordance with the principles set forth in the 1925 Conference Statement on Academic
Freedom and Tenure.

3. If the administration of a college or university feels that a teacher has not observed the
admonitions of paragraph (c) of the section on Academic Freedom and believes that the
extramural utterances of the teacher have been such as to raise grave doubts concerning the
teacher’s fitness for his or her position, it may proceed to file charges under paragraph 4 of the
section on Academic Tenure. In pressing such charges, the administration should remember that
teachers are citizens and should be accorded the freedom of citizens. In such cases the
administration must assume full responsibility, and the American Association of University
Professors and the Association of American Colleges are free to make an investigation.
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1970 INTERPRETIVE COMMENTS

Following extensive discussions on the 1940 Statement of Principles on Academic Freedom and Tenure
with leading educational associations and with individual faculty members and administrators, a joint
committee of the AAUP and the Association of American Colleges met during 1969 to reevaluate this key
policy statement. On the basis of the comments received, and the discussions that ensued, the joint
committee felt the preferable approach was to formulate interpretations of the Statement in terms of
the experience gained in implementing and applying the Statement for over thirty years and of adapting
it to current needs.

The committee submitted to the two associations for their consideration the following "Interpretive
Comments." These interpretations were adopted by the Council of the American Association of University
Professors in April 1970 and endorsed by the Fifty-sixth Annual Meeting as Association policy.

In the thirty years since their promulgation, the principles of the 1940 Statement of Principles on
Academic Freedom and Tenure have undergone a substantial amount of refinement. This has evolved
through a variety of processes, including customary acceptance, understandings mutually arrived at
between institutions and professors or their representatives, investigations and reports by the American
Association of University Professors, and formulations of statements by that association either alone or
in conjunction with the Association of American Colleges. These comments represent the attempt of the
two associations, as the original sponsors of the 1940 Statement, to formulate the most important of
these refinements. Their incorporation here as Interpretive Comments is based upon the premise that
the 1940 Statement is not a static code but a fundamental document designed to set a framework of
norms to guide adaptations to changing times and circumstances.

Also, there have been relevant developments in the law itself reflecting a growing insistence by the
courts on due process within the academic community which parallels the essential concepts of the
1940 Statement; particularly relevant is the identification by the Supreme Court of academic freedom as
a right protected by the First Amendment. As the Supreme Court said in Keyishian v. Board of Regents,
385 U.S. 589 (1967), "Our Nation is deeply committed to safeguarding academic freedom, which is of
transcendent value to all of us and not merely to the teachers concerned. That freedom is therefore a
special concern of the First Amendment, which does not tolerate laws that cast a pall of orthodoxy over
the classroom."

The numbers refer to the designated portion of the 1940 Statement on which interpretive comment is
made.

1. The Association of American Colleges and the American Association of University Professors have long
recognized that membership in the academic profession carries with it special responsibilities. Both
associations either separately or jointly have consistently affirmed these responsibilities in major policy
statements, providing guidance to professors in their utterances as citizens, in the exercise of their
responsibilities to the institution and to students, and in their conduct when resigning from their
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institution or when undertaking government-sponsored research. Of particular relevance is the
Statement on Professional Ethics, adopted in 1966 as Association policy. (A revision, adopted in 1987,
may be found in AAUP, Policy Documents and Reports, 9th ed. [Washington, D.C., 2001], 133-34.)

2. The intent of this statement is not to discourage what is "controversial." Controversy is at the heart of
the free academic inquiry which the entire statement is designed to foster. The passage serves to
underscore the need for teachers to avoid persistently intruding material which has no relation to their
subject.

3. Most church-related institutions no longer need or desire the departure from the principle of
academic freedom implied in the 1940 Statement, and we do not now endorse such a departure.

4. This paragraph is the subject of an interpretation adopted by the sponsors of the 1940 Statement
immediately following its endorsement which reads as follows:

If the administration of a college or university feels that a teacher has not observed the
admonitions of paragraph (c) of the section on Academic Freedom and believes that the
extramural utterances of the teacher have been such as to raise grave doubts concerning the
teacher’s fitness for his or her position, it may proceed to file charges under paragraph 4 of the
section on Academic Tenure. In pressing such charges, the administration should remember that
teachers are citizens and should be accorded the freedom of citizens. In such cases the
administration must assume full responsibility, and the American Association of University
Professors and the Association of American Colleges are free to make an investigation.

Paragraph (c) of the section on Academic Freedom in the 1940 Statement should also be interpreted in
keeping with the 1964 "Committee A Statement on Extramural Utterances" (Policy Documents and
Reports, 32), which states inter alia: "The controlling principle is that a faculty member’s expression of
opinion as a citizen cannot constitute grounds for dismissal unless it clearly demonstrates the faculty
member’s unfitness for his or her position. Extramural utterances rarely bear upon the faculty member’s
fitness for the position. Moreover, a final decision should take into account the faculty member’s entire
record as a teacher and scholar."

Paragraph 5 of the Statement on Professional Ethics also deals with the nature of the "special
obligations" of the teacher. The paragraph reads as follows:

As members of their community, professors have the rights and obligations of other citizens.
Professors measure the urgency of other obligations in the light of their responsibilities to their
subject, to their students, to their profession, and to their institution. When they speak or act as
private persons they avoid creating the impression of speaking or acting for their college or
university. As citizens engaged in a profession that depends upon freedom for its health and
integrity, professors have a particular obligation to promote conditions of free inquiry and to
further public understanding of academic freedom.
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Both the protection of academic freedom and the requirements of academic responsibility apply not
only to the full-time probationary and the tenured teacher, but also to all others, such as part-time
faculty and teaching assistants, who exercise teaching responsibilities.

5. The concept of "rank of full-time instructor or a higher rank" is intended to include any person who
teaches a full-time load regardless of the teacher’s specific title.

6. In calling for an agreement "in writing" on the amount of credit given for a faculty member’s prior
service at other institutions, the Statement furthers the general policy of full understanding by the
professor of the terms and conditions of the appointment. It does not necessarily follow that a
professor’s tenure rights have been violated because of the absence of a written agreement on this
matter. Nonetheless, especially because of the variation in permissible institutional practices, a written
understanding concerning these matters at the time of appointment is particularly appropriate and
advantageous to both the individual and the institution.

7. The effect of this subparagraph is that a decision on tenure, favorable or unfavorable, must be made
at least twelve months prior to the completion of the probationary period. If the decision is negative,
the appointment for the following year becomes a terminal one. If the decision is affirmative, the
provisions in the 1940 Statement with respect to the termination of service of teachers or investigators
after the expiration of a probationary period should apply from the date when the favorable decision is
made.

The general principle of notice contained in this paragraph is developed with greater specificity in the
Standards for Notice of Nonreappointment, endorsed by the Fiftieth Annual Meeting of the American
Association of University Professors (1964). These standards are:

Notice of nonreappointment, or of intention not to recommend reappointment to the
governing board, should be given in writing in accordance with the following standards:

(a) Not later than March 1 of the first academic year of service, if the
appointment expires at the end of that year; or, if a one-year appointment
terminates during an academic year, at least three months in advance of its
termination.

(b) Not later than December 15 of the second academic year of service, if the
appointment expires at the end of that year; or, if an initial two-year
appointment terminates during an academic year, at least six months in
advance of its termination.

(c) At least twelve months before the expiration of an appointment after two or
more years in the institution.
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Other obligations, both of institutions and of individuals, are described in the Statement on
Recruitment and Resignation of Faculty Members, as endorsed by the Association of American
Colleges and the American Association of University Professors in 1961.

8. The freedom of probationary teachers is enhanced by the establishment of a regular
procedure for the periodic evaluation and assessment of the teacher’s academic performance
during probationary status. Provision should be made for regularized procedures for the
consideration of complaints by probationary teachers that their academic freedom has been
violated. One suggested procedure to serve these purposes is contained in the Recommended
Institutional Requlations on Academic Freedom and Tenure, prepared by the American

Association of University Professors. Back to Text

9. A further specification of the academic due process to which the teacher is entitled under this
paragraph is contained in the Statement on Procedural Standards in Faculty Dismissal

Proceedings, jointly approved by the American Association of University Professors and the
Association of American Colleges in 1958. This interpretive document deals with the issue of
suspension, about which the 1940 Statement is silent.

The 1958 Statement provides: "Suspension of the faculty member during the proceedings is
justified only if immediate harm to the faculty member or others is threatened by the faculty
member’s continuance. Unless legal considerations forbid, any such suspension should be with
pay." A suspension which is not followed by either reinstatement or the opportunity for a
hearing is in effect a summary dismissal in violation of academic due process.

The concept of "moral turpitude" identifies the exceptional case in which the professor may be
denied a year’s teaching or pay in whole or in part. The statement applies to that kind of
behavior which goes beyond simply warranting discharge and is so utterly blameworthy as to
make it inappropriate to require the offering of a year’s teaching or pay. The standard is not that
the moral sensibilities of persons in the particular community have been affronted. The
standard is behavior that would evoke condemnation by the academic community generally.

Endnotes

1. The word "teacher" as used in this document is understood to include the investigator who is
attached to an academic institution without teaching duties. 2. Boldface numbers in brackets refer to
Interpretive Comments which follow.

* For a discussion of this question, see the "Report of the Special Committee on Academic Personnel
Ineligible for Tenure," Policy Documents and Reports, 88-91.

** For a more detailed statement on this question, see "On Crediting Prior Service Elsewhere as Part of
the Probationary Period," ibid., 100-101.
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ENDORSERS

Association of American Colleges and Universities 1941
American Association of University Professors 1941
American Library Association (adapted for librarians) 1946
Association of American Law Schools 1946

American Political Science Association 1947

American Association of Colleges for Teacher Education 1950
American Association for Higher Education 1950
Eastern Psychological Association 1950

Southern Society for Philosophy and Psychology 1953
American Psychological Association 1961

American Historical Association 1961

Modern Language Association of America 1962
American Economic Association 1962

American Agricultural Economics Association 1962
Midwest Sociological Society 1963

Organization of American Historians 1963

American Philological Association 1963

American Council of Learned Societies 1963

Speech Communication Association 1963

American Sociological Association 1963

Southern Historical Association 1963

American Studies Association 1963

Association of American Geographers 1963

Southern Economic Association 1963

Classical Association of the Middle West and South 1964
Southwestern Social Science Association 1964
Archaeological Institute of America 1964

Southern Management Association 1964

American Theatre Association 1964

South Central Modern Language Association 1964
Southwestern Philosophical Society 1964

Council of Independent Colleges 1965

Mathematical Association of America 1965
Arizona-Nevada Academy of Science 1965

American Risk and Insurance Association 1965
Academy of Management 1965

American Catholic Historical Association 1966
American Catholic Philosophical Association 1966
Association for Education in Journalism 1966
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Western History Association 1966

Mountain-Plains Philosophical Conference 1966

Society of American Archivists 1966

Southeastern Psychological Association 1966

Southern Speech Communication Association 1966
American Association for the Advancement of Slavic Studies 1967
American Mathematical Society 1967

College Theology Society 1967

Council on Social Work Education 1967

American Association of Colleges of Pharmacy 1967
American Academy of Religion 1967

Association for the Sociology of Religion 1967

American Society of Journalism School Administrators 1967
John Dewey Society 1967

South Atlantic Modern Language Association 1967

American Finance Association 1967

Association for Social Economics 1967

United Chapters of Phi Beta Kappa 1968

American Society of Christian Ethics 1968

American Association of Teachers of French 1968

Eastern Finance Association 1968

American Association for Chinese Studies 1968

American Society of Plant Physiologists 1968

University Film and Video Association 1968

American Dialect Society 1968

American Speech-Language-Hearing Association 1968
Association of Social and Behavioral Scientists 1968

College English Association 1968

National College Physical Education Association for Men 1969
American Real Estate and Urban Economics Association 1969
History of Education Society 1969

Council for Philosophical Studies 1969

American Musicological Society 1969

American Association of Teachers of Spanish and Portuguese 1969
Texas Junior College Teachers Association 1970

College Art Association of America 1970

Society of Professors of Education 1970

American Anthropological Association 1970

Association of Theological Schools 1970

Association of Schools and Mass Communication of Journalism 1971
American Business Law Association 1971
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American Council for the Arts 1972

New York State Mathematics Association of Two-Year Colleges 1972
College Language Association 1973

Pennsylvania Historical Association 1973

Massachusetts Regional Community College Faculty Association 1973
American Philosophical Association*** 1974

*** Endorsed by the Association’s Western Division in 1952, Eastern Division in 1953, and Pacific
Division in 1962.

American Classical League 1974

American Comparative Literature Association 1974
Rocky Mountain Modern Language Association 1974
Society of Architectural Historians 1975

American Statistical Association 1975

American Folklore Society 1975

Association for Asian Studies 1975

Linguistic Society of America 1975

African Studies Association 1975

American Institute of Biological Sciences 1975

North American Conference on British Studies 1975
Sixteenth-Century Studies Conference 1975

Texas Association of College Teachers 1976

Society for Spanish and Portuguese Historical Studies 1976
Association for Jewish Studies 1976

Western Speech Communication Association 1976

Texas Association of Colleges for Teacher Education 1977
Metaphysical Society of America 1977

American Chemical Society 1977

Texas Library Association 1977

American Society for Legal History 1977

lowa Higher Education Association 1977

American Physical Therapy Association 1979

North Central Sociological Association 1980

Dante Society of America 1980

Association for Communication Administration 1981
American Association of Physics Teachers 1982

Middle East Studies Association 1982

National Education Association 1985

American Institute of Chemists 1985

American Association of Teachers of German 1985
American Association of Teachers of Italian 1985
American Association for Applied Linguistics 1986
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American Association of Teachers of Slavic and East European Languages 1986
American Association for Cancer Education 1986
American Society of Church History 1986

Oral History Association 1987

Society for French Historical Studies 1987

History of Science Society 1987

American Association of Pharmaceutical Scientists 1988
American Association for Clinical Chemistry 1988
Council for Chemical Research 1988

Association for the Study of Higher Education 1988
American Psychological Society 1989

University and College Labor Education Association 1989
Society for Neuroscience 1989

Renaissance Society of America 1989

Society of Biblical Literature 1989

National Science Teachers Association 1989

Medieval Academy of America 1990

American Society of Agronomy 1990

Crop Science Society of America 1990

Soil Science Society of America 1990

Society of Protozoologists 1990

Society for Ethnomusicology 1990

American Association of Physicists in Medicine 1990
Animal Behavior Society 1990

Illinois Community College Faculty Association 1990
American Society for Theatre Research 1990

National Council of Teachers of English 1991

Latin American Studies Association 1992

Society for Cinema Studies 1992

American Society for Eighteenth-Century Studies 1992
Council of Colleges of Arts and Sciences 1992

American Society for Aesthetics 1992

Association for the Advancement of Baltic Studies 1994
American Council of Teachers of Russian 1994

Council of Teachers of Southeast Asian Languages 1994
American Association of Teachers of Arabic 1994
Association of Teachers of Japanese 1994

Academic Senate for California Community Colleges 1996
Council of Academic Programs in Communication Sciences and Disorders 1996
Association for Women in Mathematics 1997
Philosophy of Time Society 1998
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World Communication Association 1999

The Historical Society 1999

Association for Theatre in Higher Education 1999
National Association for Ethnic Studies 1999
Association of Ancient Historians 1999

American Culture Association 1999

American Conference for Irish Studies 1999

Society for Philosophy in the Contemporary World 1999
Eastern Communication Association 1999

Association for Canadian Studies in the United States 1999
American Association for the History of Medicine 2000
Missouri Association of Faculty Senates 2000

New England Historical Association 2001

(Updated 6/02)

American Association of University Professors, 1012 Fourteenth Street, NW, Suite #500; Washington, DC
20005
202-737-5900 Fax: 202-737-552
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APPENDIX J: AAUP STATEMENT ON PROFESSIONAL ETHICS

American Association of University Professors '

Statement on Professional Ethics

The statement that follows was originally adopted in 1966. Revisions were made and approved by the
Association’s Council in 1987 and 20089.

INTRODUCTION

From its inception, the American Association of University Professors has recognized that membership
in the academic profession carries with it special responsibilities. The Association has consistently
affirmed these responsibilities in major policy statements, providing guidance to professors in such
matters as their utterances as citizens, the exercise of their responsibilities to students and colleagues,
and their conduct when resigning from an institution or when undertaking sponsored research. The
Statement on Professional Ethics that follows sets forth those general standards that serve as a reminder
of the variety of responsibilities assumed by all members of the profession.

In the enforcement of ethical standards, the academic profession differs from those of law and
medicine, whose associations act to ensure the integrity of members engaged in private practice. In the
academic profession the individual institution of higher learning provides this assurance and so should
normally handle questions concerning propriety of conduct within its own framework by reference to a
faculty group. The Association supports such local action and stands ready, through the general
secretary and the Committee on Professional Ethics, to counsel with members of the academic
community concerning questions of professional ethics and to inquire into complaints when local
consideration is impossible or inappropriate. If the alleged offense is deemed sufficiently serious to raise
the possibility of adverse action, the procedures should be in accordance with the 1940 Statement of

Principles on Academic Freedom and Tenure, the 1958 Statement on Procedural Standards in Faculty

Dismissal Proceedings, or the applicable provisions of the Association’s Recommended Institutional

Requlations on Academic Freedom and Tenure.

THE STATEMENT

1. Professors, guided by a deep conviction of the worth and dignity of the advancement of knowledge,

recognize the special responsibilities placed upon them. Their primary responsibility to their subject is to

seek and to state the truth as they see it. To this end professors devote their energies to developing and

improving their scholarly competence. They accept the obligation to exercise critical self-discipline and
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judgment in using, extending, and transmitting knowledge. They practice intellectual honesty. Although
professors may follow subsidiary interests, these interests must never seriously hamper or compromise
their freedom of inquiry.

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

3. As colleagues, professors have obligations that derive from common membership in the community
of scholars. Professors do not discriminate against or harass colleagues. They respect and defend the
free inquiry of associates, even when it leads to findings and conclusions that differ from their

own. Professors acknowledge academic debt and strive to be objective in their professional judgment of
colleagues. Professors accept their share of faculty responsibilities for the governance of their
institution.

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

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

American Association of University Professors, 1012 Fourteenth Street, NW, Suite #500; Washington, DC
20005
202-737-5900 Fax: 202-737-5526
AAUP Home Page | Contact Us | Join AAUP
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APPENDIX K: EXTERNAL ACTIVITY FORM

All full-time faculty members and administrators must complete this form and submit it to their
appropriate Vice President at the time of contract conversations. If during the academic year the status
of the faculty member’s activities change, it is incumbent upon the faculty member to submit an
updated External Activity Form.

Name. Title

Please check one in both 1 and 2:
1. Faculty
Administrator with faculty rank

Administrator

2. External employment: Yes
No

If no, sign below and date form. If yes, complete the rest of the form

Name and address of external organization(s)
concerned:

Description of external activities:

Your position of responsibility/activities in the organization(s):

Estimate of time to perform these activities: Days/Year

External activity schedule:
Estimated hours per week:
Typical weekly schedule (please indicate day(s) and time of day(s):

(Use reverse side if more space is required)

Employee signature: Date:
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Approved by: Date:
Signature of appropriate supervisor

Approved by: Date:
Signature of appropriate Vice President
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APPENDIX L: DOCUMENTATION OF REVIEW AND APPROVAL FORM
AND CHECKLIST FOR INVESTIGATORS

CALUMET COLLEGE OF ST. JOSEPH
INSTITUTIONAL REVIEW BOARD

DOCUMENTATION OF REVIEW AND APPROVAL

RESEARCH PROJECT TITLE:
PRINICIPAL INVESTIGATOR:
DEPARTMENT/AFFILIATION:

ADDRESS:
RANK: Faculty __ Staff ___ Consultant Undergrad Student ___ Graduate Student
EXPECTED PROJECT DURATION: Start Date: End Date

SPONSOR/FACULTY ADVISOR:
FUNDING AGENCY (if any):
AGENCY PROJECT # (if any):

As the principle investigator, my signature testifies that I pledge to the following:

As one engaged in investigation utilizing human subjects, I acknowledge the rights and welfare of the human subject
involved in the research.

I acknowledge my responsibility as an investigator is to secure the informed consent of the subject by explaining the
Tprocedures, in so far as possible, and by describing the risks as weighed against the potential benefits of the research.
I assure the Committee that all procedures performed under the project will be conducted in accordance with those
federal regulations and college policies which govern research involving human subjects. Any deviation from the
project (i.e. change in principle investigator, change in research methodology, or variation in subject
recruitment procedures, etc.,) will be submitted to the IRB Committee in the form of an amendment for its
approval prior to the implementation of any such change.

PRINICIPAL INVESTIGATOR:

Typed/Printed Name Signature Date

As the faculty sponsor or advisor, my signature testifies that | have reviewed this application, and that | will oversee
the research in its entirety.

FACULTY SPONSOR/DEPARTMENT HEAD:

Typed/Printed Name Signature Date

IRB COMMITTEE REVIEW:

This protocol for the research of human subjects has been reviewed and approved by the Calumet College of St.
Joseph IRB Committee for the Protection of Human Subjects.

Exempt Review # Exempt Review # with signed/documentation of consent
Expedited Review # Full Review # Not Approved or Withdrawn
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CCSJ-IRB Committee Member Signature Date

Date Logged in Date Approved Date Copy to PI Date Notice to Agency
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APPENDIX M: COMPUTER USERS’ POLICY

Computer use is an essential part of many Calumet College of St. Joseph activities. This document
includes the college-wide policy for management of computer data networks and the resources they
make available as well as for stand-alone computers that are owned and administered by the College. It
also represents the general ethical principles of the college community and indicates what privileges and
responsibilities are characteristic of the college computing environment. The Computer Services
Department has the responsibility for providing and maintaining all college computing tools. General
policies regarding resources provided by the college are outlined below.

Mission and Purpose:

College computing resources are to be used for purposes related to the college’s mission of education.
All classes of users (faculty, staff, and students) may use computing resources only for purposes related
to their studies, their instruction, the discharge of their duties as employees, their official business with
the college and other college-sanctioned activities. Commercial use for personal gain is prohibited.

Censorship:

Free expression of ideas is central to the academic process. The computer system administrator will not
remove any information from individual accounts or from electronic bulletin boards maintained on them
unless the administrator finds that:

e The presence of the information involves illegality (e.g. copyrighted material, software in
violation of a license agreement).

e The information in some way endangers computing resources or the information of other users
(e.g. a computer worm, virus, or other destructive program).

e The information is inconsistent with the mission of the college, involves the harassment of
others including the use of obscene, bigoted, or abusive language or images, or is otherwise not
in compliance with legal and ethical usage listed below.

Confidentiality:

Information stored on computers is considered confidential unless the owner intentionally makes the
information available to other groups or individuals. Computer Services will maintain the confidentiality
of all information stored on college computing resources. However, there are legitimate reasons for
persons other than the account holder to access computer files or computers or network traffic:
ensuring the continued integrity, security, or effective operation of College computing systems; to
protect user or system data; to ensure continued effective departmental operations; to ensure
appropriate use of College computing systems; or to satisfy a lawful court order. Requests for disclosure
of confidential information will be reviewed by the administrator of the computer system involved. Such
requests will be honored only when approved by college officials or when required by state or federal
law. Except when inappropriate, computer users will receive prior notice of such disclosure.

On the computer network, every user is assigned an individual account(s), which is for the exclusive use
of the owner. Messages and Email transmitted to other users should always identify the sender.
Obscenities should not be transmitted. The college does reserve the right to inspect, copy, and store the
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contents of electronic mail messages at any time. However, it will do so only to prevent or correct
improper use, satisfy a legal obligation, or insure proper use of the electronic mail facilities.

Facilities Usage:
College computing resource users can facilitate computing in many ways. Collegiality demands the
practice of facilitative computing, which includes:

Regular deletion of unneeded files from one’s accounts on central machines.

Refrain from overuse of connect time, information storage space, printing facilities, or
processing capacity.

Refrain from overuse of interactive network facilities.

Refrain from unauthorized or unlicensed use of personal software.

Refrain from attempting to modify or remove computer equipment, software, or peripherals
without proper authorization.

Ethical Usage:
Computing resources should be used in accordance with the high ethical standards of the college
community. Examples of unethical use (some of which may be illegal) follow:

Violation of computing system security.
Unauthorized use of computer accounts, access codes, or computer identification accounts
assigned to others.

e Intentional use of computer telecommunication facilities in ways that unnecessarily impede the
computing activities of others (randomly initiating interactive electronic communications or
email exchanges, or overuse of interactive network utilities).

e Use of computing facilities for personal or private business purposes unrelated to the mission

of the college or college life.

Academic dishonesty (plagiarism, cheating).

Violation of software license agreements.

Violation of network usage policies and regulations.

Violation of another user’s privacy.

Attempts to harm or thwart the operations or business of the college or college activities.

Legal Usage:

Computer resources may not be used for illegal purposes. Examples of illegal purposes include:

Intentional harassment of other users.

Intentional destruction of or damage to equipment, software, or data belonging to the college
or other users.

Intentional disruption or unauthorized monitoring of electronic communications.
Unauthorized copying of copyrighted material.

Sanctions:
Violations of the policies described for legal and ethical use of computing resources will be dealt with
seriously. Violators will be subject to the established disciplinary procedures of the college, and the loss
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of computing privileges may result. lllegal acts involving college computing resources may also be
subject to prosecution by state and federal authorities.

ELECTRONIC MAIL POLICY

Users of Calumet College of St. Joseph’s electronic mail system are assigned a user-id and password.
User’s names and user-ids are included in each mail message. Users are responsible for all electronic
mail originating from their user-id. The following practices are not all