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INTRODUCTION
The purpose of this Faculty Handbook is to delineate the rights and responsibilities of Buena Vista University’s faculty. It is intended to serve not only as a statement of Buena Vista University’s values but also as a living document that both meets the faculty’s needs today and anticipates the guidance needed to be prepared for tomorrow. It is the responsibility of the Handbook’s primary users – the Buena Vista University faculty – to improve its clarity and relevance. Comments, suggestions, and questions should be forwarded to the Faculty Welfare Committee of the Faculty Senate, the Chair of the Faculty Senate, or the Dean of Faculty. The Office of Human Resources will be responsible for maintaining and updating the Faculty Handbook. Faculty Senate, working with the office of the Dean of Faculty, will conduct a comprehensive review of the handbook every five years (or more often as deemed necessary).

                                                  Our Mission
We develop students for lifelong success through innovative and imaginative academic and professional preparation.

                                                    Our Vision

We aspire to be a remarkable educational community, focused on learning, challenging every student, faculty and staff member to set and meet the highest standards of academic achievement, character, conscience and compassion.

Constitution of the Faculty

This Constitution is adopted to promote the effectiveness of Buena Vista

University in its role in higher education as a church-related, liberal arts

college and to provide a means by which the special competencies of the members

of its faculty may be utilized more fully in the formulation and execution of

the academic program of the University.

Article I. The Faculty

Section 1. Composition: All persons employed by Buena Vista University to teach

six hours or more within that semester, the President of the University, the Vice President for Academic Affairs/Dean of Faculty, all administrators holding academic tenure or appointment by the President to the rank of Assistant Professor or above shall be voting members of the faculty.  Professors emeriti and members of the staff who are designated as having professional rank shall be members of the Faculty but without vote. The privilege of suffrage may be granted by a two-thirds vote by ballot.

Section 2. Organization: The Faculty shall adopt by-laws, as it considers necessary,

to perform its functions. There shall be a Senate, which shall be the agent

of the Faculty. The Faculty shall elect the members of the Senate and delegate its

functions and responsibilities.

Section 3. Meetings: The Faculty shall determine time, place and manner of

holding its meetings. A majority of the voting members shall constitute a quorum.

Section 4. Officers: The officers of the Faculty shall consist of the President of the

University, the Vice President of Academic Affairs/Dean of Faculty, the Chairperson, Chairperson-elect, and Immediate Past Chair of the Senate, a Secretary and a Faculty Marshal. The President of the University shall be the presiding officer at General Faculty meetings. In case of the President’s absence, the Vice President for Academic Affairs/Dean of Faculty, the Chairperson of the Senate, the Chairperson-elect, and the Immediate Past Chair shall preside, in that order. The Chairperson of the Senate shall preside at Senate meetings; in case of the Chairperson’s absence, the Chairperson-elect, and the Immediate Past Chair shall preside, in that order.  

The Chairperson-elect and the Secretary shall be elected by the Faculty from

nominations made by the Faculty Senate. The Chairperson-elect shall be elected

for a term of one year and then shall automatically become Chairperson for the

succeeding year.  The Immediate Past Chair shall not be eligible for immediate re-election as Chairperson-elect but shall be eligible for election to the Senate; in case the Chairperson-elect resigns or otherwise is unable to perform his/her tasks, a successor shall be selected by a three-fourths majority of the Faculty Senate.    

The Secretary, who shall be a voting member of the Faculty, shall be elected for a term of three years and is not eligible for immediate re-election.   

The Faculty Marshal, who shall be appointed by the Events Committee, shall be responsible for the academic processions for Commencement and the Founders’ Day Welcome Convocation, and for all other academic processions.
Section 5. Functions and Responsibilities: The faculty shall make recommendations

on academic matters and on matters affecting the welfare of the institution,

such as:

• Educational policies and programs, including the calendar

• Admissions, courses, curricula, schedules, graduation, academic

standards, and degrees (both in course and honorary)

• Student affairs, such as orientation and guidance, extra curricular

activities, inter-collegiate athletics, conduct, health and welfare

• Improvement of instruction and professional standards of faculty

• Employment qualifications, tenure, promotions, salaries, factors

affecting faculty morale and welfare

• Institutional facilities and resources.

All recommendations of the Faculty and Senate shall be transmitted to the

Trustees through the Vice President for Academic Affairs/Dean of Faculty and the President of the University and are subject to review by the Board of Trustees.

Article II. The Senate
Section 1. Membership: The Senate shall consist of the President, the Vice President for Academic Affairs/Dean of Faculty, the Vice President for Student Services/Dean of Students, a representative of the off-campus educational centers appointed by the President, the Chairperson of the Senate, the Chairperson-elect of the Senate, the Immediate Past Chair of the Senate, six (6) members of the Faculty with rank of Instructor or above and at least one (1) year of service at Buena Vista University, the Secretary of the Faculty and two (2) voting members selected from the student body — one to be selected by the student body in the manner designated by the Student Senate and the other to be the President of the Student Senate. The Chairperson and the Chairperson-elect must meet the qualifications set forth for members of the Senate, except that they must have served at least two (2) years on the Faculty of Buena Vista University. Not more than three (3) of the six (6) regularly elected members shall be from any one School.
Section 2. Election: The Faculty members on the Senate shall be divided into

three (3) classes of two (2), two (2), and two (2). One class shall be elected each

year for a term of three (3) years, and only those serving as replacement Senators

and completing the final year of a resigned Senator’s term shall be eligible for

immediate re-election. The President of the Student Senate is automatically a

member of the Senate. The student member selected by the student body shall

serve for one (1) year but is eligible for reappointment.

Section 3. By-laws: The Senate shall prepare by-laws for the conduct of its business.

Section 4. Officers: The officers of the Senate shall consist of the Chairperson,

who shall be the presiding officer; the Chairperson-elect, who shall preside in the

absence or at the request of the Chairperson; the Immediate Past Chair; and the Secretary of the Faculty, who shall be the Secretary of the Senate and a voting member of the Senate.

Section 5. Duties: The Senate shall be the working agent of the Faculty, and its

policy recommendations to the University administration shall be regarded as

officially representing the opinion of the Faculty. The Senate shall recommend

and assist in the implementation of policies with respect to matters of vital

importance to the institution or the educational aims of the institution. The minutes of the Senate shall be circulated to all Senate members and to all members

of the Faculty promptly after each Senate meeting. The recommendations of the

Senate shall be subject to review by the Faculty.

Article III. Amendments

This Constitution of the Faculty may be amended only at a regular Faculty meeting

by a two-thirds majority vote of the voting members present. A proposal to

amend this Constitution must be submitted in writing at the meeting where the

proposal is to be discussed. A majority vote of the voting members present at this

meeting shall be necessary for the acceptance of the measure as a proposed

amendment. If so proposed, it shall be voted upon at the next regular meeting.

Article IV. Adoption and Ratification

This Constitution of the Faculty of Buena Vista University shall be adopted at a

regular Faculty meeting by a two-thirds majority vote of the voting members present.

When thus adopted by the Faculty, this Constitution and any amendments

thereafter approved shall be effective when ratified by a majority vote of the

Board of Trustees at a regular meeting.

A copy of this Constitution of the Faculty of Buena Vista University and all

amendments thereto shall be filed with the Secretary of the Board of Trustees.

BY-LAWS OF THE FACULTY
Membership Records and Voting Rights

Complete current records of membership indicating voting rights in the Faculty shall be kept by the Secretary of the Faculty.  The granting of suffrage by a two-thirds vote, under Article I, Section I, shall be for either a) a particular meeting; b) for the academic year; or c) for a term of office.

Faculty Meetings

The Faculty shall hold two stated meetings in the fall semester and two in the spring semester.  Special meetings may be called by the President, the Senate, or upon written request of ten voting members.  Written notice of special meetings must be given to all members of the Faculty at least two school days in advance.

Nomination and Election Procedures


Nomination of Officers of the Senate

1.   At the regular March meeting of the Senate, the Senate shall conduct nominations for the post of Chairperson of the Faculty should such a vacancy exist, for the position of Chairperson-elect of the Faculty for the next year, and for the position of Secretary of the Faculty in those years that a vacancy exists.

2.  The selection of the nominees shall be made in the order listed above.  This order may be suspended by vote of two-thirds of the voting members of the Senate.

3.  In case a vacancy exists for the post of Chairperson of the Faculty, the Senate shall be successive and secret ballot poll its members until two candidates have been selected, separately, with each having not fewer than five votes cast by the voting members of the Senate.
4. Nomination for the Chairperson-elect of the Faculty shall be conducted by the 
same method as listed in Article III.

5. Nomination for the Secretary of the Faculty shall be conducted by the same procedure as listed in Article III.


Nomination of Senate Members

1.  Not later than February 25, the Secretary of the Senate shall give to each voting member of the faculty a list of forthcoming vacancies in the Senate and a roster of eligible members.

2. To be nominated to the Senate, an eligible faculty member or his/her sponsor must submit a petition signed by five voting members of the faculty and a letter indicating willingness to serve if elected. These documents are to be filed with the Chairperson of the Senate between March 1 and 10.  As necessary, the Senate will add nominations until the number is at least two greater than the number of vacancies.


Election Procedures

1. The election shall be held during the first two weeks of April each year. The Senate shall set the specific election dates which shall be in harmony with the University calendar.  The Chairperson-elect shall be elected first, after which the members of the Senate shall be elected. The names of those nominees for Chairperson-elect who were not chosen to that office shall automatically be added to the list of Senate nominees.  In case a Chairperson need be elected, his/her election shall be held at the same time as that of the Chairperson-elect.  The student members of the Senate shall be selected according to the rules of the Student Senate.

2. On a date designated by the Senate at its official January meeting, the Secretary shall be instructed to circulate to all voting members of the Faculty a list of the nominees and the vacancies to be filled.

3. Voting shall be done with a secret ballot, and may be done electronically.

4. The Rules Committee of the Senate shall count the ballots and certify the results to the Secretary of the Faculty.  Drawing lots shall resolve tie votes.

5. The old Senate shall continue as the official working agent of the Faculty through Commencement and for one week thereafter. The new Senate shall hold at least one organizational meeting in May and shall meet officially with the old Senate immediately before Commencement for an official transfer of power.  (It is understood that the one week of grace given to the old Senate following the official transfer of responsibility is for the purpose of conducting the business begun by the old Senate.)


Filling Vacancies in Faculty Offices and the Senate


The Senate shall have the power to fill all vacancies until the next regular 
election.
Amendment of By-Laws

These by-laws may be amended at any regular or called meeting of the Faculty by a majority vote of the voting members present, provided that the proposed change shall have been given to each member of the Faculty at least one week before the meeting.

Adoption of By-Laws

These by-laws of the Faculty of Buena Vista University shall be adopted at any regular or called meeting of the Faculty by a majority vote of the voting members present, provided that the proposed by-laws shall have been given to each member of the Faculty at least one week before the meeting.
BY-LAWS OF THE FACULTY SENATE
Officers of the Senate

Chair
The Chair shall be responsible for preparing the agenda for 

    
Senate meetings and for consulting the Vice President for Academic Affairs/Dean 
            of the Faculty thereon.  He/She shall be the spokesperson for the Senate.

Chair-elect 

The chair-elect shall work closely with the Chair and become familiar with the activities of the Senate and the Faculty.  Should there be a vacancy in the Immediate Past Chair position, then the Chair-elect shall assume the responsibilities of the Immediate Past Chair.  Should a member of the Senate be elected as Chair-elect, then a vacancy shall have been created in the Senate.

Immediate Past Chair
The Immediate Past Chair shall continue with all special projects begun during his/her year as Chair.  Additionally, the Immediate Past Chair shall serve as chair of the Tenure and Promotion Committee and every other year will be responsible for administering the Administrator evaluation.
Secretary 
The Secretary shall undertake all duties specified in the constitution of the Faculty and its By-laws and such other duties as are commonly agreed upon by the Senate.  He/She shall circulate in advance the agenda for each Senate meeting.  He/She shall circulate the minutes of each Senate meeting to Faculty and Administration within five days.  Should a member of the Senate be elected as Secretary, then a vacancy shall have been created in the Senate.
Meetings

1.  Regular meetings of the Senate shall be held in September, October, 
     November, December, February, March, April and May.
      
2.  Special meetings of the Senate may be called, but Senate members must be 

           
     notified at least 24 hours in advance of the meetings.  Exceptions to this rule 
                 (in case of emergency) must be approved by the Chair of the Senate 
                 and one other member of the Rules Committee.
3. Meetings of the Senate shall be conducted in a way agreeable to the majority 

                  of its members as determined by democratic process.

4.  A quorum shall be defined as a majority of the members of the Senate.

5. Members of the Senate who are absent may vote by proxy if a request for the privilege of proxy and the name of the proxy are submitted by the Senate member to the Chair of the Senate, or in case of the Chair’s absence to the Chair elect by 8:00 p.m. of the evening before any meeting of the Senate.  The absent member shall have the privilege of selecting his/her proxy, but the same eligibility rules shall apply for the proxy as apply for the Senate.

Committees

The Senate will exercise its functions through the use of standing and special 
committees.  These committees shall formulate and recommend to the Senate the results of their studies in the particular areas assigned to them.
Criteria for Standing Committees
· Membership of Standing Committees is outlined below.  School representatives on Standing Committees must be voting members of the Faculty (as outlined in Article I of the Constitution of the Faculty).  School Deans are not eligible to serve as school representatives on Standing Committees.

· Chairs of Standing Committees will be nominated by the new Faculty Senate Chair from the At-Large faculty membership of the new Senate, unless otherwise noted.  Standing Committee chairs must then be approved by a majority vote of the new Senate at its May meeting.  Standing Committee chairs are non-voting except when their vote is necessary to break a tie.

· A list of the Standing Committees and their vacancies shall be circulated to the School Deans by May 1.  The resulting committee assignments shall be in the hands of the Secretary prior to the May meeting of the Senate.  

· All persons assigned to a Standing Committees shall be voting members of that Standing Committee unless specified otherwise.

· In addition to the regular members of the Committee, other persons may be co-opted for limited service to a Standing Committee.  The term of such service shall be determined by the Chair in consultation with the regular members of his/her committee.  Co-opted members have no vote.

· Members of Standing Committees shall be appointed for one year terms; the Senate shall set the dates for these terms.  Members may be re-appointed for successive terms.  Should a member of a Standing Committee be elected to a Faculty office, or to membership in the Senate, or begin service as a School Dean, then his/her membership on the Standing Committee shall cease.

· Sub-committees may be formed by Standing Committees.
List of Standing Committees

Rules Committee.  
     This committee shall consist of the Chair and the Chair-elect of 
      the Senate, the Immediate Past Chair of the Senate, the President of the 
      University, the Vice President for Academic Affairs/Dean of the 
      Faculty and the President of the Student Senate.  To it shall be referred all 
      matters dealing with the Constitution of the Faculty and its amendments and 
      by-laws and any issues not specifically assigned to any existing committee.
   Academic Affairs Committee  
         This committee shall consist of the Chair, the President of the 
          University, the Vice President for Academic Affairs/Dean of the 
          Faculty, one faculty member from each school of the University, the Associate 
          Dean for Professional & Online Studies, one student (appointed by Student 
          Senate), and the Registrar (who shall serve in an ex officio, non-voting 
          capacity.  This committee shall formulate and recommend policies pertaining 
          to academic standards at all levels of instruction.  Among the responsibilities of 
          the committee shall be graduation requirements, the academic calendar, 
          student credit-hour load regulations, matters of policy formulation and 
          supervision of teacher education programs of the institution, curriculum, 
                technology issues related to teaching, and the nomination of faculty 
                intercollegiate athletic representatives (who shall be subject o approval of the 
                Senate).  In view of its special significance, there shall be a sub-committee on 
                Teacher Education.  In addition, this committee shall provide oversight, 

                evaluation, and counsel for university-wide special academic programs 

                (including BVU Foundations and Explorations General Education, ACES, 

                Honors, Service Learning, University Seminar, and other programs                  

                Assigned by the Faculty Senate) on an as-needed basis, as determined 
                by the committee.
Admissions and Retention Committee 

This committee shall consist of the Chair, one faculty member from each school of the University, the President of the University, the Associate Dean of Faculty, the Vice President of Enrollment Management, the Vice President of for Student Services/Dean of Students, and two students (appointed by Student Senate) and two students appointed by Student Senate.  Additionally, the Director of Institutional Research and the Director of Retention Services will serve as ex officio, non-voting members.  This committee will provide advice and counsel with regards to admissions policies and financial aid (especially academic scholarship) programs and retention strategies.  Additionally, the committee will recommend, oversee, and evaluate student retention initiatives.

          Events Committee

This committee shall consist of the Chair, the President of the University, the Vice President for Academic Affairs/Dean of Faculty, one faculty member from each school of the University, two students (appointed by Student Senate), and the Director of University Marketing & Communications.  Additionally, a member of Student Services appointed by the VPSS/Dean of Students shall serve as an ex officio, non-voting member for the academic year.  This committee shall formulate and recommend policy pertaining to the American Heritage Lecture Series, Scholars’ Day, convocation programs, and academic processions and regalia. It will oversee and evaluate the Scholars’ Day programs, choose the faculty moderator for the American Heritage Lecture Series, and make recommendations for the speaker for Commencement. No later than May 1 of each academic year, this committee shall submit for Senate approval the appointment of the Faculty Marshal for the next academic year.  The Faculty Marshal shall be eligible for reappointment.
    Faculty Development Committee   

This committee shall consist of the Chair and one faculty member from each school of the University.  Additionally, the President of the University and the Vice President for Academic Affairs/Dean of Faculty shall serve as ex officio, non-voting members of Faculty Development.  This committee shall formulate and recommend policy related to campus-wide faculty development efforts.  Additionally, this committee will be responsible for overseeing and awarding funds to faculty as individuals or groups.
     Faculty Welfare Committee
This committee shall consist of the Chair, and one faculty member from each school of the University.  Additionally, the President of the University and the Vice President for Academic Affairs/Dean of the Faculty shall serve as ex officio, non-voting members of the committee.  This committee shall be responsible for formulating and recommending policy pertaining to budget, appointments, promotion, tenure, retirement and such items as dismissal, leave, summer work, performance standards, grievances, work loads and research activity.
          Student Services Committee  
This committee shall consist of the Chair, the President of the University, the Vice President for Academic Affairs/Dean of the Faculty, the Vice President of Student Services/Dean of Students, one faculty member from each school of the University, and four students (appointed by Student Senate). This committee shall provide advice and/or consent to new or revised co-curricular policies and programs except those directly attached to an academic program (e.g. choir, band, theatre, KBVU, The Tack, etc.), which shall remain under the purview of those academic areas. This committee shall focus on the integration of academic and co-curricular policies and programs to enhance student engagement.  Student Services policies and programs that are brought before this committee shall be evaluated based on fit with the BVU mission, BVU goals/objectives, and BVU co-curricular goals/objectives.
          Special Committees
Special Committees and/or ad hoc committees shall be appointed by the Senate as need arises. These shall be temporary committees.

         Committee and Senate Meeting Dates 
          (Note:  In this section “each month” refers to September, October, 

           November, December, February, March, April, and May)

· Senate – Third Thursday of each month (except for the last month of a semester when it may be changed)
· Academic Affairs - First Wednesday of each month
Monday of each month reserved for special meetings as needed

· Admissions & Retention – Second Wednesday of each month.
· Events - First Tuesday of each month
· Faculty Development - First Thursday of each month
· Faculty Welfare – Second Thursday of each month
· Student Services – Second Tuesday of each month

Alternate and replacement meeting dates may be set by the Chair of each committee on an as-needed basis, with sufficiently timely notice given to the respective committee members and to the members of the Faculty Senate.
Amendment of By-Laws

These by-laws may be amended at any regular or called meeting of the Senate by a majority vote of the voting members present, provided that the proposed change(s) shall have been given to each member of the Senate one week before the meeting.
The following language will NOT appear in this section, but is presented here to show where this committee will reside.

Additionally, there will be a university committee called Information Resource Technology made up of relevant university stakeholders (multiple representatives from faculty, staff, students, and external programs), which will formulate and recommend policy pertaining to the campus computer systems, the library, the broadband system, the telecommunications system and other information processing and transmission activities.  In view of their special significance, there shall be subcommittees on computers, library and telecommunications.  The Director of Computing and the Librarian shall serve as co-chairs of the committee. The Information Resources Technology committee and each subcommittee will each meet once a month during the academic year. (Special meetings may be called at the discretion of the individual chairpersons.)

FAPP (FACULTY APPOINTMENT POLICIES AND PROCEDURES)
Current FAPP documents are available at this website: FAPP.BVU.EDU

The following policies are designed to enable Buena Vista University to protect academic freedom and uphold the requirements of academic due process. The principles implicit in these regulations are for the benefit of those affected by the policies and programs of the institution. A university is a marketplace of ideas, and it cannot fulfill its purposes of transmitting, evaluating and extending knowledge if it requires conformity with any orthodoxy of content and method. In the words of the United States Supreme Court, “Teachers and students must always remain free to inquire, to study, and to evaluate, to gain new maturity and understanding; otherwise, our civilization will stagnate and die.”

Academic Freedom

The Board of Trustees hereby affirms that all members of the Buena Vista University faculty, regardless of their type of appointment, are entitled to academic freedom as defined in the AAUP document 1940 Statement of Principles on Academic Freedom and Tenure as delineated below:

(a) Teachers are entitled to full freedom in research and in the publications 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.  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. 

Types of Appointments
In keeping with Buena Vista University’s mission statement, faculty members play a special role in the life of the University as teachers, mentors, scholars and participants in academic governance. The terms of their appointments are different from those of other University employees.  The University offers a variety of appointments: adjunct, short-term non-tenured, long-term non-tenured, probationary (tenure-track) and tenured.  The following explains the different kinds of faculty appointments and the criteria for evaluation associated with those appointments.

It is the policy of Buena Vista University not to discriminate on the basis of gender or sexual orientation, religion, age, handicap, race, color or national origin in tenure or promotion considerations or any other matters.
         Adjunct Appointments (revised – FS 0809-31)
Adjunct appointments are made to persons of demonstrated talent on a semester-to-semester basis for the part-time performance of such academic duties as are specified in the written contract of employment.  Adjunct appointments are renewed or discontinued solely at the discretion of the University.  Individuals teaching 12 or more credit hours on the Storm Lake campus in an academic year shall be granted faculty status.
         Non-Tenured, Short Term Appointments 

Short term appointments may be made on a full-time or adjunct basis, for a specified term, for part or all of one semester or for one academic year.  Short term appointments may include but are not limited to: artists in residence, visiting professors or lecturers.  Such appointments terminate on the date specified in the contract and are not renewable unless there is a subsequent, separate and specific written agreement to do so.  In such cases, a new contract will be offered. 
         Long-Term, Non-Tenured Appointments

Faculty members may be appointed on a full-time basis with the understanding that the contract may be renewed for a specified term up to three years.  Each renewal of this contract is contingent upon satisfactory service as based upon applicable evaluative outcomes and continued University need.  Such appointments are not tenure eligible. In the event a person holding such an appointment is moved to a tenure track position, years of service in the non-tenured appointment generally will not count in meeting probationary periods.
Tenure-Track Appointments (Probationary)

Probationary appointments may be made for one year, subject to annual renewal (see review processes for evaluation of annual performance.)  Reappointment to a probationary position is made annually following review and satisfactory performance.  Ordinarily, individuals on probationary appointments are considered for tenure during their sixth year.  In the event the decision is positive, the individual will be awarded tenure at the beginning of the next academic year.  In the event of a negative decision, the following year will be terminal and reappointment will not be made beyond that year.  The University may grant the request of a tenure candidate to be considered earlier than the normal sixth year.  By mutual consent of the faculty member and the VPAA at the time of initial appointment, and put in writing, credit for the full seven-year probationary period may be reduced for prior teaching experience at Buena Vista University or other institutions of higher learning.  Only in the most exceptional cases will the probationary period be less than three (3) years.  At the time of hiring, all agreements related to what constitutes a terminal degree in a field will be made in writing.

Time spent on leave of absence or family leave will not count as probationary period service, unless the individual with tenure-track appointment and the institution agree to the contrary at the time leave is granted.  No more than two years may be exempted from the probationary period.  Circumstances to trigger this “stop-the-clock” option may include, but are not limited to, parental responsibilities related to the birth, adoption, or rearing of a child; personal or family emergencies; or pursuit of a terminal degree.  

Regardless of the stated term or other provisions of any tenure-track appointment, written notice that a tenure-track appointment is not to be renewed will be given to the faculty member in advance of the expiration of the appointment as follows:  

· not later than March 1 of the first academic year of service; 
· not later than December 15 of the second academic year of service; 

· at least twelve months before the expiration of an appointment after two or more years of service at the University.

         Tenured Appointments

Faculty members with tenure shall have permanent or continuous appointments.

The awarding of tenure status to faculty members is at the discretion of the Board of Trustees, upon a nomination by the President following the recommendation of the Vice President for Academic Affairs (VPAA).

Tenure decisions shall be made solely on the basis of the merits of the candidates without regard to tenure quotas and within the context of the University tenure policy.  

Tenured faculty members who become school deans retain tenure.  No individual may earn tenure in an administrative position. However, the tenure clock may be stopped for an individual who assumes an administrative position.


1.  Termination of Tenured Appointments

Faculty Members with tenure shall have permanent or continuous appointments. The service of tenured faculty members shall be terminated for any of the conditions listed below:
a.  by voluntary resignation: 

1. This is understood to include failure to sign and return an offered contract by the date unless, because of unusual circumstance, a written extension has been granted prior to the due date by the Office of the Vice President for Academic Affairs. 

          


b.    by the Board of Trustees:
                 


 1.  upon the discontinuance of the teaching field of the 




      faculty member, or

     


 2.  necessary reduction of faculty due to extraordinary 
                                                      financial exigency.  In such cases, every effort will be 
                                                      made to assist the faculty member in finding suitable 
                                                      employment elsewhere and in transferring within 
                                                      the University. “Financial ability“ means the ability to 
                                                      provide from current income, both cash and accrued, 
                                                      the funds necessary to meet current debt payments  

                                                      and sound reserves, without invading or depleting 
                                                      capital.  “Financial exigency” means an urgent need to 


                   reorder the nature and magnitude financial obligations 
                                                      in such a way as to restore or preserve the financial 
                                                      ability of the University.” (Financial Exigency as 
                                                      defined by the Board of Trustees, Spring1975).
c.  for cause:


   1.  for moral turpitude.

   2.  upon breach of contract through refusal to perform 
                    the duties normally assigned an individual of the 
                    stated rank and position or neglect of academic and 
                    professional responsibilities
    3. due to prolonged mental or physical illness to the 
        extent that such illness irreparably impairs or curtails 
        performance of duties.
    4. due to professional incompetence and repeated 
        unsatisfactory performance unremediated by 
        developmental efforts.
Procedures for terminating tenure for cause are initiated by written notification submitted to the faculty member informing him or her of the reasons for possible dismissal.  The faculty member shall be afforded full opportunity to be heard in self-defense before the Faculty Appeals Committee, consisting of three tenured faculty members appointed by the Faculty Senate.  The faculty member shall be permitted an advisor of his or her own choosing who may act as counsel.  A full stenographic report shall be made.  If one of the reasons for dismissal is incompetence, the testimony shall include that of teachers or other scholars, either from Buena Vista University or from other institutions.

The Faculty Appeals Committee shall forward its recommendation, together with any dissenting reports, through the President to the Board of Trustees, which shall decide the matter and report its decision in writing to the parties concerned.

A faculty member holding tenure who is dismissed for reasons not involving moral turpitude shall receive his or her salary for the balance of his or her contract or eight months from the date of the written notification which initiated the dismissal proceedings, whichever is longer.

2.  Appeals Process 
Faculty members wishing to appeal any decision related to tenure, promotion or merit may present a written appeal to the Faculty Appeals Committee.  The Faculty Appeals Committee shall be empanelled by the Faculty Senate each fall and shall consist of three tenured faculty members to serve a one-year term.  The faculty member shall be afforded full opportunity to present his or her case before the Faculty Appeals Committee.  The faculty member shall be permitted an advisor of his or her own choosing who may act as counsel.  

The Faculty Appeals Committee shall forward its recommendation, together with any dissenting reports, to the VPAA.  The VPAA shall make a recommendation to the President.  The President will render his or her decision.  The final appeal rests with the Board of Trustees. 

Joint Appointments 

Joint appointments are three-year renewable appointments consisting of a full-time appointment in one school (the “primary” school) and a secondary restricted appointment in another school. They must be approved by the deans of the faculty member’s primary and secondary schools and by the Vice President for Academic Affairs.

A faculty member with a full-time non-adjunct appointment at any rank who regularly teaches more than 6 hours per year in a school outside of the one in which s/he is originally appointed or any new full-time faculty member (at any rank other than adjunct or lecturer) who is hired for the purpose of teaching in more than one school may be given a joint appointment. Any school that routinely uses a faculty member from another school to staff its courses in this way may consider formalizing the relationship in a joint appointment.

After the second renewal of a joint appointment, the deans of the two participating schools and the VPAA may decide to make the secondary, component of the joint appointment continuing.  “Continuing,” in this case, means that the faculty member in question has most likely attained tenure or has a long-term non-tenurable contract in the primary school and will retain the secondary appointment as a continuing component of that position; it does not mean that the faculty member is tenured or tenure-eligible in the secondary school. A faculty member holding a joint appointment is only considered for tenure in the primary school, not the secondary school. 

New faculty members hired for the purpose of teaching in more than one school must have a full-time appointment in a primary school in order to be eligible for tenure (for example: an individual hired to teach in both English and early childhood education – with education as the secondary field – must be appointed as a full-time probationary hire in the School of Communication and Arts in order to be able to earn tenure).

Faculty members holding joint appointments may participate in the administrative business of their primary schools and/or their secondary schools (advising, committee assignments, etc.) according to whatever agreement they reach with the deans of both schools and the VPAA. The specific limits of a jointly appointed faculty member’s administrative obligations and rights in each school must be spelled out in that individual’s contract. 

Faculty holding joint appointments will receive evaluations not only from their original school, but also (in writing) from the dean of the school in which they hold their secondary appointment. The secondary dean will also make written recommendations on tenure and promotion. All such evaluative material will be submitted to the tenure and promotion committee and added to the faculty member’s file.
Academic Rank
In a community of scholars, growth is a continuing process.  The higher the rank for which one is being considered, the more emphasis is placed on the cumulative record.  Just as documenting teaching excellence over a decade is a more reliable measure of future performance than peer and student evaluations which cover only a few semesters, so is a consistent record of professional engagement and service over an extended period.  In rare cases, faculty members who make extraordinary contributions to the University beyond what is normally achieved by members of the faculty with comparable experience may apply for accelerated promotion.

A. Lecturer - A faculty member with relevant skills and experience but without 
      the M.A or its equivalent.  Note that this is intended to be a special, limited  

      appointment – please see the non-tenured, short term appointment 
      description in this manual for further information. 
B. Adjunct - A faculty member with the M.A. or its equivalent who has a part time contract will be designated as an adjunct.

C.  Instructor - A faculty member with the M.A. or its equivalent who has a full 
                  time contract will be designated as an instructor.
C. Assistant Professor - An individual in possession of a terminal degree or 
      with the M.A. or its equivalent who has a minimum of three years of teaching 
      experience and has demonstrated a satisfactory level of professional 
      experience, teaching ability, and professional achievement is eligible for the 
      rank of assistant professor either via initial appointment or through promotion. 
D. Associate Professor - An individual in possession of a terminal degree who 
      either has 6 years of experience at the rank of assistant professor or has 
      attained the rank of associate professor at an institution of higher learning is 
      eligible for an initial appointment at the rank of associate professor. A faculty 
      member in possession of a terminal degree is eligible for promotion to the 
      rank of associate professor after 6 years of experience at the rank of 
      assistant professor and the demonstration of a satisfactory level of 

      professional experience, ability, professional achievement, and service to the 
      institution. This means that a faculty member ordinarily applies for promotion 
      in the fall of his/her sixth year of experience as an assistant professor, 
      although s/he may apply sooner.  
E. Full Professor - A faculty member who possesses a terminal degree and    

       who has a minimum of three years’ experience as an associate professor is 
       eligible for consideration for the rank of full professor. Accelerated promotion 
       implies extraordinary contributions to the University beyond what is normally 
       achieved by members of the faculty with comparable experience. Promotion 
       to full professor, the highest honor awarded to teaching faculty, recognizes 
       documented career-long excellence in teaching and service to students.  A 
       full professor has a record of commitment to scholarly and creative activities 
       that has been sustained throughout a professional lifetime.  Applicants for 
       full professorship have also contributed a significant measure of service to 
       University and school governance and conduct, have demonstrated 
       leadership qualities and have assumed increased responsibilities in the area 
       of University service.
Terms of Appointments

The terms and conditions of every appointment to the faculty will be stated in writing, and a copy of the appointment document will be supplied to the faculty member. A copy will be placed in his or her permanent file. Any subsequent extensions or modifications of an appointment, and any special understandings, or any notices incumbent upon either party to provide, will be stated in writing.  A copy will be given to the faculty member, and a copy will be placed in faculty member’s permanent file.

Persons with teaching appointments of any kind will be informed of their appointments each year in writing. Issues related to future tenure possibilities such as requirements for a terminal degree or University plans for specific programs shall also be stated in writing.  

All members of the faculty on tenure, probationary or adjunct appointments must indicate their acceptance of the terms annually by signing and returning a copy of the

appointment or contract letter.

Faculty Evaluations

The tenure and promotion process at Buena Vista University supports faculty development in two ways. First, it seeks to encourage the individual faculty member in efforts to improve skills and grow professionally. Second, it attempts to guarantee that the Buena Vista University faculty is of the highest possible quality and demonstrably dedicated to teaching, academic advising, professional engagement, and service.

Areas of Evaluation

Faculty members are expected to show that their performance as teachers, advisors, scholars, and citizens of the University reaches an expected individualized level of excellence.  Individually, the faculty member and his/her Dean will develop an evaluation plan.  Evaluation plans will reflect an individualized mix and weighting of the four primary areas noted below. 

Teaching Effectiveness

In keeping with the mission of Buena Vista University, teaching is the most important area of faculty performance.  For this reason, the University seeks faculty members who are committed to excellence in teaching.  Quality teaching is expected of all faculty members, and it is a requirement for reappointment, promotion, and tenure. Effective teaching stimulates students’ interest, increases their knowledge, and requires them to engage in critical analysis.  Generally, quality teaching includes: respect for students; respect for, and interest in, the learning process; clarity of purpose; a sense of timeliness; engagement with students; and fair treatment of students.  Excellent teachers can articulate their teaching philosophies, align appropriate teaching strategies with those philosophies, develop and use effective delivery methodologies and evaluate how well the strategies and methodologies are working.  There are a variety of ways to structure, deliver and evaluate learning designs, especially across the wide array of academic disciplines.  However, it is expected that all faculty members can consistently demonstrate and document behaviors and activities, in and outside the classroom, lab or studio, which are consistent with the values of good teaching and result in positive learning outcomes for students. High quality teaching extends to activities outside the classroom which support teaching in the classroom.  Examples of such activities are, but are not limited to, encouragement of the use of the Center for Academic Excellence, development of student tutor programs and student help sessions.

Academic Advising

Academic advising is an expected portion of a faculty member’s responsibilities.  Students should expect that they may contact their faculty advisors for information about courses of study, guidance in planning their academic careers, mentoring in their chosen fields, assistance in choosing a course of study suited to their needs and understanding graduation requirements. Effective faculty advisors are capable and willing to assist the student in these activities.

Professional Engagement

The University recognizes that professional growth, scholarship and other kinds of creative activity can take a variety of forms.  Buena Vista University’s faculty members are rewarded for contributions to the scholarship of engagement and integration which helps link work in the disciplines both to the classroom and to society at large.  This may appear in the form of traditional research, with subsequent publication or distribution of findings.  Another form would be the production of new works of art, theater, music or the like.  Other forms of scholarship and professional growth (e.g., curriculum development, activities in the profession, scholarly publications, publications for lay audiences, exhibitions, and consultancies) are recognized.

Service

The vitality of an institution of higher learning rests, in large measure, on the commitment of faculty to participate in the governance process as well as activities both on and off campus.  By its collegial nature, Buena Vista University relies upon the involvement of faculty, including outreach activities, to further create college partnerships.  Service such as faculty governance, meeting with prospective students, participating in admissions events and efforts, and participating in committee work is an essential responsibility of the faculty.  Candidates for tenure and promotion are expected to demonstrate that they have played an effective role in

their School, the University, and the community.  Faculty members may demonstrate service through active participation in professional organizations, service organizations or community service projects.  

Plans and Standards

Each faculty member is expected to demonstrate effective teaching, but may not be equally as strong in the areas of advising, professional engagement and service. Rather than expecting each person to devote equal time and energy in each area, Buena Vista University will seek to maximize the unique talents and interests of each faculty member.  Hence, each faculty member, collaboratively with his or her respective School Dean, shall annually develop a plan for his or her activities for the upcoming year that will specify the areas on which he or she plans to concentrate.  Tenured faculty only have to create a plan every three years, not every year, but must do self-evaluation every year. The professional development plan will identify the faculty member’s specific objectives for the year ahead in the areas of teaching, advising, professional engagement and service.  The School Dean shall review professional development plans to assure they are congruent with individual and School needs as well as institutional priorities. 

Evaluation Processes and Mechanisms

In order to assure a fair and equitable evaluation for all faculty members at all junctures in their career, the VPAA will solicit evaluation of faculty members’ performance in four separate and distinct ways: individual self-evaluation; School Dean evaluation; peer evaluation for tenure and/or promotion decisions; and student evaluation.  These evaluations shall be kept in the permanent file of each faculty member.

The Permanent File

A single file will be maintained for each faculty member in the office of the VPAA.  This file will be the basis for all reviews, including, but not limited to: pre-tenure review, tenure review, promotion review, and post-tenure review.  All agreements negotiated at the beginning of employment or subsequently will be included in the file.  Other materials may include past and current student course evaluations, evaluations written by internal and external colleagues, summary appraisals by Deans, bibliographic lists and/or summaries of scholarly work and letters from current students and/or alumni.  All specific references to the faculty member’s salary will be available only to the VPAA, the School Dean, the President of the University, and legal counsel.  

The evaluation file belongs to the individual faculty member and Buena Vista University, who has the right to access its entire contents.  Each faculty member is expected to review and update his/her file as appropriate and has the right to add evaluation materials to the file, as long as notification is given to the faculty member as to what materials are being added.  The VPAA’s office is responsible for maintaining files and providing a reasonable schedule of times when faculty may access their files.  The faculty member has a right to a copy of any materials in the file, but the file itself may not be removed from the VPAA’s office.  Materials once added to the file may not be removed unless jointly agreed to in writing by the VPAA and the faculty member.

The file may only be viewed by the individual faculty member, the President, the VPAA, office staff who maintain files and members of specific evaluation committees, legal counsel, and faculty who write a letter for inclusion in the file.
Peer Review Teams

Mentoring of probationary faculty members will be provided by peer review teams; use of these teams is optional for all other faculty members.  Probationary faculty members will, in consultation with their School Dean, select two fellow faculty members who will serve as peer advisors who will take responsibility for sustaining and evaluating the teaching and the professional development of their colleague.  Faculty members will also provide their peer review team members with their plans for professional development.  The School Dean will be responsible for ensuring a balance of junior and senior faculty members on each person’s review team, and that no individual faculty member serves on more than three review teams.  At least one member of a faculty member’s peer review team must be from outside the faculty member’s school.

Peer review team members, who will be provided ongoing training in evaluation and peer review, will be expected to visit their colleague’s classes and to provide constructive feedback as to their classroom performance.  The intent of the peer review team is to establish long-term, stable and responsive relationships with the probationary faculty member.  Peer review teams will provide both oral and written feedback to the faculty member being evaluated in order to assist, support and encourage their colleagues in their teaching and in their professional development. 

The VPAA will receive a written report from the peer review team annually.  The report, including a chronology of the review, establishing that it took place, and describing the process, will be placed in the faculty member’s file, issued to the faculty member and sent to the faculty member’s school Dean.

Review Processes for Evaluation of Annual Performance 

Pre-tenure Review

Pre-tenure review occurs halfway through the probationary period. This process is intended to provide timely and collegial review of probationary faculty.  This open and consultative process involves tenured members of every school in determining the future of their school by careful deliberation on the performance and probable fit of their junior colleagues.

1.  In the fall of the probationary midpoint, the tenured faculty members of a school will meet to deliberate on the progress of the probationary faculty member in their school.  Joining the tenured faculty within the school will be a tenured faculty member from another school chosen by the VPAA in consultation with the School Dean.  To aid in their deliberations, the tenured faculty will have access to current evaluations of the probationary faculty member.

2.  After discussion, the tenured faculty will vote in a recorded roll-call whether the candidate is making satisfactory progress toward tenure.  Results will be recorded by the School Dean, who will report the recommendation to the VPAA.  The School Dean will draft a letter to the probationary faculty member summarizing the comments of the tenured faculty’s deliberations which will first be reviewed by the tenured faculty in the school.  This letter will then be given to the probationary faculty member with a copy to the VPAA for inclusion in the permanent file.

3.  The VPAA will work with probationary faculty members as they prepare their files and will meet with each school’s faculty prior to deliberation to discuss criteria for the review process.

Tenure and/or Promotion

1. In May of each year, faculty members or School Deans may submit to the VPAA nominations for promotion and/or tenure. The VPAA will certify that the nominee has met the criteria and communicate any discrepancies to the nominee.

2. The VPAA shall establish a Tenure and Promotion Committee, consisting of one tenured representative from each of the five schools.  The five members shall be elected by their respective schools on a staggered three-year term basis.  The Faculty Senate Immediate Past Chair serves as the chair of this committee and votes only in cases where a tie vote occurs.  The VPAA shall notify all faculty members of the composition of the Tenure and Promotion Committee membership as well as the candidates being considered for tenure and/or promotion.  The VPAA shall convene the meetings of the Tenure and Promotion Committee in September May and December and shall be present for all committee meetings, but shall have no vote on the committee.  
3.  Candidates for tenure and/or promotion shall review their files to assure accuracy of factual data and that inclusiveness of materials adequately reflects all aspects of candidacy.  Candidates are free to add whatever supporting documentation they deem appropriate to support their candidacy for tenure and/or promotion.  The candidate will be asked to submit a list of current students and alumni who will be contacted by the VPAA’s office and asked to submit a letter.  Letters received by the VPAA’s office will be copied, copies will be placed in the candidate’s file with the author’s name removed, and the originals will be filed. 
4.  The VPAA will invite all Buena Vista faculty to submit letters for inclusion in each candidate’s permanent file.  Although all faculty from the candidate’s school will be invited to submit letters, the tenured faculty of the school are required to write a letter.  Tenured faculty who serve on the Tenure and Promotion Committee will be exempt from this requirement.  Non-tenured faculty are not required to write a letter, but may do so if they desire.  All faculty intending to write a letter will be give access to the candidate’s tenure and promotion file and are encouraged to view it before writing.  Before writing a letter, faculty are strongly encouraged to visit the candidate’s classes.

5.  The tenured faculty members of a school will meet to deliberate on whether the faculty member should be recommended for tenure and/or promotion.  Joining the tenured faculty member within the school will be a tenured faculty member from another school chosen by the VPAA in consultation with the School Dean.  To aid in their deliberations, the tenured faculty will have access to the faculty member’s promotion and tenure file. 

After discussion, the tenured faculty will vote in a recorded roll-call whether the candidate should be recommended for tenure and/or promotion.  Results will be recorded by the School Dean, who will report the recommendation to the VPAA.  The School Dean will draft a letter summarizing the contents of the tenured faculty’s deliberations, which will first be reviewed by the tenured faculty in the School.  The candidate’s School Dean shall place in the candidate’s file this written recommendation for the Tenure and Promotion committee regarding the candidate’s progress and qualifications for tenure and/or promotion.

6.  At least one of the peer review team members, as selected by the candidate, may be present in an informational capacity when the Tenure and Promotion Committee is considering the candidate’s request. 

7.  The Tenure and Promotion Committee shall consider the candidacy of each nominee for tenure and/or promotion based on all the contents of the candidate’s file, including all annual reports, student evaluations, the candidate’s self-evaluation and the recommendation of the School Dean.  The committee chair reports the committee’s recommendation to the VPAA and the candidate, and places a written explanation of this recommendation in the candidate’s file.   

8.  Outcomes of the Tenure and Promotion Committee shall only be shared with the candidate, the School Dean, the VPAA, the President of the University, and the Board of Trustees.

9.  Before making a recommendation about tenure to the President, the VPAA shall consult with and receive the recommendation of the Tenure and Promotion Committee.  Additional information may be gathered from the Peer Review team and School Dean. Recommendations for tenure are based on the criteria described in Review Processes for Evaluation of Annual Performance.  The VPAA’s independent recommendation is put in writing to the President of the University and the chair of the promotion and tenure committee with a copy placed in the candidate’s open file.

10.  The President of the University shall consider the candidacy of each nominee for tenure and/or promotion taking into account all recommendations at prior levels of review.  

a.  In the case if a positive recommendation, the President makes his or her 

                 independent recommendation in a written report to the Board of Trustees with 

                 a copy placed in the candidate’s permanent open file.

            b.  In the case of any adverse recommendation, the President makes his or her 

                 independent recommendation in a written report with a copy placed in the 

                 candidate’s permanent open file and notifies the promotion/tenure candidate 

                 of the decision.  After being notified, the promotion/tenure candidate has ten 

                 (10) working days to file a notice of appeal to the Faculty Appeals Committee.

11. The Board of Trustees determines whether to grant tenure and/or promotion based on the recommendation of the President of the University.
THE TENURE/PROMOTION APPEALS PROCESS

Appeals Policy Purpose

The purpose of this policy to provide appeal rights to faculty members for these specific circumstances: to a tenure-track faculty member who is denied reappointment, promotion, or tenure; to a faculty member who is denied promotion; to a faculty member who is denied annual renewal within a multiple-year term appointment.  

Faculty members wishing to appeal any decision related to tenure shall present a written appeal to the Faculty Appeals Committee and to the Vice President for Academic Affairs/Dean of Faculty.  The faculty member shall be afforded a full opportunity to present his or her case before the Faculty Appeals Committee. 

1. An appeal must be based upon one or more of the grounds for appeal provided herein.

2. The remedy available through this procedure is that some or all of the applicable procedures be reviewed or repeated and the University’s decision is reconsidered.

Grounds For Appeal of Renewal, Reappointment, Tenure and Promotion Decisions

The grounds upon which appeals may be made are 

(1) improper consideration and/or

(2) inadequate consideration.

1. An appeal may allege that a decision against renewal, reappointment, tenure, or promotion was based significantly on improper consideration because the review process process involved at least one of the following: 

(a) violation of academic freedom, or

(b) unlawful discrimination, or 

(c) violation of applicable University policies on discrimination.

2. An appeal may allege that a decision against renewal, reappointment, tenure, or promotion was based significantly on inadequate consideration of the evidence and/or of applicable evaluation standards for the relevant decision. The evaluation standards set forth in the faculty evaluation section of the Faculty Manual (pages 21-22) shall apply. 

An allegation of ‘inadequate consideration’ refers to concerns whether the School, the Tenure and Promotion Committee, the Vice President for Academic Affairs/Dean of Faculty and/or the President used applicable standards and appropriate evidence in reaching their decisions. 

For the purpose of this policy, the term ‘adequate consideration’ refers essentially to the procedural issues having a bearing on the substance of the decision. The standard of adequate consideration is whether the decision was conscientiously arrived at after a good faith deliberation of the relevant information in light of the appropriate standards. Thus, a finding of inadequate consideration involves a critique of process and not a substitution of the Faculty Appeals Committee’s own judgment on the merits. 

The Appeals Process

1. The Committee may deliberate on its own or meet with whomever it chooses. The Committee may seek to obtain evidence and information from whatever sources and in whatever forms it deems appropriate, including hearings to obtain information from witnesses to the events giving rise to the grievance.
2. Whenever the appellant is present at a meeting or a hearing held by the Committee, he or she shall have the right to have present an advisor of his or her choice.  The advisor must be selected from the faculty or the staff of the University.  The University shall be represented by the Vice President for Academic Affairs/Dean of Faculty, who may select and have present an advisor from the faculty or staff of the University.  

The role of each advisor is to listen to the proceedings, offer advice to the advisee, take notes, and provide personal support to the advisee.  It is understood that no institutional retaliation against the advisor shall occur as a result of their service to the appellate.

Hearings of the Committee are open only to the appellant, the Vice President for Academic Affairs/Dean of Faculty, the advisors to the appellant and the Vice President, and other persons invited by the Committee.

At any hearing or meeting of the Committee where the Appellant is present, the Vice President for Academic Affairs/Dean of Faculty and their advisor may attend.  At any hearing or meeting of the Committee where the Vice President for Academic Affairs/Dean of Faculty is present, the Appellant and their advisor may attend.

3. The Committee may question all persons involved in hearings of the Committee. Neither the parties, nor their advisors, if any, may question witnesses or other hearing attendees without consent of the Committee.

4. The Committee may seek to obtain information from whatever sources it deems necessary. If the appellant or the Vice President for Academic Affairs/Dean of Faculty believes that additional information would be useful from witnesses, or that additional documentary evidence would be helpful, either or both may so inform the Committee, which will determine whether to seek additional testimony or evidence. With the consent of the appellant, the Committee is entitled to access to the appellant’s dossier and personnel documents used by individuals or committees in making the original decision.

5. The Committee shall have discretion to determine the manner and order in which it shall take evidence. It may question all persons involved in the hearing.  Rules of evidence and other rules and procedures applicable to a court of law need not apply. While protecting the confidentiality of contributions to the dossier, both parties to the dispute have the right to hear testimony of all witnesses and the right to knowledge of all other evidence on which the committee may base its findings.

6. All hearings and deliberations of the Appeals Committee shall be conducted confidentially. All participants are bound to keep confidential the evidence and testimony presented or reviewed in the hearings and deliberations. This provision is not intended to limit the ability of the appellant or the University to communicate freely with attorneys, governmental agencies, or as otherwise allowed or required by law.

7. After the Committee’s work is complete, all records of its activities as well as all written materials submitted to it shall be placed in the custody of the President of Buena Vista University. The President shall determine the extent, if any, to which the materials from each case may be accessible to the public to the extent that he/she thinks this is in the best interest of the University.

a) These materials may be reviewed by the Appellant.  This review shall occur within three business days of the Appellant notifying the President in writing that the Appellant seeks a review of the materials.  The  review shall occur at a time and place (on the Buena Vista University campus) selected by the President.  At the review, there shall be a representative of Buena Vista University, present at all times.  This right of review is the exclusive right of the Appellant.

Faculty Appeals Committee Report

The Faculty Appeals Committee shall not substitute its judgment on the merits of the decision for that of appropriate faculty bodies including the School, Tenure and Promotion Committee, the Vice President for Academic Affairs/ Dean of Faculty, or the President as to the faculty member’s suitability for renewal, reappointment, tenure, or promotion, but instead shall limit its findings of fact to the following:

a) Whether improper considerations have occurred and likely have affected the decision(s).

b) Whether inadequate consideration of the evidence and/or of applicable evaluation standards for the relevant decision have occurred and likely have affected the decision(s).

The Committee shall prepare a written report within two weeks, that shall include:

a) A statement of the relevant materials and information the Committee considered in reaching its decision; 

b) A statement explaining why the Committee arrived at its findings; and,

c) If the Committee finds improper and/or inadequate consideration, the report shall make recommendations as to which procedure(s) shall be reviewed or repeated and by whom.  

This written report shall be given to the President, Vice President of Academic Affairs/Dean of Faculty, the grieving party, and the person or persons against whom the grievance was made together with any dissenting report.

The Vice President of Academic Affairs/Dean of Faculty shall make a written recommendation within one week to the President concerning the appeal.

Disposition of Appeal

Within one week of receipt of the Faculty Appeals Committee’s written report and the Vice President for Academic Affair’s written recommendations, the President will either deny the appeal without further consideration or direct that some or all of the applicable procedures be reviewed or repeated.  The President’s directive for reconsideration shall include specific instructions for individuals or committees and shall state specific deadlines for reconsideration.

Within one week of receipt of all required responses for reconsideration from individuals and committees, the President will either reverse the decision or let stand the original decision, and notify the Faculty Appeals Committee, the Vice President for Academic Affairs, the grieving party, and the person or persons against whom the grievance was made.

The President’s notification to reverse or let stand the original decision shall include an explanation for the decision.  

If the President decides to reverse the original decision, a positive recommendation for renewal, reappointment, promotion and tenure will be forwarded to the Board of Trustees for final action.  If the President decides to let stand the original decision, this decision of the President may be appealed to the Board of Trustees by writing to the Chair of the Board within seven days of the President’s decision.  In either case, The Board of Trustees shall make a final decision on the appeal at its next regularly scheduled Board meeting.

After the Board of Trustees has completed its review, the Board will either reverse the decision or let stand the original decision, and the Board Chair will notify the President, Faculty Appeals Committee, Vice President for Academic Affairs, the grieving party, and the person or persons against whom the grievance was made.
Post-tenure Review

1. Tenured faculty members who receive two consecutive negative evaluations shall undergo post-tenure review.  

2. The faculty member shall receive detailed information on the areas in need of improvement from the School Dean.  Subsequent annual plans will specify plans for improvement.  The University then shall assist the faculty member in improving the faculty member’s performance.  The faculty member shall have two years to demonstrate noticeable improvement. 

General Description of Salary Evaluation Process and Procedures

Faculty Evaluation is an ongoing process and includes elements of self-evaluation, peer evaluation, student evaluation and administrative evaluation.  Every faculty member meeting basic professional standards for the year under review will be awarded a salary adjustment.  

Salary increases for full-time faculty are decided by the Dean of Faculty in consultation with the faculty member and the School Dean and after review of the individual faculty member’s annual self-evaluation.
Post-tenure Review

1. Tenured faculty members who receive two consecutive negative evaluations shall undergo post-tenure review.  

2. The faculty member shall receive detailed information on the areas in need of improvement from the School Dean.  Subsequent annual plans will specify plans for improvement.  The University then shall assist the faculty member in improving the faculty member’s performance.  The faculty member shall have two years to demonstrate noticeable improvement. 

General Description of Salary Evaluation Process and Procedures

Faculty Evaluation is an ongoing process and includes elements of self-evaluation, peer evaluation, student evaluation and administrative evaluation.  Every faculty member meeting basic professional standards for the year under review will be awarded a salary adjustment.  

Salary  increases for full-time faculty are decided by the Dean of Faculty in consultation with the faculty member and the School Dean and after review of the individual faculty member’s annual self-evaluation.
Academic Load and Collateral Duties

Twelve semester hours for both the fall and spring terms is considered a normal faculty load, with assignments ranging from 10-14 credit hours per semester.  

Teaching assignments are made by the Dean of Faculty after consultation with respective Deans of the Schools. 

Employment outside the University during the academic year is not engaged in by faculty members unless clearance is first given in writing by the President of the University.
Faculty Development

The faculty members of Buena Vista University are dedicated to their students’ educational and personal welfare and to their own professional and personal development.  From the most recently hired to the veteran, faculty members who continue searching and learning are crucial to the excellence of Buena Vista University.

Buena Vista University faculty members are expected to be teachers, scholars and community servants; however, their primary commitment is to teaching excellence.  Such excellence results from reading and writing within specific disciplines and incorporating new data into courses, as well as adopting worthwhile teaching methods and entering into lively intellectual interaction with colleagues on campus or at professional meetings off campus.

Recognizing the importance of individual and corporate faculty growth, Buena Vista University supports the following development opportunities:

The Sabbatical 
The program is for tenured faculty. Sabbatical may be for five months with full pay or nine months at half pay. Faculty members will be relieved of all teaching duties and other responsibilities in order to fulfill the sabbatical.

The maximum number of institutional sabbaticals shall be three per year; Wythe award sabbaticals do not count against this total number. There are three categories of sabbaticals, from which proposals will be selected (depending on merit): (1) to improve teaching; (2) to do research; and (3) for professional development such as administration or program retooling.

Faculty members seeking such a leave will submit a proposal (using the form provided by the Dean of Faculty), and the decision will be made on a competitive basis. Each proposal must include all of the following elements:

1. A completed cover sheet form, identifying the faculty member, the project, the faculty member’s leave history, and the time period during which the proposed sabbatical leave is to take place, along with the signatures of the faculty member and the dean of that individual’s school (indicating that the dean is aware of, supportive of, and prepared to make all of the relevant staffing and course arrangements required by the proposal)

2. An abbreviated CV representing the faculty member’s period of service at BVU

3. A detailed document about the project, which must include:

a. A description of the project’s goals

b. Information about the location(s) in which work on the project will be conducted

c. A timeline or schedule, indicating how the leave time is to be used

d. A detailed account of the procedures to be used to accomplish the described goals (lab or library research, participation in a class, etc.); the faculty member may also include any existing materials representing work begun on the project (bibliography, collected data, etc.), if applicable

e. A resource description, detailing both what the faculty member will need from the university and what benefits the university can expect as a result of this project; if the faculty member has acquired external funding (grant money, for example), a description of the grant award should be included.

f. A general description of a suggested evaluation process to be used by the faculty member, the dean of her/his school, and the Dean of Faculty to determine whether the given goals of the project have been met. The evaluative process in question must include some form of documentation or presentation that sums up and offers some self-critical reflection on the work done for the benefit of those charged with evaluating it.

Faculty receiving a sabbatical will not be eligible to enter competition for another for the next four years, unless in the opinion of the University another sabbatical would distinctly enhance the University. This exception would be rare, and the four-year period would normally apply. 

The sabbatical will be granted by the Board of Trustees upon recommendation of the President. The Deans of the Schools and the Dean of Faculty will serve together as a screening committee for the proposals. Faculty utilizing a sabbatical opportunity are expected to return to the University for at least one year after the experience.

Leave of Absence 

Faculty members may seek an unpaid leave of absence for advanced study or for a variety of other reasons.  Faculty interested in such leaves should confer with the Dean of Faculty. 

A leave of absence assumes the expectation of return to the institution upon completion of the leave.  Time spent on leave of absence or family leave will not count as probationary period service, unless the individual with tenure-track appointment and the institution agree to the contrary at the time leave is granted.  No more than two years may be exempted from the probationary period.  Circumstances to trigger this “stop-the-clock” option may include, but are not limited to, parental responsibilities related to the birth, adoption, or rearing of a child; personal or family emergencies; or pursuit of a terminal degree.  Faculty members retain fringe benefits except retirement benefits unless otherwise notified when the leave is granted.  

Financial Assistance for Advanced Study

Buena Vista University will provide a grant to selected faculty members of one-third salary for one year to permit attendance at a college or university to do advanced work on a doctor’s degree. Such a grant shall be provisional upon the faculty member returning to a position at Buena Vista University.  Financial assistance for advanced study is negotiated by the Vice President of Academic Affairs and the faculty member.
In addition, the University will provide a loan for an amount up to $3,600. All funds will be made available on a schedule negotiated by the University and the faculty member. Loan arrangements are made with the Business Office Manager.
Faculty Development Accounts

The University provides financial support to faculty members for the following faculty development opportunities:

1.  Faculty Travel Funds (Professional Meetings) (FT)

Each fiscal year the Dean of Faculty/VPAA budgets $500 for each full-time faculty member to attend professional meetings.  To access these funds, please follow the procedures listed below. 

2.   Faculty Development Special Projects (FDSP)

Full-time faculty members are given $1,000 in faculty development special projects funds each year that can be used for expenses/professional development materials that aren’t covered by faculty travel funds.  Money in this account can not be carried over to the following     fiscal year.  To access these funds, please follow the procedures listed below. 
Faculty members using faculty travel and faculty development funds to support travel expenses are required to submit an electronic travel request form itemizing estimated expenses.  Electronic request forms need to be submitted to the Dean of Faculty Adm.Asst. for VPAA review.  If a travel advance is needed, the travel request form must be submitted at least three weeks prior to the date the advance is needed. 
Equipment purchased with Faculty Development Special Projects funds become the property of the University.  If an employee leaves the University’s employment, the equipment remains with the University unless the VPAA grants permission for the employee to take the equipment with him or her. 

If an employee is allowed to take the equipment upon leaving the University, the fair market value of the item must be treated as taxable income to the individual.  The fair market value of the equipment will be determined based on the five-year equipment depreciation scale used for equipment at the University.

Faculty Development Grants 

Procedures for submitting proposals

All faculty members eligible to vote in Faculty Senate elections are eligible for Faculty Development Grants. (moved from below)There are no specific deadlines for applications; they may be submitted throughout the year.  The Faculty Development Committee will review and consider mini-grant applications four times per academic year.  Review dates will be communicated, via e-mail, in advance.  
The Committee may modify the requirements and policies of the grant process with due notice given to faculty.

Contact the Dean of Faculty Office to access the funds awarded by the Faculty Development Committee.
3.  Personal Level Grants (Up to $1,000 per individual)

The intent of this program is to support individual faculty members who are actively engaged in a specific scholarly or professional development project. Faculty must demonstrate that they have, or will, exhaust their personal level development accounts ($1000 general and $500 travel) to be considered for funding from the Faculty Development Committee. Awards are competitive and amounts awarded are subject to availability of funds and committee discretion. Faculty who have not received personal level support from the Committee during the current academic year, all other things being equal, have precedence over those who have.  In addition, faculty who have not recently received personal level support from the Committee, all other things equal, have priority over those who were funded in the prior academic year. 
Funds may be used to:

· pay tuition for scholarly or professional courses, 

· purchase specialized equipment, specialized software, and/or books directly related to a specific scholarly or professional development project and which are not available elsewhere on campus.  When purchased, these items become the property of Buena Vista University. (
· pay travel, lodging, meals (it is expected that faculty will have exhausted the Dean of  Faculty discretionary travel funds before they will be eligible for personal level faculty development mini-grants for travel),  

· pay other related expenses (subject to committee approval). 

Additional funds may be available depending on demand and discretion of the committee.

Applications may be submitted at any time prior to the start date of the project.  The Faculty Development Committee will review and consider mini-grant applications four times per academic year.  Applications must be received by the Committee 48 hours prior to the meeting. A standard form (required for administrative use) is available through the link below.  A description, containing 500 or fewer words, that includes a statement of purpose for the project, the goals/objectives, expected benefit to the applicant, and an itemized budget are required.  Consultation with a member of the Faculty Development Committee is recommended. 

Upon completion, each individual will be expected to: (1) summarize briefly the nature of the learning experience and to evaluate its effectiveness (for future use by faculty interested in pursuing similar training); (2) be available to make informal presentations upon request by others at the university (e.g. Faculty Friday presentations).  

We do not reimburse for time devoted to a project or pay stipends or wages related to a project.  Faculty who have resigned from the University or whose contracts have not been renewed are also not eligible for faculty development funds.  

Funds should be expended within the time frame indicated in the grant proposal or as otherwise specified by the Committee.  Unused funds revert back to the Committee.  Funds are only to be used for the project as approved by the committee.  

If a faculty member receives a travel advance for faculty development grants, a completed travel voucher (with receipts attached) needs to be submitted to the Dean of Faculty Office within 60 days from the date of issuance of the advance or June 30th, the end of the fiscal year, whichever comes first.  Failure to submit a completed travel expense voucher for a travel advance within the timeframe listed above will result in that amount will be submitted to the Payroll Department so it can be added to your payroll earnings record.  Reimbursement for expenses must be submitted to the Dean of the Faculty Office prior to the end of the fiscal year (June 30th).  If expenses will be incurred after June 30, you need to contact the chair of the Faculty Development committee so those funds can be set aside for your use after July 1.

Faculty who do not receive full funding for their project from the Faculty Development Committee are encouraged to request additional funds from his/her school Dean and/or from the Dean of the Faculty.

( Equipment purchased with Faculty Development Funds become the property of the University.  If an employee leaves the University’s employment, the equipment remains with the University unless the VPAA grants permission for the employee to take the equipment with him or her. 

If an employee is allowed to take the equipment upon leaving the University, the fair market value of the item must be treated as taxable income to the individual.  The fair market value of the equipment will be determined based on the five-year equipment depreciation scale used for equipment at the University.
Get Personal Level Grant Application
Application form will open as a Microsoft Word document. 
Complete the form, save it to your hard drive for your personal records, 
then attach it to an email message to the Chair of Faculty Development.

University Level (Up to $5000 per group)
The intent of this program is to provide support to groups of faculty for collegial, pedagogical, professional, and scholarly development.  Pooling funds across schools for interdisciplinary or cross-school projects is encouraged.

Groups may be funded up to $5000.  Experiences may include but are not limited to:  attendance at regional/national conferences and workshops, on-campus workshops or speakers, summer courses, collaboration with colleagues at other institutions, visits to other colleges and universities, occasional working dinners, or any other activities deemed useful by participants.  Receipts must be submitted to the Dean of Faculty for final processing.  

Groups of faculty may submit applications for funds, which should describe, in approximately 500 words:  (1) goals for the group; (2) anticipated training needs/resources; (3) a projected itemized budget; and (4) plan for evaluating outcomes.  Applications may be submitted at any time.  The Faculty Development Committee will review and consider applications four times per academic year.  Applications must be received by the Committee 48 hours prior to the meeting.  

Upon completion, each group will be expected to: (1) summarize briefly the nature of the learning experience and to evaluate its effectiveness (for future use by faculty interested in pursuing similar training); (2) be available to make informal presentations upon request by others at the university (e.g. Faculty Friday presentations).  

The disbursement of funds is handled through the Dean of the Faculty’s office.

Funds should be expended within the time frame indicated in the grant proposal or as otherwise specified by the Committee.  Unused funds revert back to the Committee.  Funds are only to be used for the project as approved by the committee.  Within 60 days from the completion of the project (or June 30th, the end of the fiscal year, whichever comes first), a completed expense voucher with attached receipts, appropriate signatures and correct account number(s) must be returned to the Dean of Faculty Office for processing. Any advance or prepaid expenses where paperwork is not turned in within 60 days (or June 30th, the end of the fiscal year, whichever comes first) will be submitted to the Payroll Department and reported as income.
Groups who do not receive full funding for their project from the Faculty Development Committee are encouraged to request additional funds from the Dean of the Faculty.
Get University Level Grant Application for Groups
Application form will open as a Microsoft Word document. 
Complete the form, save it to your hard drive for your personal records, 
then attach it to an email message to the Chair of Faculty Development.
Hebei Province Friendship Exchange

Many Buena Vista University faculty have participated in a three-week tour of China as a result of an on-going cultural exchange with the Hebei Province Friendship Association, Shijiazhuang, China.  Buena Vista University faculty generally travel to China for a tour of sites from Beijing in north China to Guangzhou in the south.  Tours began in 1988 and are largely cost-free for faculty.  Round-trip airfare is purchased for the faculty by the University; transportation, lodging and meal costs in China are paid by the Hebei Friendship Association.  This exchange usually occurs every third year.  Contact the Dean of the Faculty for more information.
Reimbursement for Expenses
All reimbursement for travel, public relations, recruiting and entertainment expenses are to be submitted on a travel expense voucher which can be obtained in the Business Office.    

Travel vouchers must include the following:

Receipts of daily itemized expenditures for meals, lodging, travel, personal car mileage and miscellaneous purchases. A receipt is required for meals over $5.

Receipts for meals, lodging, gift and miscellaneous purchases are necessary when recruiting, entertaining donors, trustees or guests. The following information should be attached to each voucher: a) The names of the individuals, guests, trustees or donors receiving this gratuity; b) The place of expenditure; c) The date of the expenditure; d) The purpose of the expenditure; and e) The items or gifts that were purchased.  This includes purchases charged to personal credit cards.
Exceptions to the above may only be approved by a Vice President or President.

Alcoholic beverages are not reimbursable by the University. Requests to present gifts or serve alcoholic beverages at University functions may be approved on a case-by-case basis by the Vice President of Academic Affairs or the President.  The purchase of alcoholic beverages may be reimbursed only by permission of the Vice President of Academic Affairs or the President.
Travelers are responsible for making their own travel arrangements such as airline tickets, lodging and meals. In the case of out-of-state travel where airline travel and lodging are necessary, the use of local travel agencies may be recommended. It is the responsibility of the traveler to use the most economical method of travel.

The University provides travel advances only in cases when there is a need for a large amount of funds to be used for a trip. Faculty members using faculty travel funds, faculty development special project fundis, or faculty development funding awarded by the Faculty Development Committee need to submit a travel request form to the Dean of Faculty at least seven (7) days prior to the date of the trip.  The travel request form provides the applicant with the option of requesting a travel advance.  If the advance is requested, the Dean of Faculty Office will process the paperwork for the advance.
In cases where a traveler is given a travel advance, the excess funds must be returned to the Business Office with the travel voucher before another travel advance can be issued.

All travel expense vouchers for expenses occurred must be submitted within 60 days of receiving a travel advance.  Failure to do so will result in the amount of the travel being submitted to payroll as income to the individual.
Use of University vehicles is based on the availability of these vehicles on the dates a traveler may need them. A form signed by a School Dean or Vice President of Academic Affairs must be completed when reserving a vehicle.  This must be turned into the Business Office to complete the reservation.  Departmental charges for University vehicles are adjusted periodically depending in the actual costs of operating these vehicles.  The use of University vehicles is more economical than for individuals to use their own vehicles and be reimbursed.  University vehicle use by a person not employed by or attending the University is forbidden and may lead to termination.

Travelers using their own personal vehicles must list the mileage and the location of travel daily for each reimbursement claim. Reimbursement is at a rate that is adjusted periodically depending on the actual costs of operation.

The Purchasing Manager in the Business Office can provide information on economical rates available from car rental firms.

The University suggests that travelers use travelers checks when large sums of money are needed for a trip.

Wythe Award

In striving for excellence, an independent liberal arts college relies first and foremost on the quality and ability of its faculty.  Without well-trained and competent faculty members, excellence in higher education becomes nothing more than a byword.  With this fact in mind, Paul and Vivian McCorkle have created a special endowment fund specifically designed to enhance the educational excellence of this institution through faculty development. 

Buena Vista University is most pleased that Paul and Vivian McCorkle have established this fund.  Thus, it is with a deep sense of appreciation for the McCorkles’ interest in faculty development and in their willingness to make a substantial gift in this area that we present the following guidelines for the use of the endowment they have created.

The fund shall be known as the Paul and Vivian McCorkle Endowment Fund for Faculty Development. 

The actual award to faculty from this fund shall be known as the George Wythe Award, in honor of the great teacher who had such a tremendous influence on the life and work of Thomas Jefferson. The award will read “The George Wythe Award is made possible by the Paul and Vivian McCorkle Endowment Fund for Faculty Development.“ The recipient shall be known as the George Wythe laureate. 

The award will be given at the end of the second semester (spring) of each academic year. 

At the close of the fiscal year preceding the award (e.g. June 30 preceding the next May), the financial office of the College will determine the amount of funds available for the upcoming award by using the following guidelines: 

The principal of the Endowment Fund and any subsequent gifts to it as well as any net appreciation shall not be expended.  The amount of the award will be based on interest income from the above appreciated principal.  These available funds shall become the stipend awarded to the George Wythe laureate.  The stipend may be up to 8% of the appreciated principal.  Any interest earnings over 8% shall be returned to the principal in an attempt to keep the principal equal to the current value of the dollar.  If less than 8% interest income is earned on the appreciated principal, the stipend may only be awarded for that income amount.  The appreciated principal cannot be violated. 

The appreciated principal of the endowment shall be kept in trust by the University and managed by the University or its designee and shall not be invaded.  No allocation of funds for awards may be made if the award will dip into the appreciated principal. 

Selection Guidelines 

The award is for excellence in teaching.  Its purpose is to enhance the quality of teaching at Buena Vista University.  It is not intended to reward individuals for long service or popularity. 

Both tenured and non-tenured faculty may be considered for the award.

Receipt of an award in a previous year should not disqualify a faculty member from receiving the award in a current year. 

The Committee Members 

A faculty committee will be in charge of selecting the annual recipient of the George Wythe Award for excellence in teaching.  This award is to be made annually to an excellent teacher and is to be used to enhance the recipient’s effectiveness and affectiveness as a teacher. 

The committee will consist of seven faculty members; six of whom are tenured and one of whom is not tenured. 

Of the tenured faculty members, each School will elect its own representative(s): two will be elected by the School of Communication and Arts; the remaining Schools will elect one tenured faculty member each. 

Election will be by majority vote of all (tenured and untenured) faculty members in each School. 

These six tenured faculty will serve staggered three-year terms on the committee. 

There will be one untenured faculty member on the committee who will be elected to a three-year term by majority vote of the entire University’s non-tenured faculty members.  The office of the Dean of Faculty will administer this election.  Should the elected non-tenured member receive tenure before the three-year term expires, committee membership must be relinquished to an elected successor. 

The committee chair will inform the appropriate Dean when a vacancy exists, or will exist, in a timely manner which will permit the vacancy to be filled by above procedures. 

The initial Wythe Committee will be composed of two faculty who will serve three-year terms, two faculty who will serve two-year terms, and two faculty who will serve one-year terms.  These initial terms will be decided by drawing lots except that the two members from the School of Communication and Arts must have staggered terms.  The representative of the non-tenured faculty will be elected for a three-year term.  All subsequent new members will serve three-year terms which will end following the public announcement of the award in the appropriate year. 

Members of the Wythe Committee are not considered prime candidates for the Wythe Award, but need not necessarily be eliminated either.  If a member is nominated for the award, he/she may accept or decline the nomination.  If declined, membership on the committee will be maintained.  If accepted, the member will be replaced on the committee by a newly elected faculty representative from his/her constituency. 

The Chair is not eligible to be nominated for the Wythe Award. The Chair will be chosen annually at a meeting following the presentation of the award by majority vote of the committee members.  At this meeting, any newly elected committee members will also participate, replacing members whose terms have expired. 

Nomination and Selection 

During the first (fall) semester of each academic year, the committee will invite nominations.  The committee will inform the general community in an appropriate manner that the nomination process has opened and set a deadline or closing date for nominations. Nominating letters may come from deans, administrators, faculty, current students, former students or the committee members.  Faculty may nominate themselves.  The committee is not looking for extensive supporting documentation at this point, but letters of nomination should include nominator’s reasons for recommending the faculty member. 

Based on these letters of recommendation, the committee will select four or fewer major candidates for the award.  These major candidates will be asked to provide a list of recommenders.  From each candidate’s list of recommenders, the committee will solicit recommendations from three (3) faculty colleagues, three (3) current students, three (3) former students and one (1) other source.  A folder which contains all information on each candidate will be established. 

The committee will make its decision based on all supporting material obtained as well as the judgment of its members.  The standards of selection should include, but are not limited to: 

Affectiveness and effectiveness as a teacher, including classroom performance, classroom assistance to students, advising, individual student projects undertaken, assistance with or guidance of extracurricular student activities. 

• The candidate’s potential for benefiting professionally from the award. 

• The candidate’s scholarly or professional development interests.

• The candidate’s activities which have aided or encouraged colleagues toward more effectiveness in teaching. 

From the final candidates, the committee may select two potential award winners through discussion.  If consensus can be reached, so be it.  If consensus is not possible, the Chair may use formal procedures to obtain a majority vote.  The committee will rank order its first and second choices. 

These rank-ordered choices, along with copies of the candidates’ folders, will be forwarded to the President of the University who will also rank order his or her choices.  If the rankings of the committee and the President differ, the President will present both rank orders of the two potential award winners to the Board of Trustees at its annual spring meeting, where a final determination will be made.  The President of the University will keep the Chair informed as this process proceeds. 

In any given year, the committee, the President or the Board of Trustees may determine that there are no worthy recipients of the Wythe Award.  If this unlikely event should occur, the money designated for the award will remain in the Paul and Vivian McCorkle Endowment Fund for Faculty Development as principal. 

To facilitate the selection process, the folders will be maintained from year to year. The Chair will be responsible for the safekeeping of the folders.  The material in the folders solicited from previous years will not enter into the committee’s consideration until after the major candidates have been selected.  Letters may be removed as they become dated or at the discretion of the committee.  The candidate will receive a list of the names of those recommenders whose letters are in his/her file.  The candidate may request that any or all of the letters be removed. 

The Board of Trustees of the University may alter the nominations and selection process if deemed necessary, but only with due notice to the committee. 

Logistics 

The amount of the award will be determined annually by the financial officer of the University and must be used within five years of receipt of the award.  Money held in the Endowment for a laureate’s use will function as principal until withdrawn by the laureate.  Once the award amount is established for a given year/laureate, any interest earned on this award amount, if said money is not used immediately by the laureate, will be returned to the endowment as principal.  Delay in using the award money will not increase the amount of the award. 

Upon receipt of the award, the laureate may use the money in any way he/she deems appropriate to enhance his/her professional development and/or effectiveness as a teacher. 

The George Wythe laureate is not limited to normal academic pursuits in fulfilling the purpose or obligation of the award, which is to be viewed as a continuing educational process.  The laureate’s range of options have been purposely left open but may include travel, study in his/her area of expertise or in a new area the laureate wishes to pursue, research or creative time, bringing guest scholars/teachers to campus, etc. 

The disposition of the award is flexible.  It may be used over a period of five years, during successive summers for example.  The laureate need not request all funds available from the award in a particular fiscal year.  No interest will accrue on unused funds for the benefit of the laureate, however.  Said interest will be returned to the endowment as principal. 

The award is to be spent to enhance the recipient’s effectiveness and affectiveness as a teacher.  It is not to be invested or spent in a manner inconsistent with the purpose of the award.  The financial office will establish and administer an account for each recipient of the award. The recipient is to draw funds only as needed. 

Any expenses incurred by the laureate in fulfilling the obligation of the award, up to the awarded amount, will be submitted to the financial office which will pay said expenses directly, or reimburse laureate, or advance laureate funds which will be accounted for by laureate to financial office following that office’s guidelines. 

A laureate requesting University-compensated leave time in association with the award must follow the procedures established in the faculty manual under “leave of absence” or “sabbatical.”  The customary University-compensated leave time associated with the award is one semester plus interim at full salary or one year at half salary.  The University is not obligated to cancel previously arranged sabbaticals/leaves nor to accommodate the laureate in any given year if such accommodation will be detrimental to the educational program of the University.  Under such circumstances, the laureate may request that the five-year limit on receipt of funds be extended. In the event that the laureate is not eligible for University-compensated leave time, the laureate may elect to receive uncompensated leave time. 

The Wythe laureate will make a public announcement of his/her intention for fulfilling the obligations of the award prior to actually doing so.  

It is expected that the recipient will share the experience publicly at the concluding end of the award. 

Each recipient of the Wythe Award will be required to provide a written report of his/her experiences to the Dean of Faculty and the committee. 

The selection committee will keep a permanent bound record of the written reports provided by each Wythe Award recipient for future reference and study. 

As the fund increases, the award may not exceed the highest salary of a full professor at Buena Vista University.  It is recommended that the excess be added to the principal with the goal of giving two annual awards, though the Board of Trustees may devise other methods of encouraging effective teaching at Buena Vista University. 

If a recipient of the Wythe Award leaves the institution before using all or part of the award funds, the Award becomes null and void, and the designated funds will be returned to the endowment as principal. 

The nomination and selection procedures established for selecting the recipient of the George Wythe Award will be formally evaluated by the Faculty Welfare Committee in 1991 and subsequently at least every ten years, or more frequently if deemed necessary by the Board of Trustees. Changes may be suggested at any time through the Faculty Welfare Committee.  Such suggestions must be considered and approved by the Board of Trustees. 

The existence of the Paul and Vivian McCorkle Endowment Fund for Faculty Development shall be perpetual. 

In case the University ceases to exist, all funds of this endowment shall be turned over to the Iowa State University Foundation for National Merit Scholars. The fund shall be equally divided into two scholarship funds with the following titles: Vivian McCorkle National Merit Scholarship Fund and  Paul McCorkle National Merit Scholarship Fund.

The awarding of these annual scholarships shall be left to the discretion of Iowa State University, and if the National Merit Scholarship Fund is a part of the University program, their rules may pertain if the University approves.

The McCorkle Fellows Program
Implementation:  Policies and Practices

Program Design

The Program consists of pre-travel faculty seminar, held in late May/early June, followed by faculty travel experience conducted in June, July or early August, and completed by an on-going faculty seminar held monthly during the academic year following the summer travel.

Each year, the McCorkle Fellows program will focus on a different region of the world (so, for example, one year Latin America, the next Pacific Rim, the next Africa, etc.).  Faculty members will apply for the McCorkle Fellows Award in the spring.  A cross-disciplinary group of faculty members who are committed to internationalizing the curriculum will be selected as McCorkle Fellows.  These Fellows will convene in a pre-travel seminar, whose purpose will be to read scholarly works for a variety of areas related to that region, as a means of preparing for travel to that region.  The pre-travel seminar will be followed by an educational immersion experience in the selected region (likely 10-14 days).  The educational immersion experience will be followed by a year-long faculty seminar, in which faculty who are teaching “regional” courses will gather on a monthly basis to continue to develop through reading and discussion their expertise in the region. The year-long seminar also includes support for a visiting scholars program.  One or two faculty experts in the region will come to campus during the course of the academic year to lead workshops on topics and pedagogy related to the region under study.

At the conclusion of the fellowship year, each faculty member will submit a summary of their activities to the International program Director and the Dean of Faculty.  This report should include an account of the manner in which a course or other educational experience that directly involves students has been modified by participation.

Eligibility

All faculty members who teach at least half-time for the University (both tenure track and non-tenure track) are invited to apply for acceptance into this program.  Center faculty members/adjuncts who have taught for the University for a minimum of five consecutive years and who are teaching at least half-time (12 unites/year), are eligible to apply.

A. Although an individual may be selected as a McCorkle Fellow on more than one occasion, preference each year will be given to those who are qualified and who have never previously received this award, and no faculty member should receive the award in consecutive years.

Application

Applicants must demonstrate, in a 500 word essay, their interest in the program and their qualifications for participation in summer travel and the year-long seminar.  Specifically, the applicant should:

A. Identify which of their courses will directly benefit from participation in this program;

B. Provide sample syllabi;

C. Indicate how participation in the McCorkle Fellows Program will benefit their teaching, scholarly work (if relevant),  or the work they are engaged in to support undergraduate research and scholarship (if relevant), or other curricular activities (if relevant);

D. Estimate how many students are likely to benefit directly from their participation in this program; and,

E. Submit a curriculum vitae.

Selection Committee

A committee, the McCorkle Fellows Committee, will be in charge of selecting the annual recipients of the McCorkle Fellows Award.
The Director of International Programs, in consultation with the Dean of Faculty and the School Deans, will select three faculty members to serve as the original members of the McCorkle Fellows Committee.   The Director of International Programs will serve as Chair of this committee.  In addition to the three faculty members, the Dean of Faculty will also appoint one of the School Deans to serve on this committee for a three-year term.  Each of these five members will serve as voting members.
The original three faculty members appointed will have one-, two-, or three-year terms, respectively, in order to follow for both rotation and continuity of the selection board.  Thus, at the end of the first year, one new faculty member will be appointed for a three-year term; at the second of the second year, one new faculty member will be appointed for a three-year term.  Rotations will continue with one new faculty replacement every three year thereafter.  The School Dean will serve a three-year term, at which time another Dean will be appointed to serve.
A current member of the McCorkle Fellows Committee shall not be eligible for this award.  

Selection

A.  The McCorkle Fellows Committee will make its decision based on the faculty member’s application as well as the judgment of its members.  The standards of selection should include, but are not limited to:

           
(1)  Affectiveness and effectiveness as a teacher, including classroom

      performance, out-of-classroom assistance to students, advising,

                           individual student projects undertaken, assistance with or guidance of 

                           extra-curricular student activities;


(2)  The applicant’s potential for benefiting professionally from the 

             award;


(3)  The applicant’s scholarly or professional development interest;


(4)  The candidate’s activities which have aided or encouraged   

             colleagues toward more effectiveness in teaching.

B. The number of award recipients for each year shall be set by the committee.

C.  Prior to receiving the award, each named McCorkle Fellow shall be required 

 to sign a statement (see Addendum 4) indicating they accept the award,  

 have read the McCorkle Fellows Guidelines, and agree to abide by their  

 terms.

Timeline

The timeline for the McCorkle Fellows Award is as follows:

A. By November 7:  The Office of the Dean of Faculty will announce the award cycle for the McCorkle Fellows Award and a geographic focus for the  subsequent academic year.

B. March 1:  Applications for appointment as a McCorkle Fellow for the coming academic year are due in the Dean of Faculty Office by 5:00 p.m.

C. March 2 – 15:  Fellows’ applications are received by the McCorkle Fellows Committee.

D. March 15 – 30:  The McCorkle Fellows Committee convenes to recommend Fellows and reports its recommendations to the Dean of Faculty.

E. April 1:  McCorkle Fellows Committee announces the recipients of McCorkle Fellows Award for the coming academic year.
Expenditures

The monies designated for the McCorkle Fellows Award in any given year shall be spent as follows:

A. To fund the educational immersion experience.  This shall include:

(1) Travel expense;

(2) Lodging;

(3) Each Fellow shall receive a specified stipend to pay for other expenses associated with the immersion experience.

B. Any expenses incurred by the McCorkle Fellows directly related to the 

seminars and/or workshops will be submitted to the Office of Business 

      Services, which will pay said expenses directly or reimburse the Fellows 

      following the Office’s guidelines.

C. Pay the expenses directly related to bringing the outside experts to the campus to lead workshops on the topics and pedagogy related to the region under study.
Addendum 4

STATEMENT OF ACCEPTANCE OF McCORKLE FELLOWS AWARD

I accept the McCorkle Fellows Award, acknowledge that I have read the McCorkle Fellows Award Guidelines, and agree to abide by their terms.

Date this _______________ day of __________________, 20 _______

_________________________________________________________

                                                Signature

Miscellaneous Teaching Concerns
Assignment of Classrooms

Classroom use is determined by the Registrar of the University, under policies developed by the Dean of Faculty, Deans of Schools, and Faculty. All University facilities are utilized for all University needs, none being reserved for the exclusive use of an academic sub-unit.

Central scheduling of courses and classrooms is practiced in order to seek maximum use of facilities and optimum services to students. The Dean of Faculty, in consultation with the Deans of the Schools, outlines course offerings, lists faculty assignments and instructs the Registrar with regard to control of class enrollments.

Conduct in Classrooms

Faculty members are expected to meet classes promptly and regularly; to inform the Deans of Schools and the Dean of Faculty of expected or emergency absences as well as unusual or experimental classroom practices; to give attention to the physical comfort of students; and to exercise courtesy toward colleagues by erasing whiteboards and restoring classroom furniture arrangements.

Teachers bear responsibility for respecting rights and freedoms of students in their classes; for demonstrating appropriate professional dignity; for observing the limits of academic freedom; and for preserving the good reputation of faculty colleagues.

Course Syllabus

Faculty members are required to prepare and distribute a copy of the course syllabus (either hard or electronic copy) for each course taught to the student, school dean, and the Office of the Dean of Faculty the first day of class.
Items that need to be included in the courses syllabus include:

· Contact information: Detail office hours, email and/or telephone numbers calls where students may reach you; if providing a home telephone number include your expectation of appropriate times for students to use the home telephone contact. 

· Course narrative: The course narrative describes the course. The catalog course description may be used or a fuller discussion of the course offered provided it does not differ from the content expectations described in the catalog.

· Course objectives/outcomes: List course objectives including any agreed upon objectives appropriate to general education foundation or exploration course designation in order to provide an understanding for students about what they may expect to achieve from a course. Course objectives/outcomes are best framed from the perspective of what the student may expect to achieve and are best stated in measurable terms. 

· Attendance policy: Detail how you view attendance, measure attendance, and what relationship attendance has with the student’s final course grade.

· Academic honesty policy: Include reference to the academic honesty policy from the catalog either by providing the web link or page number notation for it; clearly identify when and what penalties occur in the course if violations of the policy occur—i.e. students fail the assignment, fail the course, etc.

· Accommodations for students with documented disabilities: Include mention that BVU complies with Section 504 granting accommodations for students with disabilities who have appropriate documentation. The following statement is one that could be used on syllabi: "If you have a disability, please contact the Director of the Center for Academic Excellence for assistance or to fill out paperwork requesting accommodations." 

· Grading scale: Include how letter grades as well as Pass/No Credit designations are determined.

· How students are evaluated: Include an overview of the assignments students will complete that go into determining their grade. 

· Tentative schedule of course happenings: Include a schedule of readings, class activities, assignments, etc. for the course. Some courses may have a complete calendar ready for distribution at the beginning of the semester while for other courses it may be more appropriate to provide weekly and/or monthly updates to students. The schedule of course happenings should be provided to students in writing whether on a weekly, monthly or semester/term basis.

Class Attendance
The value of a college education depends on full participation in the life of a university community.  Because students are expected not merely to receive information passively or to pass examinations, but to participate actively in classes, it is important that unnecessary class absences be avoided.  Faculty members have the responsibility to establish an attendance policy, inform students of the policy at the beginning of each course, and publish the policy in the course syllabus. 
Assigning and Recording Grades
Official academic records for all students are maintained by the Registrar, who provides official evaluations and official transcripts.

Final grades for all students are submitted by faculty members under a calendar reported each session by the Registrar and Dean of Faculty. BVU faculty are 
expected to provide prompt processing and reporting of grades to students
and to the Registrar.
Grade Changes

Faculty need to submit grade changes on a form obtained from the Registrar’s Office.  The VPAA/Dean of Faculty makes the final decision on all grade change requests.
Office Hours

Faculty are expected to post and to keep several face-to-face office hours per week for the purpose of consultation, mentoring, and academic advising.  
Office Assignments
Faculty offices are assigned by the Dean of Faculty, in consultation with the Deans of Schools and administrative colleagues.  Effort is made to secure optimum utilization of facilities as well as optimum convenience and comfort for the faculty members involved.

Office Equipment 
Telephones - Each faculty office is provided with its own telephone and exclusive number.  Each employee is issued a long distance access code number that is used to bill long distance calls made from campus phones.  All personal long distance calls need to be paid for in the Business Office.
Laptops – All fulltime faculty are provided with a university laptop and are expected to comply with the BVU Usage Policy. (Copy of policy can be found on BVU’s home page:  Departments/Office of Business Services/Information Services.)
Academic Assistants
BVU allows each full-time teaching faculty member to have up to two academic assistants for a limited number of hours each year. Students in the honors program are eligible to be paid a higher hourly rate.  
To be eligible, a student must be a second year or above student and have a post-interim CGPA of 3.2 or better. The student does not have to show need on a financial application to qualify for this program. An academic assistant need not be majoring in the faculty’s area of academic interest, although a majority of academic assistants do work in their area of academic interest (as they ought).

Requests for academic assistants are made during spring semester. A faculty member is encouraged to submit three names ranked in order of priority in case one of the first two students has already been chosen by another faculty member or wishes to work elsewhere. A faculty member is encouraged to discuss with a potential AA his/her interest in the position. Such a discussion might include the following: AA responsibilities and value of the experience; difference in responsibilities between AA and work-study students; an evaluation process.

Academic Assistants have participated in a wide variety of academic experiences including research and paper writing; lab management; assisting faculty with such course activities as tutoring, small-group leadership, development of course materials and working with freshman seminar. The difference between work-study and Academic Assistants points to the academic nature of the latter: work-study often performs routine tasks necessary for the successful operation of an activity or workspace. Academic Assistants ought to be reaping academic benefits from the mentorship of a scholar, while contributing to the scholar’s work.  Academic assistants must not be used for non-academic purposes.

Contact your school dean or the Office of Financial Aid for additional information or to obtain a list of students that qualify for academic assistants positions.
Special Campus Events
Founders Day
Founders Day is celebrated on the Saturday prior to the start of Fall semester classes.  All faculty members are expected to participate in the ceremonies unless excused by the Dean of Faculty for good cause.  Academic regalia is worn for this event.
Baccalaureate and Commencement

There is one Baccalaureate and one Commencement each year at the end of the Spring semester.

All faculty members are expected to participate in the ceremonies unless excused by the Dean of Faculty for good cause.

Faculty members who do not own academic attire may rent it through the Lehnus Campus Bookstore.  

Names of commencement speakers are recommended to the President and Trustees by the Events and Public Relations Committee of the Faculty Senate.

Buenafication Day
Annually held the end of April, the day is dedicated to students and faculty engaging in service projects in Storm Lake and on the campus.  Faculty and students work in teams on a wide variety of projects beneficial to the local community.  Classes are canceled on this day.

American Heritage Lecture Series
The William Siebens American Heritage Lecture is generally held in late September and no later than mid-October.  The lecture brings to campus important political and world figures offering their insights on a number of important topics facing the world today. An afternoon question and answer session is open to all students, faculty, and staff.

Scholars’ Day
Scholar's Day is held in April and is a chance for students to present the results of scientific or scholarly research, the presentation of original literary works, and numerous other possibilities.  Faculty are encourage to attend the afternoon activities and take in the presentations and visit the poster boards that grace the Grand Foyer of the Siebens Forum.
SPECIAL FACULTY HONORS

Emeritus Status
Upon a written recommendation from the faculty member's school, and recommendations from the Faculty Welfare Committee, the Faculty Senate, the VPAA/Dean of Faculty, and the President, "Emeritus" status may be granted by the Board of Trustees to a retiring teacher who has tenure and has served BVU for 10 or more years.
Exception to these requirements may be made in special cases upon recommendation of the President, the Dean of Faculty, and the Faculty Senate.

It is the policy of the University to honor its Professors Emeriti and to encourage a continuing close relationship between them and the university. A teacher with emeritus standing may, with his/her own consent, be appointed to serve on special faculty committees, may take part in academic processions, and may attend regularly called meetings of the faculty and the Faculty Senate, but may not vote.  Professors Emeriti shall be listed in the University catalog during the period of their lifetime.

The Order of Cumberland and Tollefson
Retiring faculty members may be named to the order if they meet the following guidelines:

• they have been employed full-time at Buena Vista University during the immediate 15 years prior to retirement.

• they hold tenure at Buena Vista University at time of retirement.

• they are held in high regard by the faculty at the time of their retirement.

• they hold the rank of associate professor or greater

The above are to be considered guidelines so that in exceptional cases the Faculty Welfare Committee and the Senate may name an individual to this group even if they may not meet the exact guidelines.

Members of the order shall be appropriately recognized at least once during each semester. The responsibility for honoring these individuals shall reside with the Dean of the Faculty. Suggestions: (a) American Heritage Lecture Series; (b) Major Events where a special invitation is sent; or (c) an appropriate gift at the recognition dinner. An order of the Cumberland and Tollefson plaque should be given to each inductee and a plaque honoring the recipients shall be prominently displayed at an appropriate location in the campus library located in the Harold Walter Siebens School of Business/Siebens Forum.

Honorary Degrees
Purpose

The purpose of the awarding of the honorary degree at Buena Vista University is many fold. The primary purposes are to: 

Reward an individual for achievement beyond and above their contemporaries. 

To stimulate the academic community by their presence, pronouncements, past or future work. 

To bring recognition to the institution. 

To reward those that have distinguished themselves for the University through service or giving. 

To give the charge to the graduating seniors. 

Policy

An individual to be nominated should be distinguished in two or more of the above. 

The three honorary degree categories are:
• Academic – Awarded to an outstanding person with achievement in education, research, publishing, political committee on education or academic administration

• Service to Buena Vista University –  A member (past or present) of the university community and through outstanding giving, service, governance, teaching or leadership is worthy of recognition

• Distinguished service – Awarded for superior service to humanity, past or potential giving to institution, or of such stature to bring recognition to the institution characterizes the nature of this individual.

Procedures

Nominations for one or more of the above degrees may be made by any friend of the University. The nomination will be sent to the following committees for consideration under the following categories:

• Academic – Events and Public Relations Committee of the Faculty Senate.  All academic honorary degree nominations should go through Faculty Senate for concurrence.
• Service – President’s Office, Trustees’ Development Committee. 

• Distinguished Service – President’s Office and Trustees’ Development Committee.

All honorary degree nominations need to be submitted to the Board of Trustees for review at their February meeting.  Nominations that are not submitted by the February meeting of the Board of Trustees shall be reviewed by the Executive Committee of the Board. The Executive Committee action will be final. All contact with the recipients will be made by the University President and/or a designated member of the Board of Trustees.  The recipient will also receive the diploma and hood. The nominating committee shall recommend the degree to be conferred and include it in its recommendation to the Board of Trustees

Faculty Benefits
Faculty members are eligible for benefits on the first of the month following their date of employment.  Buena Vista University offers a full benefits package which includes:  

· Insurance 
· Life and Accidental Death and Dismemberment
· Dependent Life 
· Voluntary Life 
· Short Term Disability 
· Long Term Disability 
· Medical 
· Dental 
· Flexible Benefit Plan
· Employee Assistance Program 
· Retirement Plan

Company


TIAA-CREF

Required Contribution
5% of gross monthly earnings

Institutional Contribution
8% of gross monthly earnings

Available Supplemental 

Retirement Annuity

Companies


TIAA-CREF, Vanguard, Fidelity
Contact the Office of Human Resources for specific details.
Employee Tuition Grants

Introduction:  Full time employees of Buena Vista University are eligible for four different Employee Tuition Grant programs:

(1) BVU Employee Tuition Grant:  (tuition remission); 

(2) Tuition Exchange Inc. (TE); and

(3) CIC Tuition Exchange Program (CIC-TEP)

In each case, students must meet the relevant institution's standards for academic performance and personal conduct and other terms and conditions of the scholarship.  These awards cover a maximum of four years (eight semesters) of undergraduate education. Some participating institutions (TE and TEP) may offer scholarships for less than four years.

Each of the four Employee Tuition Grant programs is described in greater detail below.  

I.  BVU Employee Tuition Grant (Tuition Remission):

What are the criteria for eligibility?

1. All employees who have completed a minimum of one year of full time service to Buena Vista University at the start of the school term requested and their dependents (unmarried children under the age of 26; spouses; domestic partners) who meet BVU admissions standards for an undergraduate baccalaureate degree are eligible for this program.

2. All eligible employees and dependents who have completed baccalaureate degrees are also eligible to enroll in classes and programs leading to a second BA degree or second major or single classes, all on a seats available basis and not to exceed 66 hours.  
3. All applicants wishing to enroll in classes or programs must receive prior approval of their immediate supervisor and must make up time spent in class if class meets during their regular working hours.
4. All applicants wishing to enroll in classes or programs should notify the HR office by March 1.  Any applicant seeking to begin classes or programs at a time other than fall semester should inquire with the HR office regarding deadlines. Generally the deadline is minimally five months in advance of the anticipated enrollment date  
5. Any employee, spouse or child applying for tuition remission at BVU is required to apply for federal and state grants (submit FAFSA) by the appropriate deadlines usually January or February.  
6. BVU tuition remission program does not apply to graduate credit and is available only during the regular academic year, not during summer sessions, unless the student is enrolling during term 6 at one of our Center’s locations.  
7. Students interested in semester long Study Abroad programs or the Washington Semester may apply tuition remission to these programs, but any additional program costs including tuition associated with such programs are the student’s responsibility.  
8. Tuition remission may be applied to our Centers programs, (including Online) assuming all other eligibility criteria are met.  
9. If in any given year, limitations need to be placed on the number of students accepted into the employee tuition grant program, eligibility will be determined through seniority based on the last full-time date of hire.  
                    a. In the situation where both parents are employed by the University, the 
                         years of service of the most senior individual will be applied.  
                    b.  In the situation where more than one applicant has the same number of

                         years of service, eligibility will be determined first through seniority, 
                         second by consideration of the academic potential of the applicants as 
                         measured by high school GPA and class rank, and then through a lottery 
                         system.
Although not anticipated, this program can be terminated at any time by the President of the University after consultation with President’s Council, Human Resources, Faculty Welfare and the Staff Benefits Committee.  

What Must a Student Do to Retain a Scholarship?
1.   Students must meet BVU’s standards for academic performance and personal 

      conduct and other terms and conditions of the scholarship.

2. The award is limited to four years—once a student has been accepted into the program, they may remain in it for four years or eight semesters (at full time enrollment, or a proportionately equivalent time for part-time students), provided they remain in good academic and social standing (students on probation will be allowed to continue; those suspended will not).  Students who have been suspended from the University and who have applied for and been granted readmission, and who meet eligibility requirements for this program, will be allowed to continue in the tuition remission program, but the maximum number of years/terms continues to apply.  Exceptions to this policy can be made by the Human Resources Office in the case of students who are called up for military service or who encounter serious illness or other justified reasons.  Appeals of HR decisions are made to the President.  

What happens if the employee loses eligibility? 
The family member whose employment conveyed eligibility for a scholarship must continue to meet the employing institution's eligibility criteria. Annual recertification of eligibility is processed by the home institution.  Thus, if a student is awarded tuition remission and their parent leaves BVU, the award will no longer apply effective at the end of the school year in which the employee leaves.

1. BVU employees who are on short term or long term disability leaves will continue to be eligible for this program, as will their dependents as described above.  

2. BVU employees who are on sabbatical or other University approved leaves of absence will retain eligibility.  

3. New Employees:  New full-time employees who have been fulltime employees at another institution and who have been under an employee tuition grant program at another college or university immediately prior to joining BVU for at least one year are allowed to waive the one-year waiting period eligibility of tuition remission.

4. An employee who has worked for the university for less than a year may be eligible prior to the end of that first year if they can demonstrate that the desired field of study relates to their position and duties performed the university, subject to approval of the supervisor and the vice president in the employee’s area. 

5. Deceased and Permanently Disabled Employees:  Dependent children of employees who have died or who were permanently disabled while a full-time employee with the University, regardless of the children’s ages at the time of the employee’s death or disabling incident, are eligible to receive tuition remission provided the preceding guidelines are met and the employee had worked for the institution for a minimum of five years at the time of his/her death or disabling incident. 

II.  Tuition Exchange, Incorporated Program

http://www.tuitionexchange.org/apply.cfm
Tuition Exchange is an association of 570 colleges and universities offering scholarships to members of faculty and staff families employed at participating institutions.  Member colleges and universities set their own policies and procedures for determining eligibility and sponsoring (certifying) students sent on the exchange, as well as determining the requirements for students received or hosted.  
What are the criteria for eligibility at BVU?  

1.  Full time employees with dependents (unmarried children under the age of 26; spouses; domestic partners) who meet BVU admissions standards for an undergraduate baccalaureate degree are eligible for this program and who are pursuing an undergraduate baccalaureate degree are eligible for this program.

2. Because this is a highly competitive program, (a limited number of slots is available each year as tied to a ratio between imports and exports averaged over a five year period) employees must have been employed full-time by the University for five continuous full years before they are eligible to apply. 

3. To be awarded the TE scholarship by Buena Vista University, employees must indicate their (dependent’s) intended use of the program by October 1 in the year preceding anticipated enrollment at the host institution.

4. Students should apply for admission to the host institution at the same time that they apply to BVU for the TE scholarship.  

5. An announcement of BVU’s standing in the TE program will be made early in the fall semester; the institutional liaison officer (a staff member in the office of Human Resources) will make the announcement and will also inform the community of the number of slots (if any) that can be filled.  

6. In the event that more than one employee applies in a given year, TE eligibility will be determined by employee seniority based on the last full-time date of hire.  
a. In the situation where both parents are employed by the University, the years of service of the most senior individual will apply.    

b. In the situation where more than one applicant has the same number of years of service, eligibility will be determined first through seniority, second by consideration of the academic potential of the applicants as measured by high school GPA and class rank, and then through a lottery system.  

c. Student(s) selected through seniority/lottery system are required to notify the BVU program liaison officer of their intent to accept the award no later than three weeks after notification of acceptance into a program from the host school.  

7. In the case of a family with a second or third child who is interested in the TE program, a five year waiting period between the first award and any subsequent awards will be in effect.  

8. Once an applicant is awarded TE status, the applicant has TE status with BVU for four and only four years. (Thus, a student cannot be bumped from the program to allow for another BVU student to participate or to promote “program balance” and a student cannot continue the award beyond four years, even if it takes the student longer to complete their baccalaureate degree.  Host institutions may themselves have rules that limit the scholarship to less than four years.)

9. The receipt of the TE award by Buena Vista University does not guarantee that a student will receive that award from the host institution.  Students who have been granted the TE award by the host institution must inform BVU of their intent to use the award by February 1, unless the host institution imposes a later deadline.  (These awards are scholarships, not fringe benefits; they are competitive awards. Even if you and your family are eligible to apply for an award, you may not receive an award because each institution is obligated to maintain a balance between students sent on the exchange (exports) and students received on the exchange (imports). Members are required to set up a mechanism to establish priority for exports. When there is a serious imbalance (many more exports than imports) the institution is prohibited from sponsoring new students on the exchange.) 

What Must a Student Do to Retain a Scholarship?

1.  At the host institution, students must meet the institution's standards for academic performance and personal conduct and other terms and conditions of the scholarship.

2. For students imported—coming to BV—the award is limited to four years or 8 semesters, dependent on meeting BVU’s standards for academic performance and personal conduct.  Students on academic or conduct-related probation at BVU could remain as participants in the Tuition Exchange program; students who have been suspended from the University for academic or conducted related reasons lose their opportunity to participate in this program.  

What happens if the Employee loses eligibility? 

1.  Family members whose employment conveyed eligibility for a scholarship must continue to meet the employing institution's eligibility criteria. Annual recertification of eligibility is processed by the home institution.  Thus, if a student is awarded a TE scholarship and their parent leaves BVU, the award will expire at the conclusion of the academic year in which the employee leaves.  

1. Deceased and Permanently Disabled Employees:  Dependent children of employees who have died or who were permanently disabled while a full-time employee with the University, regardless of the children’s ages at the time of the employee’s death or disabling incident, are eligible to apply for tuition exchange provided the preceding guidelines are met and the employee had worked for the institution for a minimum of five years at the time of his/her death or disabling incident. 
III.  CIC Tuition Exchange Program

http://www.cic.edu/tep/index.asp

The CIC Tuition Exchange Program is a network of CIC colleges and universities, willing to accept, tuition-free, students from families of full-time employees of other CIC-TEP institutions.  Each participating institution in the network agrees to import a limited number of students on the same admission basis as they accept all other students, without regard to the number of students it exports.  Current membership is 340 institutions.  

What are the criteria for eligibility?

1.  Full time employees with dependents (unmarried children under the age of 26; spouses; domestic partners) who meet BVU admissions standards for an undergraduate baccalaureate degree are eligible for this program and who are pursuing an undergraduate baccalaureate degree are eligible for this program 

2.  Employees must have completed at least one full year of service to BVU before the term start date at the host institution before they are eligible.  

3. Applications for this program are typically completed by October 1 of the year preceding enrollment at the host institution.  

4. Currently, BVU does not limit the number of students accepted on CIC scholarship as imports and we can export as many as we want (subject to acceptance at and approval of the host institution.)  Students “imported” under CIC must meet BVU admissions standards.  If at some point limitations are placed on student imports, applicants with the highest academic measures (ACT scores, GPA, and class rank) will be admitted into the program in descending order.  
5. CIC-TEP participation is not limited by BVU as to the number of dependents per employee eligible.
IV. Association of Presbyterian Colleges and Universities

http://www.apcu.net/index.htm
The Association of Presbyterian Colleges and Universities (APCU) tuition exchange program is a network of currently 36 member colleges and universities recognized as related institutions by the General Assembly of the Presbyterian Church (USA) willing to accept, tuition-free, full-time students from families of full-time employees of other APCU institutions. Each student must present a letter from the home college or university certifying his or her eligibility for the program.

What are the criteria for eligibility?

1. Full time employees with dependents (unmarried children under the age of 26; spouses; domestic partners) who meet BVU admissions standards for an undergraduate baccalaureate degree are eligible for this program and who are pursuing an undergraduate baccalaureate degree are eligible for this program 

2. Employees must have completed at least one full year of service to BVU before the term start date at the host institution before they are eligible.  

3. Applications for this program are typically completed by October 1 of the year preceding enrollment at the host institution.  

4. Currently, BVU does not limit the number of students accepted on APCU scholarship as imports and we can export as many as we want (subject to acceptance at and approval of the host institution.)  Students “imported” under APCU must meet BVU admissions standards.  If at some point limitations are placed on student imports, applicants with the highest academic measures (ACT scores, GPA, and class rank) will be admitted into the program in descending order.  

5. APCU participation is not limited by BVU as to the number of dependents per employee eligible.

What Must a Student Do to Retain a Scholarship?

1. At the host institution, students must meet the institution's standards for academic performance and personal conduct and other terms and conditions of the scholarship.
2. For students imported—coming to BV—the award is limited to four years or 8 semesters, dependent on meeting BVU’s standards for academic performance and personal conduct.  Students on academic or conduct-related probation at BVU could remain as participants in the CIC-TEP; students who have been suspended from the University for academic or conducted related reasons lose their opportunity to participate in this program.  

What happens if the Employee loses eligibility? 

1. The family member whose employment conveyed eligibility for a scholarship must continue to meet the employing institution's eligibility criteria. Annual recertification of eligibility is processed by the home institution.  Thus, if a student is awarded a TE scholarship and their parent leaves BVU, the award will expire effective at the end of the relevant semester or term.  

2. New Employees:  New full-time employees who have been under an employee 

tuition grant program at another college or university immediately prior to joining 

BVU are allowed to waive the one-year waiting period eligibility of tuition remission. 

3.  NOTE: Deceased and Permanently Disabled Employees section would not appear here for CIC. In investigating eligibility standards and our ability to set our own eligibility, it was found that CIC specifically says "ALL FULL-TIME EMPLOYEES ARE ELIGIBLE -- The CIC-TEP does not limit exchange benefits to certain groups of employees. As long as an employee is designated as full-time by a participating institution, she/he is eligible to receive exchange benefits." The application form does not require us to declare them as full-time employees to authorize but it seems clear CIC is intended for use by full-time employees.
Faculty Retirement Plan

Faculty Retirement
Retirement for faculty members generally becomes effective at the end of the academic year in which retirement is elected.  The academic year for this purpose should be understood to be September 1-August 31.  Faculty need to notify their school dean and the Office of VPAA in writing at least a year in advance of their pending retirement so that there is sufficient time to hire a replacement.

Faculty considering retirement have the following options: 

Early Retirement Option

Eligibility

Full-time Faculty are eligible for early retirement after reaching the age of 55 and having served the University for ten (10) years as mutually agreed by the University and the Faculty member.

Salary Provisions

Faculty who choose early retirement will receive a lump sum payment as follows with no requirement for further service. Payment may be paid over 2 or 3 years in each case: 

Age 55-60 – Lump sum equal to the salary of the last year of service.

Age 61 or 62 – Lump sum equal to 3/4 of the salary of the last year of

service.

Age 63 or 64 – Lump sum equal to 1/2 of the salary of the last year of service.

Benefits

**Faculty who choose early retirement will receive a contribution to the retirement fund of eight percent from the University to match the individual’s 5% of the base year salary according to the following provision:

Age 55-63 – contributions for a two-year period.

Age 64 – contributions for one year.

**The IRS mandates that contributions to a retirement fund can only be made for 2.5 months after the employee leaves full-time employment.  If you are considering the early retirement option, please contact the HR office immediately to discuss your options.

Faculty who choose early retirement will be continued on the health care (medical and dental) plan as follows: 

Age 55-63 – two years of health care insurance as if the retiree were still a full-time employee. After two years, health care insurance will be available at the retiree’s expense until the employee becomes Medicare entitled. 

Age 64 – retiree will receive health care insurance as if the retiree were a full-time employee until the employee reaches the Medicare entitlement. 

Retirees may elect to assume payments for the Term Life Insurance Program which allows for 100 percent of the base year salary of insurance; coverage terminates at age 65. 

Faculty Phase-Out Option
To apply for the Phase-Out Plan, the faculty member must be of 55 years in age and have been employed by BVU for at least ten (10) years. 

The Phase-out plan will give a full-time faculty member the opportunity to negotiate a reduction in teaching load to a minimum of a one-quarter time over a period not to exceed 5 years.  During the duration of the Phase-Out period, the faculty member would continue duties other than teaching, such as committee assignments, academic advising, mentoring of junior faculty, etc., in order to retain status as a full-time contract employee with a reduction in pay as agreed upon by the faculty member and the Dean of Faculty. 

In addition, as part of the Phase Out agreement, the Faculty member would give up tenure but would retain all benefits, including health care as well as pension benefits calculated at the reduced pay level and other professional benefits such as travel and professional development expenses. 

Finally, the current Early Retirement provision outlined above would be available to the faculty member upon completion of the Phase-Out period with the salary bonus calculated on the basis of the faculty member’s salary specified in his or her final full-time contract in effect the academic year before the Phase-Out period began.

Academic Honesty Policy
Buena Vista University believes that personal integrity and academic honesty are fundamental to scholarship. We strive to create an environment where the dignity of each person is recognized and an atmosphere of mutual trust exists between instructors and students. Accordingly, honesty in all academic matters is expected from all students. Actions contrary to academic integrity will not be tolerated. Any attempt to cheat, misrepresent someone else’s work as one’s own, receive credit for work one did not do, obtain an unfair advantage over other students, or aid another student to do the above will be considered a breach of academic integrity. The faculty has confidence in the integrity of students and encourages students to exercise good judgment in fulfilling this responsibility.

Activities that have the effect or intention of interfering with learning or fair evaluation of a student’s work or performance are considered a breach of academic integrity. Examples of such activities include, but are not limited to:

Cheating (intentionally using or attempting to use unauthorized material, assistance or study aids in any academic work). For example, using a cheat sheet for a test, looking at another student’s paper during an exam, stealing or buying all or parts of an exam or paper, altering and resubmitting work for a better grade without prior approval to do so, etc.

Plagiarism (representing another’s ideas, words, expressions or data in writing or presentation without properly acknowledging the source). For example, misrepresenting another’s work as one’s original work, using someone else’s idea without giving proper credit, failing to cite a reference or failing to use proper documentation, using works of another gained over the Internet and submitted as one’s own work, etc.

Falsification and/or misrepresentation of data (submitting contrived or made-up information in any academic exercise). For example, making up data, citing non-existent sources, etc.

Facilitating academic dishonesty (knowingly helping or attempting to help another violate any provision of the academic honesty policy). For example, working together on a take-home exam or other assignment when the option has not been made available, giving your paper/assignment to another student for his/her use, etc.

Computer crimes (damaging or modifying computer programs without permission).  For example, software piracy, hacking, constructing viruses, knowingly introducing viruses into the system, copying programs and/or data belonging to others, etc.

Multiple submission (submitting, without prior approval from the instructors involved, any work submitted to fulfill academic requirements in another class). For example, submitting the same paper for two different classes, etc.

Misrepresentation of academic records (knowingly misrepresenting or tampering with any portion of official records of the University or transcripts). For example, forging a change of grade slip or registration form, tampering with computer records, etc.

Unfair advantage (trying to gain unauthorized advantage over fellow students). For example, gaining or facilitating unauthorized access to exam materials (past or present); interfering with another student’s efforts in an academic exercise; lying about the need for an extension on a paper or assignment; destroying, hiding, removing or keeping, library materials, etc.

Any violation of this policy will be treated as a serious matter. The instructor has primary responsibility over classroom behavior and maintaining academic integrity.  Instructors are encouraged to specify clearly at the beginning of each course what constitutes violations of academic honesty and the consequences for academic dishonesty. In cases of repeated or flagrant violations, a student may be dismissed from the University. Depending on nature and severity of the offense, the University reserves the right to exact maximum penalty, even in the case of a first offense.

If an infraction is suspected, the following guidelines and procedures apply:

A faculty member who suspects a student of academic dishonesty shall inform the student of his/her suspicion and present him/her with the evidence, allowing the student an opportunity for rebuttal.

Faculty members, upon determination of an infraction based on the evidence, may determine the penalty for the infraction. This may involve failing a student for a particular assignment, test or course. The penalty must be communicated in writing to the student. In addition, the Dean of Faculty may impose academic warning, academic probation, academic suspension or expulsion, depending on the severity of the offense. A Center Director, through consultation with the Dean of Faculty and Associate Dean of the Centers, may enact the same penalties.

Upon determination of an infraction, the faculty member should notify, in writing, the student’s advisor, the faculty member’s school dean and the Dean of Faculty. This notification should include the student’s name, the type of infraction and the penalty (i.e., student failed the assignment, student failed the course, etc.). In the case of a Centers student, the faculty member should notify the Center Director.

If a student is involved in academic dishonesty but is not enrolled in a particular instructor’s course, the instructor may recommend the student to the Dean of Faculty for disciplinary action (e.g. Student A, enrolled in a course, has Student B (not enrolled in a course) write a paper for him/her. Student B may be recommended to the Dean of Faculty for disciplinary action). In the case of a Center’s student, the instructor may recommend the student to the Center Director.

All information related to any violation will be kept in a special file by the Dean of Faculty, and the appropriate Center Director, during the time in which the student is enrolled at Buena Vista University, serving only as a statement of record if the student is charged with a subsequent act of academic dishonesty. In the case of appeal, the file will be destroyed if the student is found to not have violated academic integrity standards. If the student is found to have violated academic integrity, the file remains in the Dean of Faculty office until the student’s graduation or three years after the student’s last date of enrollment.

Appeals Process

Students may appeal a faculty member’s decision to the Dean of Faculty (or his/her designee). The decision from the Dean of Faculty is final.

If an appeal is made to the Dean of Faculty, the following procedures are to be used:

A written request for hearing must be made with the Dean of Faculty within two weeks of the faculty member’s decision being communicated with the student. The written notification from the student should include his/her understanding of the events that occurred and his/her reasons for the appeal.

The Dean of Faculty will engage in fact-finding that he/she deems appropriate, after which the Dean of Faculty will meet with the student, his/her academic advisor and the faculty member involved. In the event the faculty member involved is the student’s advisor, the student will select another faculty member to attend the meeting.

The Dean of Faculty’s decision will be communicated in writing to the student, the faculty member, the advisor and the appropriate school dean within one week of the meeting.

Guidelines for Travel and Off-Campus Study
Study Abroad 

Buena Vista University offers semester, interim and summer study abroad opportunities in a wide variety of countries worldwide.  While individual faculty may assist students with off-campus study experiences, all study abroad experiences should be channeled through the Director of International Education Programs (Study Abroad Coordinator).  Students wishing to study abroad should be referred to the Director of International Education Programs (Study Abroad Coordinator) to learn of current opportunities.

Interim and Spring Travel 

Several domestic and international travel courses are offered during the January interim session and occasionally in the spring immediately following graduation.  These travel experiences are offered as part of the BVU academic program and are administered by BVU.  All faculty planning such courses should submit their travel course plans to the Associate Dean of Faculty.  As faculty prepare travel courses, it is important to recognize that both the individual faculty and the institution are committing to many responsibilities in addition to supervising student learning.  As more students travel to more distant locales, opportunities for learning surely increase.  But, at the same time, the opportunities for misunderstandings, misrepresentations and mishaps also expand.  The following items provide a starting point, not an exhaustive list, for discussion regarding off-campus study experiences.

As a beginning point, it is helpful to think of the faculty role as the student’s guide to a new learning environment.  At the minimum, a faculty member should strive to create a solid academic experience and excitement about that experience for the student without providing false hopes and expectations as to what will be achieved.  It is important to warn students sufficiently against the dangers inherent in alternative experiences to make them wary without creating undue apprehension.  Discussion of the differences in values, lifestyles and expectations between our students and the new place(s) must be initiated, but the utmost care must be taken not to introduce or reinforce stereotypes.

The safety of the student(s) and faculty, as well as protection of the home institution, must be a primary consideration.  Before traveling with students to any off-campus location, the safety and integrity of that location must be certified.  The prospects of being a victim of crime, encountering civil unrest, contracting disease, the availability of medical treatment as well as health and dietary concerns must be clearly addressed with the student(s).  Failure to adequately warn and prepare students can place the individual faculty and the institution in a precarious legal position.

For travel in the US, a general orientation on behaving defensively is essential.  For travel abroad, the minimum precaution should be contact with the US State Department about travel advisories and the Center for Disease Control about health warnings and recommended immunizations.  Faculty planning travel courses are also encouraged to consult with professional organizations specializing in academic experiences overseas; an example of which is the Council for International Educational Exchange (CIEE) which has developed a wide range of both faculty and student international experiences.

Because students will be experiencing new cultures and cultural expectations forewarning them to expect some elements of culture shock can help minimize any problems should they occur.   A similar phenomenon has been known to occur upon re-entry to the home campus – this is primarily after a prolonged period of study, however, and will most likely not trouble interim or spring travelers.

Once students have completed their travel course experience, additional information-gathering and debriefing should occur.  Program evaluation is useful to both the faculty director and the institution for future decision-making.

Legal liability for both faculty and employing institutions is being tested in the courts today in ways never before imagined.  Faculty members conducting travel courses must recognize their obligation to provide extensive information about costs, credit, risks to health and safety and orientation to the new lifestyle.  Faculty must be prepared to react to an emergency situation in a way that protects the best interests of the student and also considers their own personal liability.  In addition, faculty must be vigilant regarding issues related to sexual discrimination and harassment, institutional obligations concerning drug-free environments, and the students’ right to information about security and crime potential.  The Americans with Disabilities Act requires consideration of including students who might otherwise have been counseled out of the program.  Students must also be aware of the pervasiveness of AIDS throughout the world and the possible ramifications of at-risk behavior.

Interim (and spring) travel courses are offered for academic credit.  While individual faculty leading the travel courses set the parameters of their experiences, they must also meet the guidelines set forth by the Associate Dean of Faculty related to expectations of such courses.

Students studying off-campus must complete two forms: 1) the Buena Vista University Off-Campus Study Waiver or the Buena Vista University Off-Campus Study Waiver for Required Courses, and 2) the Buena Vista University Medical Information, Insurance Certification and Authorization/Release for Foreign Travel.  Copies of these forms, available from the Associate Dean of Faculty, should be distributed to all students participating in a travel course.  Completed forms must be submitted to the Associate Dean of Faculty.  Whenever possible, a complete itinerary for the off-campus experience, including names of hotels with their addresses and telephone numbers, must be provided to the Associate Dean of Faculty’s office prior to interim (or spring) travel.
General Procedures for Accommodating Students with Disabilities 

Produced by 504 Coordinator and Disabilities Service Provider Spring, 2007
Classroom accommodations for students with disabilities have existed for decades.  Section 504 of the Rehabilitation Act of 1973 states that “no otherwise qualified person with a disability be denied access to, the benefits of, or be subjected to discrimination by any program or activity provided by any institution or entity receiving federal financial assistance. An institution (public or private) [must] be prepared to make appropriate academic adjustments and reasonable modifications to policies and practices in order to allow the full participation of students with disabilities in the same programs and activities available to non-disabled students.”

The 1990 Americans with Disabilities Act (ADA) reinforced the provisions of the Rehabilitation Act by requiring that all public facilities, services, and communications be accessible to persons with disabilities and that auxiliary aids and services be provided unless an undue burden would result.  

In order to comply with these federal laws, universities, such as Buena Vista University, that receive federal assistance must assure that the same educational programs and services offered to other students be available to students with disabilities.

Buena Vista University’s Disabilities Service Provider (DSP), currently the Director of the Center for Academic Excellence, in consultation with the 504 Coordinator, currently the Associate Dean of Faculty, review student documentation and requests for accommodation and make decisions about the most appropriate accommodations for student success pursuant to the 1973 Rehabilitation Act and the Americans with Disabilities Act. The goal is to partner with faculty to maximize the learning of students who seek accommodations.

Students are encouraged to self-identify early; they may, however, do so at any time.  The student self-identifies to the Disabilities Service Provider, submits documentation of disability, and fills out Request for Accommodation forms for all classes for which accommodations are requested.  Students may request accommodations for all or only selected courses in which they are enrolled in a given semester. Documentation to support student’s requests for accommodations must come from a professional service provider and should include a description of the disability; names and results of tests administered, if appropriate; the effect of the disability on the student's ability to access University programs, services, and activities; and suggestions for specific accommodations that would provide equal access to these programs, services, and activities.

The DSP in collaboration with the 504 Coordinator reviews the requests and supporting documentation. If accommodations are deemed appropriate, a letter of confirmation is sent to the student.  If accommodations are not deemed appropriate, or if documentation is inadequate, a letter indicating such and a list of alternatives, if any, is sent to the student.

Upon receipt of the letter indicating specific accommodations, it is the student's responsibility to share the information with appropriate instructors and his/her advisor.  Students will be given the form to present to faculty (see DSP for a sample letter/form).  These forms must be requested of the DSP by the student.  It is the responsibility of the student to return the form to the DSP within five working days of the form's being signed by the instructor.

If a faculty member agrees to provide or arrange for the accommodations requested, he/she signs the form and returns it to the student who returns it to the DSP.
If a faculty member is concerned that any of the requests may alter his/her course requirements or otherwise compromise the integrity of the course, he/she is encouraged to discuss alternative solutions with the student.  If a faculty member has questions or concerns that the student is unable to answer, he/she should contact the DSP for clarification within 48 hours of the initial meeting with the student.  If the instructor and the student are unable to come to an agreement, each or both may contact the DSP to discuss the situation.  Within the bounds of confidentiality agreements, the DSP offers assistance to both the professor and the student.

Students hold the right to appeal the decision of the DSP or to request review of the manner in which a faculty addresses their accommodations (see Student Accommodations Grievance Policy).

Student Accommodations Grievance Policy
The Director of the Center for Academic Excellence (CAE), acting as the Disability Service Provider (DSP), and the Associate Dean of Faculty, acting as the 504 Coordinator, have the responsibility for determining whether a student has demonstrated a need for accommodation, and for arranging appropriate accommodations for students with disabilities. If a student who has followed the University’s specified procedures for requesting an accommodation believes that he or she has been denied an appropriate, reasonable, or effective accommodation, he or she should abide by the following grievance procedure.
If a student believes he/she has not been granted an appropriate accommodation, whether from the Disability Service Provider (DSP), a faculty member, or the University, the student should attempt to resolve the problem directly with the DSP or faculty person.  If the problem is not resolved in talking with the DSP or faculty member, the student may file a grievance using the following procedure.

Within 30 days of meeting with the faculty member or DSP to resolve the problem, the student must submit, in writing, a report outlining his/her accommodation needs and concerns in question.  

The report must be delivered in hard copy (not via email), including the student’s signature, to the Office of the Vice-President of Academic Affairs (VPAA). Upon receipt of the report, the Vice President of Academic Affairs will notify the 504 Coordinator and the Disabilities Service Provider (DSP).  

The VPAA will appoint a standing appeals committee which will meet within 10 business days of receiving the written report from the student.  The grievance committee  includes the Director of Health Services, the Associate Dean of Student Services, a school Dean, the immediate past Chair of Faculty Senate, the University lawyer, the 504 Coordinator, and BV County’s Vocational Rehabilitation Counselor, provided no committee person is the faculty person involved with the student’s concern.  If the grievance involves a member of the committee, the Vice-President of Academic Affairs will appoint a replacement.  Concerned parties, including the student and/or faculty and witnesses may be contacted, if applicable.  

If during the review of the grievance, the University and the student reach an agreement to retain the original accommodation or to alter the accommodation, the Vice President of Academic Affairs will prepare an agreement to be signed by the student and the appropriate University staff/faculty.

If no agreement can be made, the Vice President of Academic Affairs will act as arbitrator and make the final decision.  The decision will be communicated in writing to the student, the faculty person involved, the Disabilities Service Provider, the 504 Coordinator and the student’s advisor within 10 business days of the hearing. 

Attendance as Accommodation

A new area of accommodation law considers the essentiality of attendance as a part of student’s ability to be successful is a course. Certain learning, physical and psychological disabilities interfere with a student’s ability to attend every class meeting. As a result, BVU must have procedures in place to document the role of attendance with any given course and attendance patterns with each student for which disabilities influence attendance, especially if attendance in the course is considered essential or part of the grading structure for the course. 

Policy:
BVU acknowledges attendance as an accommodation under the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973.

Responsibilities of Faculty:

· Faculty must determine if attendance is an essential function of the course, depending upon the level and type of course.  (Ex: lab vs. lecture)

· If faculty determine attendance is an essential function, then 

· Faculty must be able to demonstrate how “non-attendance” fundamentally alters the course.

· Faculty must take attendance. 

· Faculty must determine if a number (or percent) of absences will become excessive at some point.  

· Faculty should not give attendance quizzes or take attendance if they do not determine attendance is an essential function of the course.

· Faculty will sign the forms and will provide the accommodation if they are in agreement with the accommodation.

Responsibilities of Students: 

· Students must follow the accommodations process as set by Buena Vista University.

· Students must complete a Request for Accommodation form and have appropriate documentation to support the diagnosed disability.

· Students who have been approved for Attendance as an Accommodation must contact the professor and arrange a meeting to discuss the accommodations within 48 hours of receiving the paperwork from the Director of the CAE, or Center Director when the student is enrolled at a Center.  In an effort to help promote self-advocacy, students will take responsibility for handling the paper and arranging the meetings.  

· Students must make every effort to attend all classes, especially days for exams, quizzes, and paper deadlines.

· Students must contact the professors prior to the absence.  

· Students must fulfill all other requirements of the course.

· Students must sign the forms and return them to the Director of the CAE or the Center Director when the student is enrolled at a Center. 

· Students are responsible for knowing and verifying the number of absences in any given course.

Responsibilities of Director of CAE and 504 Coordinator:

· Will review documentation.

· Will look at accommodations requested by a professional and determine if they are reasonable.

· CAE Director will notify student and will process paperwork.

· CAE Director will act as mediator when/if professors and students can not come to an agreement.

· CAE Director will serve as contact person in the event where a faculty person believes the number of absences has become excessive.

Responsibilities of Center Directors

· Center Director serve as the institutional actor on sight (has face-to-face communication with students) and performs all functions with accommodation processes related to attendance as he/she does with any accommodations request originating from Center students, e.g., making copies of documents available for students, etc. 
· Center Director acts as mediator when/if professors and students can not come to an agreement; remains in contact with CAE Director for assistance and advice as needed.

· Student returns paperwork to Center Director to be filed.  

· Center Director sends a copy of the completed paperwork to CAE Director to be filed.

Process to be used when attendance is the accommodation:
· Student completes a Request for Accommodation form and supplies appropriate documentation.

· 504 Coordinator and CAE Director review and process request.

· CAE Director notifies student.

· Student meets with each professor, explains accommodation, and both sign paperwork.

· Professor explains to student if attendance is/is not an essential function of the course.

· Agreement of attendance is decided and signed.

· CAE Director acts as mediator if needed.

· Student returns paperwork to CAE Director to be filed.  

· Professor keeps a copy of the paperwork.

· Student attends class in accordance with the Attendance as an Accommodation agreement.

· When a student can not attend class, the student contacts the professor via phone or email prior to the class.  In the event of an emergency, the student contacts the professor as soon as possible. 

· Students will contact CAE Director to verify by what means he/she attempted to contact the professor. For Center students who may not be able to contact the professor directly, they may contact the Center Director.

· Professor keeps attendance records.

· Students are responsible to know the number of absences in each course.

· Professors are encouraged to contact the CAE Director and the student as absences approach excessive, as agreed upon. At the Centers, professors are encouraged to contact the Center Director and the students as absences approach excessive, as agreed upon.

· Decisions about Attendance as an Accommodation need to be determined professor by professor, class by class, and semester by semester (or term by term).  Students requesting Attendance as an Accommodation are required to make arrangements for attendance each semester/term for each class.
Guidelines for Travel and Off-Campus Study
Study Abroad 

Buena Vista University offers semester, interim and summer study abroad opportunities in a wide variety of countries worldwide.  While individual faculty may assist students with off-campus study experiences, all study abroad experiences should be channeled through the Director of International Education Programs (Study Abroad Coordinator).  Students wishing to study abroad should be referred to the Director of International Education Programs (Study Abroad Coordinator) to learn of current opportunities.

Interim and Spring Travel 

Several domestic and international travel courses are offered during the January interim session and occasionally in the spring immediately following graduation.  These travel experiences are offered as part of the BVU academic program and are administered by BVU.  All faculty planning such courses should submit their travel course plans to the Associate Dean of Faculty.  As faculty prepare travel courses, it is important to recognize that both the individual faculty and the institution are committing to many responsibilities in addition to supervising student learning.  As more students travel to more distant locales, opportunities for learning surely increase.  But, at the same time, the opportunities for misunderstandings, misrepresentations and mishaps also expand.  The following items provide a starting point, not an exhaustive list, for discussion regarding off-campus study experiences.

As a beginning point, it is helpful to think of the faculty role as the student’s guide to a new learning environment.  At the minimum, a faculty member should strive to create a solid academic experience and excitement about that experience for the student without providing false hopes and expectations as to what will be achieved.  It is important to warn students sufficiently against the dangers inherent in alternative experiences to make them wary without creating undue apprehension.  Discussion of the differences in values, lifestyles and expectations between our students and the new place(s) must be initiated, but the utmost care must be taken not to introduce or reinforce stereotypes.

The safety of the student(s) and faculty, as well as protection of the home institution, must be a primary consideration.  Before traveling with students to any off-campus location, the safety and integrity of that location must be certified.  The prospects of being a victim of crime, encountering civil unrest, contracting disease, the availability of medical treatment as well as health and dietary concerns must be clearly addressed with the student(s).  Failure to adequately warn and prepare students can place the individual faculty and the institution in a precarious legal position.

For travel in the US, a general orientation on behaving defensively is essential.  For travel abroad, the minimum precaution should be contact with the US State Department about travel advisories and the Center for Disease Control about health warnings and recommended immunizations.  Faculty planning travel courses are also encouraged to consult with professional organizations specializing in academic experiences overseas; an example of which is the Council for International Educational Exchange (CIEE) which has developed a wide range of both faculty and student international experiences.

Because students will be experiencing new cultures and cultural expectations forewarning them to expect some elements of culture shock can help minimize any problems should they occur.   A similar phenomenon has been known to occur upon re-entry to the home campus – this is primarily after a prolonged period of study, however, and will most likely not trouble interim or spring travelers.

Once students have completed their travel course experience, additional information-gathering and debriefing should occur.  Program evaluation is useful to both the faculty director and the institution for future decision-making.

Legal liability for both faculty and employing institutions is being tested in the courts today in ways never before imagined.  Faculty members conducting travel courses must recognize their obligation to provide extensive information about costs, credit, risks to health and safety and orientation to the new lifestyle.  Faculty must be prepared to react to an emergency situation in a way that protects the best interests of the student and also considers their own personal liability.  In addition, faculty must be vigilant regarding issues related to sexual discrimination and harassment, institutional obligations concerning drug-free environments, and the students’ right to information about security and crime potential.  The Americans with Disabilities Act requires consideration of including students who might otherwise have been counseled out of the program.  Students must also be aware of the pervasiveness of AIDS throughout the world and the possible ramifications of at-risk behavior.

Interim (and spring) travel courses are offered for academic credit.  While individual faculty leading the travel courses set the parameters of their experiences, they must also meet the guidelines set forth by the Associate Dean of Faculty related to expectations of such courses.

Students studying off-campus must complete two forms: 1) the Buena Vista University Off-Campus Study Waiver or the Buena Vista University Off-Campus Study Waiver for Required Courses, and 2) the Buena Vista University Medical Information, Insurance Certification and Authorization/Release for Foreign Travel.  Copies of these forms, available from the Associate Dean of Faculty, should be distributed to all students participating in a travel course.  Completed forms must be submitted to the Associate Dean of Faculty.  Whenever possible, a complete itinerary for the off-campus experience, including names of hotels with their addresses and telephone numbers, must be provided to the Associate Dean of Faculty’s office prior to interim (or spring) travel.

General Procedures for Accommodating Students with Disabilities 

Produced by 504 Coordinator and Disabilities Service Provider Spring, 2007

Classroom accommodations for students with disabilities have existed for decades.  Section 504 of the Rehabilitation Act of 1973 states that “no otherwise qualified person with a disability be denied access to, the benefits of, or be subjected to discrimination by any program or activity provided by any institution or entity receiving federal financial assistance. An institution (public or private) [must] be prepared to make appropriate academic adjustments and reasonable modifications to policies and practices in order to allow the full participation of students with disabilities in the same programs and activities available to non-disabled students.”

The 1990 Americans with Disabilities Act (ADA) reinforced the provisions of the Rehabilitation Act by requiring that all public facilities, services, and communications be accessible to persons with disabilities and that auxiliary aids and services be provided unless an undue burden would result.  

In order to comply with these federal laws, universities, such as Buena Vista University, that receive federal assistance must assure that the same educational programs and services offered to other students be available to students with disabilities.

Buena Vista University’s Disabilities Service Provider (DSP), currently the Director of the Center for Academic Excellence, in consultation with the 504 Coordinator, currently the Associate Dean of Faculty, review student documentation and requests for accommodation and make decisions about the most appropriate accommodations for student success pursuant to the 1973 Rehabilitation Act and the Americans with Disabilities Act. The goal is to partner with faculty to maximize the learning of students who seek accommodations.

Students are encouraged to self-identify early; they may, however, do so at any time.  The student self-identifies to the Disabilities Service Provider, submits documentation of disability, and fills out Request for Accommodation forms for all classes for which accommodations are requested.  Students may request accommodations for all or only selected courses in which they are enrolled in a given semester. Documentation to support student’s requests for accommodations must come from a professional service provider and should include a description of the disability; names and results of tests administered, if appropriate; the effect of the disability on the student's ability to access University programs, services, and activities; and suggestions for specific accommodations that would provide equal access to these programs, services, and activities.

The DSP in collaboration with the 504 Coordinator reviews the requests and supporting documentation. If accommodations are deemed appropriate, a letter of confirmation is sent to the student.  If accommodations are not deemed appropriate, or if documentation is inadequate, a letter indicating such and a list of alternatives, if any, is sent to the student.

Upon receipt of the letter indicating specific accommodations, it is the student's responsibility to share the information with appropriate instructors and his/her advisor.  Students will be given the form to present to faculty (see DSP for a sample letter/form).  These forms must be requested of the DSP by the student.  It is the responsibility of the student to return the form to the DSP within five working days of the form's being signed by the instructor.

If a faculty member agrees to provide or arrange for the accommodations requested, he/she signs the form and returns it to the student who returns it to the DSP.

If a faculty member is concerned that any of the requests may alter his/her course requirements or otherwise compromise the integrity of the course, he/she is encouraged to discuss alternative solutions with the student.  If a faculty member has questions or concerns that the student is unable to answer, he/she should contact the DSP for clarification within 48 hours of the initial meeting with the student.  If the instructor and the student are unable to come to an agreement, each or both may contact the DSP to discuss the situation.  Within the bounds of confidentiality agreements, the DSP offers assistance to both the professor and the student.

Students hold the right to appeal the decision of the DSP or to request review of the manner in which a faculty addresses their accommodations (see Appendices ??? for Student Accommodations Grievance Policy).

University Marketing and Communications

526 College Street

(712) 749-2120

The Office of University Marketing and Communications manages the communications, publications and website and new media development for the University. Members of the UMC Staff work to present a unified approach in the way our institution presents itself to our constituencies through print materials, messaging, and web-based materials.  Members of campus are encouraged to work with UMC to ensure the consistent and precise look and messaging of departments and programs.  The UMC staff is available to provide public relations and marketing assistance to all areas of the University. The office also handles media requests and works with university personnel to coordinate crisis communication and major announcements. Any faculty and staff wanting to submit an item for BVUNews, the link is http://www.bvu.edu/calendar/bvunews/
For more information regarding services provided by UMC, refer to: http://www.bvu.edu/departments/president/unicomm/
To follow are some guidelines in dealing with crisis communication and working with the media.
Crisis Communication

Communicating with campus constituencies

The main goal in a time of crisis is to clearly communicate essential information to the Buena Vista University community through pre-established channels. 

If you encounter an emergency situation, call 911 and/or campus security if necessary, and notify your immediate superior. From that point, the communication chain will activate.

Example: Faculty member calls 911 and notifies the vice president for academic affairs, who contacts the president. The president contacts the university attorney, senior administration and the director of university communications, then identifies a contact person. The contact person notifies and responds to members of the University community as assigned by the president (i.e., students, parents, faculty/staff, etc.).

Communicating with the public 

Another goal in a time of crisis is to protect the institution by controlling the timing and dissemination of public statements. During an emergency situation, only the appointed spokesperson should communicate with the public. 

The spokesperson to the media should work directly with the top decision maker, should be someone who can speak with authority and should have an understanding of the media. It is important to have only one spokesperson, who must stay updated constantly, respond quickly to inquiries, keep the message focused, stay calm, be truthful and present a positive image.

Media Relations

When you want to publicize an event/program

There are times when you will want to use the media to alert the public to a campus event or tell the public about a unique program or a newsworthy achievement. Media placements must be cleared by the Office of University Communications, so contact UC when you become aware of a story that should be shared with the public.

University Communications serves as a liaison between you and the media, determining the most newsworthy aspects of your story, deciding which media may be interested in your idea, putting your news into a format that’s familiar to and convenient for the media, and getting the story to the appropriate media in a timely fashion.

Notify UC as soon as possible about a potential story, even if you don’t have all the details at first. The UC staff can help determine what additional information will be helpful beyond the “who, what, when, where, how and why.” They will work with you in preparing a news/feature release, as well as in distributing it to the appropriate media through our established contacts.

When the media calls you

There are times when the media may want you to provide an expert point of view on a controversial, timely or important issue, or may ask you to help tell an interesting or unusual story. To ensure an accurate and consistent message is presented to Buena Vista University’s external publics, it is essential that all requests from the media be channeled through the Office of University Communications. 

If you are contacted by the media, tell the reporter you will call back within the time frame required, and take down all relevant information about the inquiry and the organization requesting your comments. Then contact University Communications and notify them of the situation, and give yourself time to compile your comments.

Tips for working with the media:

Tell the truth — Don’t guess if you don’t know an answer, don’t hide information, and avoid saying “no comment.”

Be timely — Return calls as soon as possible, and be aware of deadlines by asking reporters when their story is due.

Be succinct — Pick two or three of your best points to emphasize, and make sure you don’t talk forever.

Think before you speak — Anticipate questions, and make sure what you say can’t be misinterpreted.

Avoid jargon — Keep your language as simple as possible, and encourage the reporter to call you back to verify facts.

Set the agenda — Say what you want to say, and at the end ask questions to verify that the reporter is clear on what you’ve said.

Avoid speaking “off the record” — If you have something to say, just say it, and if it can’t be said for the record, it’s probably best not to discuss it at all.

ALUMNI RELATIONS AND DEVELOPMENT 

 Ballou Library Building.  Ext. 2101.  

This department provides communication, leadership and programming to enhance loyalty and commitment to the University among BVU students, alumni, faculty, staff, parents, friends, corporations, foundations and the Presbyterian Church.  The Office of Alumni Relations and Development is a service division of the institution.  Its mission is to market and secure philanthropic support of Buena Vista University.

Faculty interested in contacting BVU Alumni – Please contact the Director of Annual Fund and Alumni Relations for assistance.  

Faculty receiving requests for alumni information from sources outside the University – Direct the individual requesting the information to the Alumni Relations and Development Office (x2101 or devalum@bvu.edu).  Procedures are in place to ensure the institution provides the best possible service while also maintaining the confidentiality of information entrusted to us by alumni.  

Faculty interested in raising funds for an athletic team, student organization or department – The Alumni Relations and Development Office is the designated fundraising arm of the institution and its staff is charged with securing funding for the University’s strategic priorities.  The local business community, alumni, faculty, staff, parents, friends, and area Presbyterian Churches are contacted annually requesting support of BVU.   Multiple solicitations from varying University sources have proven to cause confusion among donors and dilute the effectiveness of all requests.  Please contact the Director of Annual Fund and Alumni Relations prior to engaging in any fundraising activities.

Faculty interested in pursuing grant funding – Please contact the Director of Development.  The Alumni Relations and Development Office maintain numerous resources pertaining to funding sources and grant writing and its staff is willing to assist and/or partner with faculty in securing resources from corporate, foundation and government sources.  Faculty should note that administrative consent (Dean, Vice President(s), and President) is required prior to submitting a proposal on behalf of the University.  With advanced notice, the Director of Development will help facilitate the internal approval and grant submission process.
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Appendix A - Sexual Harassment Policy

Buena Vista University affirms that all men and women — administrators, faculty, staff and students — are to be treated fairly and equally, with dignity and respect. Any form of sexual harassment contradicts the policies of Buena Vista University. Sexual harassment is defined by Buena Vista University to be any unwanted or unwelcome sexual conduct such as: comments, suggestions, physical contact or propositions backed by implied threats of losing, raising or lowering work or academic status, and/or forced sexual relations. These unwanted and unwelcome behaviors may be initiated superior to subordinate, peer to peer, or subordinate to superior. It is asserted that unwelcome sexual advances, whether verbal or physical, are prohibited when one or more of the following may result: a) submission to such advances is either an explicit or implicit condition of a person’s employment or education; b) submission to or rejection of the advance affects the job or status a person holds; c) the conduct substantially interferes with the employee’s or student’s work performance or creates an atmosphere of intimidation or hostility. 
Examples of such unwanted and unwelcome conduct may include, but are not limited to: 
· Verbal behavior: sexual innuendo, suggestive comments, insults, jokes about sex or gender-specific traits, sexual propositions, persistent demands for a date, and threats or bribes, implied or direct. 
· Non-verbal behavior: suggestive or insulting sounds, leering, whistling and obscene gestures. 
· Physical behavior: touching, pinching, brushing the body or coerced sexual acts. 

Sexual harassment will not be condoned during work or school hours nor will acts of sexual harassment be permitted outside the work or school social environment if such are construed to affect the normal working or student/teacher relationship. 

Sexual harassment is considered a form of sex discrimination and is prohibited under Title VII of the 1964 Civil Rights Acts as amended and Title IX of the 1972 Amendment to the Higher Education Act. 

Parties

· Complainant means a person who alleges sexual harassment. 

· Respondent means a person against whom sexual harassment is alleged. 

Guiding Principles

· Confidentiality –  All communications from the time the complaint is filed will be confidential to the fullest extent possible. All investigators and all members of the hearing panel are required to refrain from discussing the contents of the case with anyone. The confidentiality of the proceedings is of the utmost importance to all of the parties involved. 

· Retaliation –  Retaliation against the person bringing a complaint is forbidden by Buena Vista University. Persons charging sexual harassment need to be aware that false claims may subject them to legal consequences. 

· Confrontation – At no time throughout the preliminary discussions will the two parties be brought together. 

· Timeliness – All complaints, investigations, hearings, disciplinary actions and appeals shall be conducted promptly and within stated time guidelines, unless good cause is shown requiring an extension.

· Witnesses – Both parties may bring witnesses on their behalf throughout the investigation, hearing and appeal processes, and both are entitled to fair and impartial treatment of such witnesses. 

Procedure 

An individual who feels he/she has been the object of sexual harassment should so advise the Associate Dean of Faculty if the alleged perpetrator is a faculty member; the Vice President for Enrollment and Student Activities if the alleged perpetrator is a student; and the Vice President for Business Services if the alleged perpetrator is a staff member. 

If the Associate Dean of Faculty, the Vice President for Enrollment and Student Activities or Vice President for Business Services is accused of sexual harassment, the Dean of Faculty should be advised. If the complaint is against the Dean of Faculty, a Vice President or the President, a written complaint should be filed directly with the Chairperson of the Board of Trustees and the Board of Trustees shall determine the policies and procedures to be followed. 

The individual charging harassment (complainant) will be given a copy of the sexual harassment policy and advised to make a written complaint to the appropriate individual as outlined above.

The following procedures will be adhered to:  The written complaint should cite examples and dates, identify other individuals, if possible, who may have observed the incident(s) and what resolution is requested.  The complaint should normally be filed within ninety (90) calendar days of the alleged act of sexual harassment. This deadline may be waived for good cause.  The individual receiving the complaint will begin an investigation of the charges, contacting witnesses and gathering materials, and developing a confidential file of the findings. Within ten (10) working days of the filing of the written complaint, the investigator will provide the respondent with a copy of the sexual harassment policy and discuss the charge confidentially with him/her. The identity of the complainant should be kept confidential to the extent possible. 

Upon completion of the investigation and notification of the respondent that grounds for the complaint exist, the investigator must provide the complainant with a full explanation of the available options for satisfaction of the claim. These preliminary discussions should normally be completed within ten (10) working days from when the respondent was notified of the charges. 

The options include the following: 

· Where the goal of the claimant is to stop the harassing behavior and avoid formal procedures and charges, the investigator would be instructed to proceed to mediation and conciliation. 

· Where the goal of the claimant is a vindication of rights and application of sanctions, the investigator would be instructed to forward the complaining and investigation file to the Dean of Faculty and begin the procedure for formal charges. 

Mediation and Conciliation

Sexual harassment is not always a clearly identifiable act that is known to be offensive by all parties. It many times can be the subtle accumulation of behaviors that create an unwelcome climate in classroom, office or campus area. The formal charge of harassment is also accompanied by considerable emotional and career injury to all parties involved. In an effort to prevent behaviors which individually may not constitute an illegal act from developing into grounds for complaint, Buena Vista University encourages persons subjected to perceived harassing behavior to consider pursuing informal charges where appropriate. When the goal of the complainant is to stop the harassment rather than seek a vindication of his/her rights, mediation and conciliation is the appropriate outcome. With the permission of the complainant, the investigator should speak to the alleged harasser to achieve the following outcomes:

· Make the alleged harasser aware that his/her behavior is being perceived as sexually harassing and make clear that sexual harassment is prohibited by law and institutional policy.

· Make the alleged harasser aware that the purpose of this discussion is to achieve a change in behavior, not to pursue formal charges or disciplinary action. 

· Make clear that law and policy forbid any retaliation against the complainant by the respondent. 

· Suggest possible resolutions of the problem, including but not limited to, a change in the offensive behavior, an apology to the offended party, a reevaluation of a grade, a change in the relationship between the complainant and respondent (i.e., changed advisor, or class enrollment, or housing unit).

· Make the alleged harasser aware that the file of this complaint and its outcome will be kept in the office of the Associate Dean of Faculty. 

Filing of Formal Charges

Should the complainant choose to file formal charges, the written complaint and the confidential investigation file with the investigator’s conclusions will be reported to the Dean of Faculty, who may conduct his/her own investigation should such be deemed necessary. This investigation should be completed within ten (10) working days of receipt of the complaint. The respondent must be provided a copy of the complaint and given opportunity to respond, in writing, to the charges. Should the charge be made against the Dean of Faculty, the President should appoint a cabinet officer to conduct the investigation. When the Dean of Faculty finds that the allegations of sexual harassment are true as defined under Buena Vista University guidelines, the Dean of Faculty shall impose the appropriate disciplinary action to be taken. Such disciplinary action may include, but is not limited to: written warning; letter or reprimand; loss of choice assignments; suspension, probation, or expulsion; suspension of salary raises for a specified time; change of job (removing the person from being in a position to retaliate or further affect the victim); advice and counseling; requiring attendance at a sexual-harassment training program; termination of employment. 

Both the complainant and the respondent will be notified in writing as to the Dean of Faculty decision regarding disciplinary action. 

Appeal Procedure

The complainant or respondent may appeal directly to a Formal Hearing Panel. An appeal may be based on denial of fairness, new evidence or excessive disciplinary sanctions. Appeals must state reason(s) and should be presented in writing within seven (7) working days after receiving the decision. Written appeals to a Formal Hearing Panel should be delivered to the Chair of the Faculty Senate. The choice of a formal hearing panel will result in the following procedures: 

Formal Hearing Panel 

A formal hearing panel shall be convened of the various constituencies of the university (faculty, administrative staff, classified staff and students). The composition shall be as follows: 

· The Chair of the Faculty Senate shall conduct the hearing.

· The Chair will select two (2) faculty members from the Faculty Senate to represent the faculty. 

· The Director of Admissions and the Director of University Communications or appropriate substitutes as selected by the Chair of the Faculty Senate shall represent the administrative staff. 

· One (1) secretary and one (1) maintenance employee shall represent the classified staff. Names will be selected by the Chair of the Faculty Senate from a list furnished by the Vice President for Business Services. 

· The President and Vice President of the Student Senate shall represent the students.

Both the complainant and the respondent may challenge the participation of any member of the formal hearing panel. If a challenge is granted by the Chair, substitutes will be selected, by the Chair, from the University register as long as the composition of the committee remains three (3) faculty, two (2) administrators, two (2) classified staff and two (2) students. 

The purpose of the hearing will be to hear the evidence that had been presented to the Dean of Faculty and uphold or recommend a change in the Dean of Faculty’s disposition of the complaint. New evidence may be introduced at this time. The complainant and respondent will both be present for the hearing. Neither legal nor non-legal advisors will be permitted at this hearing. 

Hearing Panel Procedures

The Hearing Panel shall observe the following guidelines: 

· The Chair of Faculty Senate should send a written summons to all parties involved, respondent, complainant, witnesses and members of the Hearing Panel, within three (3) working days after receipt of the written appeal. Included with the summons must be notification of the opportunity to testify personally, the opportunity to present evidence and witnesses and the opportunity to confront and examine witnesses brought by the other party. The time, date and place of the hearing will be stated in the summons. The hearing should ordinarily take place within one week (7 days) after the summons is sent except in special situations determined by the Chairperson. 

· The Chair will make an opening statement regarding the nature of the case, the identification of the parties involved, the nature of the allegations and the procedures to be followed, including an explanation of confidentiality. An electronic recording of the hearing shall be kept. The recording of the formal hearing panel will be delivered to the University safe deposit box for safe keeping for a period not to exceed one (1) year upon the completion of the hearing. 

Hearing Panel Decision

After all information has been presented and closing statements made, the hearing will be adjourned and the Hearing Panel will deliberate in private. The Hearing Panel shall determine, by majority vote, if a violation of the Sexual Harassment Policy occurred, in effect upholding or reversing the Dean of Faculty’s decision. Additionally, the Panel may uphold or reverse the disciplinary action recommended by the Dean of Faculty, and if necessary, recommend appropriate sanctions. Both the complainant and respondent will be notified in writing as to the decision of the formal hearing panel. 

Final Appeal

Because of the nature of sexual harassment and because it affects everyone connected with the University, the appeal procedures are designed specifically for cases involving sexual harassment. Both complainant and respondent may appeal the recommendation of the Dean of the Faculty or the Hearing Committee to the University President. The President’s decision is final. (In the case of a tenured faculty member who is recommended for termination, the case must then proceed through the procedures for termination of tenure specified in the tenure policy.)

Information about sexual harassment cases will not be released publicly, unless it is deemed necessary and approved by the University President to prevent alarm among University employees and students and external publics (i.e. prospective students and parents). If information about a case is released, the names of all parties involved will remain confidential. 

Faculty/Student Relationships.

Policy. 

The teacher-student relationship lies at the foundation of the educational process. As a matter of sound judgment and professional ethics, faculty members have a responsibility to avoid any apparent or actual conflict between their professional responsibilities and personal relationships with students.

Romantic and/or sexual relationships between a faculty member and a student have the potential to pose risks to the student, faculty member, third parties and the University. In such relationships, voluntary consent by the student is suspect because of the inherently unequal nature of the relationship. A romantic and/or sexual relationship between a faculty member and a student can lead to a complaint of sexual harassment when the student feels that he or she has been exploited. In addition, other faculty members, staff members or students may express concerns about undue access or advantage, favoritism, restricted opportunities or unfavorable treatment as a result of a relationship.
Definition. 

"Supervisory responsibility" includes, but is not limited to, teaching, research, academic advising, coaching, service on a evaluation committees, grading, recommending in an institutional capacity for employment, fellowships or awards. This supervision can occur on or off campus.
Regulation.

· Prohibition: If a faculty member has a supervisory responsibility over a student, the faculty member is prohibited from having a romantic and/or sexual relationship with the student. 

· Strongly discourages: If the faculty member does not have supervisory responsibility over the student, the University strongly discourages any romantic and/or sexual relationship between the faculty member and student.

Implementation Date

The Buena Vista University Policy on sexual harassment became effective July 1, 1987. It is periodically updated and revised. Last revision: Fall 1993.  Revision to Faculty/Student Relationships, Spring, 2007.

Appendix B – Drug-Free Workplace Policy

In accordance with the Drug-Free Workplace Act, Buena Vista University prohibits the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance on University premises. Such activities are unlawful and may adversely affect employees’ safety, health and longevity, and can seriously impair their performance. In addition, such use constitutes a potential danger to the security and welfare of our employees and exposes the University to the risks of fund and property loss. Accordingly, the possession or sale of these items by an employee is subject to discipline, up to and including immediate termination. Also, an employee reporting to work or who is at work under the influence of intoxicants may be subject to release for their first offense. 

Any employee who becomes aware of another employee selling, purchasing, transferring or using drugs or alcohol while on the job is expected to take prompt action to report the circumstances and determine the appropriate disciplinary action. Repetition of this activity may result in disciplinary proceedings.

Any employee who is using drugs in accordance with medical purposes, when such drug usage may impair work performance, should consult with his/her supervisor. If the medication affects the employee’s work, arrangements may be made for the employee to have the necessary time off. This will be handled on a case-by-case basis.

Any employee with a criminal drug statute conviction for a violation in the workplace must notify the supervising Vice President and the Vice President for Business Services no later than five days after the conviction. The Vice President for Business Services will notify the appropriate federal funding agency within 10 days after receiving notice of such a conviction.

The University will take one of the following actions within 30 days of receiving notice that an employee has been convicted of violating a criminal drug statute: appropriate personnel action against such an employee, up to and including termination; requiring the employee to participate satisfactorily in a drug rehabilitation program approved for such purposes by federal, state or local health law enforcement, or other appropriate agency.

Additional information as required will be distributed by means of separate materials. Copies of such materials can be obtained at the Human Resources Department.

Appendix C - Guidelines for Dealing with Cases of Aids
Buena Vista University is committed to a policy of non-discrimination and community awareness in the treatment of persons identified as or suspected of being HIV-positive or infected with Acquired Immune Deficiency Syndrome (AIDS). Recommendations by various health agencies as well as requirements of state and federal law will be adhered to in the University’s dealings with students, faculty and staff. 

Students or employees of Buena Vista University will not receive differential treatment in the terms, conditions or privileges of enrollment or employment on the basis of infection with the HIV/AIDS virus. As a general rule, no requirement of testing for HIV/AIDS or expectation to inform will be imposed unless health and safety laws demand. 

Should guidelines established by the Center for Disease Control of the U.S. Department of Health determine that a person who is infected with HIV/AIDS poses a significant risk of transmission to other persons in a specific occupation, Buena Vista University will evaluate alternatives on a case-by-case basis. 

Decisions regarding individuals who pose a significant risk will be made in consultation with appropriate persons, who may include: a public health representative, the infected person and that person’s physician, and relevant school personnel, such as the Executive Vice President, the Vice President for Student Services, and the coordinator of health services. 

Any discussions of a person’s infected status will be conducted with the objective of achieving confidentiality of information, unless permission for non-confidentiality is prohibited by Buena Vista University and by law. Public disclosure of HIV/AIDS status grants the right of University personnel doing the same. 

Should unexpected and unforeseen HIV/AIDS-related issues arise, Buena Vista University will evaluate alternatives on a case-by-case basis. 

The Buena Vista University policy on AIDS became effective July 1, 1988. Last revision: Spring 1994.

Appendix D –
Copyright Policy  (Effective Sept, 2005)

Purpose:  Buena Vista University sets forth the following policies to define and establish the respective rights and obligations of University employees and students regarding appropriate use of intellectual property.   
1. Policy for Copyright Compliance 

Scope:  This policy affirms the obligation to observe copyright law in compliance with the Copyright Act, Title 17

U.S. Code.

2. “Fair Use” Policy 

Scope:  This policy affirms provisions regarding the use of copyrighted materials in the classroom, based on the “fair use” section of the U.S. Copyright Act of 1976.  
3. TEACH Act Policy 

Scope:  This policy outlines the terms and conditions under which copyrighted materials can be used as part of mediated instructional activities transmitted via digital networks under exemptions of the Technology, Education, and Copyright Harmonization (TEACH) Act of 2002. 

Resources  

  [ In this section we will append relevant info related to guidelines, handouts, etc. ]   
	POLICIES & PROCEDURES 

	Title 
	Policy for Copyright Compliance 

	Author 
	

	Approval Required 
	

	Revision Level 

	Revision Date 
	


1   SCOPE 

1.1 This policy affirms the obligation to observe copyright law in compliance with the Copyright Act, Title 17 U.S. Code.

1.2   As an innovative, regionally acclaimed, non-profit educational institution, Buena Vista University is dedicated to disseminating knowledge through teaching, research and service.  In support of the University’s mission of preparing students for leadership and service in an information-driven, global society,   the University provides high-quality resources, delivery systems and services for students both residential and remote.  In recognition of our mission and guided by the principles of intellectual freedom, BVU sets forth these policies for all employees and students to foster an environment of respect for intellectual property and compliance with the law. 

2   POLICY 

2.1   It is the policy of Buena Vista University to comply with all applicable laws regarding copyright. These copyright laws apply to all copyright-protected materials regardless of whether they are reproduced or distributed in digital, electronic, print or other format.  All employees and students who use equipment, facilities, resources or funds administered by the University in the course of University-related scholarly and creative activities are required to respect the proprietary rights of owners of copyrights and refrain from actions that infringe the rights of copyright owners.  

2.1.1 Works are protected by copyright laws in the U.S. even if they are not registered with the U.S. Copyright Office and even if they do not carry the copyright symbol (©). Copyrighted works include, but are not limited to, printed articles from publications, TV and radio programs, videotapes, music performances, photographs, training materials, manuals, documentation, software programs, databases and World Wide Web pages. In general, the laws that apply to printed materials are also applicable to visual and electronic media and works transformed into digital format. 

3     PROCEDURE 

3.1   In order to use a copyrighted work, employees and students must either obtain permission or qualify for a legal exception to the requirement for permission.  (See Policies and Resources sections regarding “fair use” and TEACH Act for further information.) 

3.2    A Copyright Review Committee is hereby established as a Senate Standing Subcommittee of IRC.  The committee shall consist of seven members:  2 faculty members, one librarian, one staff member each from Teaching and Learning with Technology Center, Online Programs, Information Services, and Mailroom and Printing Services.  The committee will appoint a rotating Chair.  The committee will meet at least once annually to determine agenda, then as needed.  The committee is charged to: 

3.2.1   Monitor the copyright environment to assess the implications of new legislation for University policy and practice.

3.2.2   Coordinate educational efforts by developing and making available common resources concerning copyright laws, and work collectively to ensure consistency of application and communication to the University community. 

3.2.3   Provide notice, education and guidance to employees and students about the requirements of copyright law and the legal exceptions to the requirement for permission.

3.2.4   Make recommendations to resolve questions pertaining to interpretation of copyright law.
	POLICIES & PROCEDURES

	Title 
	“Fair Use” Policy 

	Author 
	

	Approval Required 
	

	Revision Level 

	Revision Date 
	


1. SCOPE 

1.1   This policy affirms provisions regarding the use of copyrighted materials in the classroom, based on the “fair use” section of the U.S. Copyright Act of 1976.  The policy: 

1.1.1   Addresses why the issue of “fair use” is of importance to the BVU academic community. 

1.1.2  Outlines for the BVU academic community the set of “fair use” factors, based on the “fair use” section of the U.S. Copyright Act of 1976. 

2. POLICY 

2.1   Section 107 of the copyright law commonly known as the doctrine of “fair use” provides the opportunity to make use of copyrighted materials without authorization from the copyright holder. This includes such use as news reporting, comment, criticism, teaching, research, and other scholarship. Employees and students are prohibited from copying materials not specifically allowed by copyright law, by “fair use” guidelines, by licenses or contractual agreements, or by express permission from the copyright holder(s).

2.2   The “fair use” provision of the copyright law is an important exemption to the exclusive rights of copyright owners.  Because there is no blanket exemption in copyright law for educational or scholarly use of copyrighted works, each use must meet the “fair use” test.  The University encourages members of the BVU academic community to exercise “fair use” rights appropriately in their teaching, research, and service activities.  Members of the BVU community are urged to consult appropriate staff in the Library, Teaching and Learning with Technology Center, Online Programs or other members of the Copyright Review Committee for guidance in applying “fair use” tests.   

2.3    Section 107 sets out four factors that should be collectively considered in determining whether or not a particular use is fair: 

2.3.1 The purpose and character of the use, including whether such use is of a commercial nature or is for non-profit educational purposes; 

2.3.2  The nature of the copyrighted work; 

2.3.3   The amount and substantiality of the portion used in relation to the copyrighted work as a whole; and 

2.3.4   The effect of the use upon the potential market for or value of the copyrighted work. 

3. PROCEDURE 

3.1   Faculty will use the provisions of the “fair use” doctrine in determining the extent to which copyrighted material will be used in the classroom.  Permission shall be obtained for each use of a copyrighted work that does not fall clearly within the guidelines or when a clear and convincing finding of “fair use” cannot be made.   

3.2   Employees or students who require assistance with “fair use” questions are encouraged to refer to the Resources section of this policy or consult with a member of the Copyright Review Committee.  

3.3   Course syllabi should include a statement that “materials used in connection with the course may be subject to copyright protection.” 

3.4   For the use of copyrighted work used as part of mediated instructional activities transmitted via digital networks (such as course materials in course management software such as Blackboard), see the Buena Vista University TEACH Act Policy.   

	POLICIES & PROCEDURES

	Title 
	TEACH Act Policy 

	Author 
	

	Approval Required 
	

	Revision Level 

	Revision Date 
	


1. SCOPE 

1.1  This policy outlines the terms and conditions under which copyrighted materials can be used as part of mediated instructional activities transmitted via digital networks under exemptions of the Technology, Education, and Copyright Harmonization (TEACH) Act of 2002. 

2. POLICY 

2.1  The following works are permitted by the TEACH Act: 

2.1.1   A performance of a non-dramatic literary work 

2.1.2   A performance of a non-dramatic musical work 

2.1.3   A performance of any other work, including dramatic works and audiovisual works, but only in “reasonable and limited portions” 

2.1.4   A display of any work in an amount comparable to that which is typically displayed in the course of a live classroom session 

2.2  The following works are excluded by the TEACH Act: 

2.2.1 Work produced or marketed “primarily for performance or display as part of mediated instructional activities transmitted via digital networks.” Examples include course cartridges prepared by publishing companies that require institutions to purchase licenses for student access. 

2.2.2  Work “not lawfully made and acquired” under the U.S. Copyright Act if the instructor or the institution know or reasonably should know materials were not lawfully made or acquired. 

2.2.3  Work originally produced in analog format cannot be digitized except under the following circumstances: 

2.2.3.1 The amount converted is limited to the amount appropriate for the instructional activities [consistent with Section 111(2)]; and 

2.2.3.2  A digital version of the work is not “available to the institution,” or is secured behind technological protection preventing accessibility in the distance-education program [consistent with Section 111(2)] 

2.3  The materials may be used under the following conditions: 

2.3.1 The work or performance used is “at the direction of, or under the actual supervision of an instructor”. 

2.3.2 The work or performance used is “an integral part of a class session offered as a regular part of the systematic, mediated instructional activities” of the University. 

3. PROCEDURE

3.1   Faculty will adhere to the requirements of the “TEACH Act” for the use of copyrighted works used as part of mediated instructional activities transmitted via digital networks.  

3.2   In order to apply provisions of the TEACH Act, course syllabi must include the following Copyright Notice: “Many of the materials posted to this course site are protected by copyright law.  These materials are only for the use of students enrolled in this course and only for the purposes of this course.  They may not be further retained or disseminated.”  

3.3   Works that do not meet the above conditions must qualify as “fair use” or qualify as a permitted use because permission has been granted from the copyright holder(s), or because the use is covered by a license or contractual agreement.  

3.4   Guidelines regarding the use of copyrighted works to be used as part of mediated instructional activities transmitted via digital networks  can be found in the Resources section for TEACH Act.

Appendix E - Academic Honesty Policy
Buena Vista University believes that personal integrity and academic honesty are fundamental to scholarship. We strive to create an environment where the dignity of each person is recognized and an atmosphere of mutual trust exists between instructors and students. Accordingly, honesty in all academic matters is expected from all students. Actions contrary to academic integrity will not be tolerated. Any attempt to cheat, misrepresent someone else’s work as one’s own, receive credit for work one did not do, obtain an unfair advantage over other students, or aid another student to do the above will be considered a breach of academic integrity. The faculty has confidence in the integrity of students and encourages students to exercise good judgment in fulfilling this responsibility.

Activities that have the effect or intention of interfering with learning or fair evaluation of a student’s work or performance are considered a breach of academic integrity. Examples of such activities include, but are not limited to:

· Cheating (intentionally using or attempting to use unauthorized material, assistance or study aids in any academic work). For example, using a cheat sheet for a test, looking at another student’s paper during an exam, stealing or buying all or parts of an exam or paper, altering and resubmitting work for a better grade without prior approval to do so, etc.

· Plagiarism (representing another’s ideas, words, expressions or data in writing or presentation without properly acknowledging the source). For example, misrepresenting another’s work as one’s original work, using someone else’s idea without giving proper credit, failing to cite a reference or failing to use proper documentation, using works of another gained over the Internet and submitted as one’s own work, etc.

· Falsification and/or misrepresentation of data (submitting contrived or made-up information in any academic exercise). For example, making up data, citing non-existent sources, etc.

· Facilitating academic dishonesty (knowingly helping or attempting to help another violate any provision of the academic honesty policy). For example, working together on a take-home exam or other assignment when the option has not been made available, giving your paper/assignment to another student for his/her use, etc.

· Computer crimes (damaging or modifying computer programs without permission).  For example, software piracy, hacking, constructing viruses, knowingly introducing viruses into the system, copying programs and/or data belonging to others, etc.

· Multiple submission (submitting, without prior approval from the instructors involved, any work submitted to fulfill academic requirements in another class). For example, submitting the same paper for two different classes, etc.

· Misrepresentation of academic records (knowingly misrepresenting or tampering with any portion of official records of the University or transcripts). For example, forging a change of grade slip or registration form, tampering with computer records, etc.

· Unfair advantage (trying to gain unauthorized advantage over fellow students). For example, gaining or facilitating unauthorized access to exam materials (past or present); interfering with another student’s efforts in an academic exercise; lying about the need for an extension on a paper or assignment; destroying, hiding, removing or keeping, library materials, etc.

Any violation of this policy will be treated as a serious matter. The instructor has primary responsibility over classroom behavior and maintaining academic integrity.  Instructors are encouraged to specify clearly at the beginning of each course what constitutes violations of academic honesty and the consequences for academic dishonesty. In cases of repeated or flagrant violations, a student may be dismissed from the University. Depending on nature and severity of the offense, the University reserves the right to exact maximum penalty, even in the case of a first offense.

If an infraction is suspected, the following guidelines and procedures apply:

A faculty member who suspects a student of academic dishonesty shall inform the student of his/her suspicion and present him/her with the evidence, allowing the student an opportunity for rebuttal.

Faculty members, upon determination of an infraction based on the evidence, may determine the penalty for the infraction. This may involve failing a student for a particular assignment, test or course. The penalty must be communicated in writing to the student. In addition, the Dean of Faculty may impose academic warning, academic probation, academic suspension or expulsion, depending on the severity of the offense. A Center Director, through consultation with the Dean of Faculty and Associate Dean of the Centers, may enact the same penalties.

Upon determination of an infraction, the faculty member should notify, in writing, the student’s advisor, the faculty member’s school dean and the Dean of Faculty. This notification should include the student’s name, the type of infraction and the penalty (i.e., student failed the assignment, student failed the course, etc.). In the case of a Centers student, the faculty member should notify the Center Director.

If a student is involved in academic dishonesty but is not enrolled in a particular instructor’s course, the instructor may recommend the student to the Dean of Faculty for disciplinary action (e.g. Student A, enrolled in a course, has Student B (not enrolled in a course) write a paper for him/her. Student B may be recommended to the Dean of Faculty for disciplinary action). In the case of a Center’s student, the instructor may recommend the student to the Center Director.

All information related to any violation will be kept in a special file by the Dean of Faculty, and the appropriate Center Director, during the time in which the student is enrolled at Buena Vista University, serving only as a statement of record if the student is charged with a subsequent act of academic dishonesty. In the case of appeal, the file will be destroyed if the student is found to not have violated academic integrity standards. If the student is found to have violated academic integrity, the file remains in the Dean of Faculty office until the student’s graduation or three years after the student’s last date of enrollment.

Appeals Process

Students may appeal a faculty member’s decision to the Dean of Faculty (or his/her designee). The decision from the Dean of Faculty is final.

If an appeal is made to the Dean of Faculty, the following procedures are to be used:

A written request for hearing must be made with the Dean of Faculty within two weeks of the faculty member’s decision being communicated with the student. The written notification from the student should include his/her understanding of the events that occurred and his/her reasons for the appeal.

The Dean of Faculty will engage in fact-finding that he/she deems appropriate, after which the Dean of Faculty will meet with the student, his/her academic advisor and the faculty member involved. In the event the faculty member involved is the student’s advisor, the student will select another faculty member to attend the meeting.

The Dean of Faculty’s decision will be communicated in writing to the student, the faculty member, the advisor and the appropriate school dean within one week of the meeting.

Appendix F - Student Accommodations Grievance Policy

The Director of the Center for Academic Excellence (CAE), acting as the Disability Service Provider (DSP), and the Associate Dean of Faculty, acting as the 504 Coordinator, have the responsibility for determining whether a student has demonstrated a need for accommodation, and for arranging appropriate accommodations for students with disabilities. If a student who has followed the University’s specified procedures for requesting an accommodation believes that he or she has been denied an appropriate, reasonable, or effective accommodation, he or she should abide by the following grievance procedure.

If a student believes he/she has not been granted an appropriate accommodation, whether from the Disability Service Provider (DSP), a faculty member, or the University, the student should attempt to resolve the problem directly with the DSP or faculty person.  If the problem is not resolved in talking with the DSP or faculty member, the student may file a grievance using the following procedure.

Within 30 days of meeting with the faculty member or DSP to resolve the problem, the student must submit, in writing, a report outlining his/her accommodation needs and concerns in question.  

The report must be delivered in hard copy (not via email), including the student’s signature, to the Office of the Vice-President of Academic Affairs (VPAA). Upon receipt of the report, the Vice President of Academic Affairs will notify the 504 Coordinator and the Disabilities Service Provider (DSP).  

The VPAA will appoint a standing appeals committee which will meet within 10 business days of receiving the written report from the student.  The grievance committee  includes the Director of Health Services, the Associate Dean of Student Services, a school Dean, the immediate past Chair of Faculty Senate, the University lawyer, the 504 Coordinator, and BV County’s Vocational Rehabilitation Counselor, provided no committee person is the faculty person involved with the student’s concern.  If the grievance involves a member of the committee, the Vice-President of Academic Affairs will appoint a replacement.  Concerned parties, including the student and/or faculty and witnesses may be contacted, if applicable.  

If during the review of the grievance, the University and the student reach an agreement to retain the original accommodation or to alter the accommodation, the Vice President of Academic Affairs will prepare an agreement to be signed by the student and the appropriate University staff/faculty.

If no agreement can be made, the Vice President of Academic Affairs will act as arbitrator and make the final decision.  The decision will be communicated in writing to the student, the faculty person involved, the Disabilities Service Provider, the 504 Coordinator and the student’s advisor within 10 business days of the hearing. 

Attendance as Accommodation

A new area of accommodation law considers the essentiality of attendance as a part of student’s ability to be successful is a course. Certain learning, physical and psychological disabilities interfere with a student’s ability to attend every class meeting. As a result, BVU must have procedures in place to document the role of attendance with any given course and attendance patterns with each student for which disabilities influence attendance, especially if attendance in the course is considered essential or part of the grading structure for the course. 

Policy:
BVU acknowledges attendance as an accommodation under the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973.

Responsibilities of Faculty:
1. Faculty must determine if attendance is an essential function of the course, depending upon the level and type of course.  (Ex: lab vs. lecture)

2. If faculty determine attendance is an essential function, then 

· Faculty must be able to demonstrate how “non-attendance” fundamentally alters the course.

· Faculty must take attendance. 

· Faculty must determine if a number (or percent) of absences will become excessive at some point.  

· Faculty should not give attendance quizzes or take attendance if they do not determine attendance is an essential function of the course.

3. Faculty will sign the forms and will provide the accommodation if they are in agreement with the accommodation.

Responsibilities of Students: 

1. Students must follow the accommodations process as set by Buena Vista University.

2. Students must complete a Request for Accommodation form and have appropriate documentation to support the diagnosed disability.

3. Students who have been approved for Attendance as an Accommodation must contact the professor and arrange a meeting to discuss the accommodations within 48 hours of receiving the paperwork from the Director of the CAE, or Center Director when the student is enrolled at a Center.  In an effort to help promote self-advocacy, students will take responsibility for handling the paper and arranging the meetings.  

4. Students must make every effort to attend all classes, especially days for exams, quizzes, and paper deadlines.

5. Students must contact the professors prior to the absence.  

6. Students must fulfill all other requirements of the course.

7. Students must sign the forms and return them to the Director of the CAE or the Center Director when the student is enrolled at a Center. 

8. Students are responsible for knowing and verifying the number of absences in any given course.
Responsibilities of Director of CAE and 504 Coordinator
1. Will review documentation.

2. Will look at accommodations requested by a professional and determine if they are reasonable.

3. CAE Director will notify student and will process paperwork.

4. CAE Director will act as mediator when/if professors and students can not come to an agreement.

5. CAE Director will serve as contact person in the event where a faculty person believes the number of absences has become excessive.

Responsibilities of Center Directors:
1. Center Director serve as the institutional actor on sight (has face-to-face communication with students) and performs all functions with accommodation processes related to attendance as he/she does with any accommodations request originating from Center students, e.g., making copies of documents available for students, etc. 

2. Center Director acts as mediator when/if professors and students can not come to an agreement; remains in contact with CAE Director for assistance and advice as needed.

3. Student returns paperwork to Center Director to be filed.  

4. Center Director sends a copy of the completed paperwork to CAE Director to be filed.
Process to be used when attendance is the accommodation:
1. Student completes a Request for Accommodation form and supplies appropriate documentation.

2. 504 Coordinator and CAE Director review and process request.

3. CAE Director notifies student.

4. Student meets with each professor, explains accommodation, and both sign paperwork.

5. Professor explains to student if attendance is/is not an essential function of the course.

6. Agreement of attendance is decided and signed.

7. CAE Director acts as mediator if needed.

8. Student returns paperwork to CAE Director to be filed.  

9. Professor keeps a copy of the paperwork.

10. Student attends class in accordance with the Attendance as an Accommodation agreement.

11. When a student can not attend class, the student contacts the professor via phone or email prior to the class.  In the event of an emergency, the student contacts the professor as soon as possible. 

12. Students will contact CAE Director to verify by what means he/she attempted to contact the professor. For Center students who may not be able to contact the professor directly, they may contact the Center Director.

13. Professor keeps attendance records.

14. Students are responsible to know the number of absences in each course.

15. Professors are encouraged to contact the CAE Director and the student as absences approach excessive, as agreed upon. At the Centers, professors are encouraged to contact the Center Director and the students as absences approach excessive, as agreed upon.

16. Decisions about Attendance as an Accommodation need to be determined professor by professor, class by class, and semester by semester (or term by term).  Students requesting Attendance as an Accommodation are required to make arrangements for attendance each semester/term for each class. 
EQUAL EMPLOYMENT OPPORTUNITY
Buena Vista University is an equal opportunity employer.  It is committed to ensuring fair and equal treatment to all employees or applicants for employment, regardless of their race, color, religion, sex, disability, age or national origin.  The personnel policies of the University are designed to comply with Executive Order 11375.  In addition, the University is governed by Title VII of the Civil Rights Act of 1964, as amended by the Equal Employment Opportunity Act of 1972, Title IX of the Higher Education Act of 1972, and title VII and Title VIII of the Public Health Service Act.

BVU does not discriminate on the basis of sexual orientation or gender identity in administration of its employment and personnel policies, educational policies, admission policies or scholarship and load programs.  All students of the University are granted equal rights, privileges, programs and activities without regard for sexual orientation or gender identity.
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