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Faculty Personnel Committee
March 31, 1989 (received 4-11-89)

Recommendation *1

Dr. Hensley moved that we endorse the concept of additiona) compensation
for chairs but ask the Faculty Sensate to request that the Provost's Office

work with the Council of Chairs and the Dean’s Council to formulate @ more
uniform and specific policy for determining compensation and refease time
for chairs.

Senate President:

Approvedw__‘mte L[.’/a%’/ 89

Disapproved Date

University Pr eﬂden% /
Approved / M Date z/z E ?
Disapproved Date

Recommendation *2
Dr. Radig moved that the Part-Time Faculty Manual be accepted as

amended. (SEE ATTACKED)

Faculty Senate President:

Apprwed_ww o Date_ Y l] 3%! 29

Disapproved Date

University Pr Cment ,

Approved ﬂ //a ....... Date ~j///7/g7
Disapproved Date
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PARY - TIME FACULTY ‘MANUAL

Passed through Faculty Personnel Committee
March 31, 1989

Passed through Faculty Senate
Rpril 28, 1989
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PART-TIME FACULTY MANUAL

Definition of Part-time Faculty (excluding School of Medicine)

Part-time faculty are those instructors employed to teach one or more
courses, ot to exceed a total of six (&) undergraduate hours or three to four (4-
4} graduate hours for a designated semester with ne comitment on the part of
the university for subsequent employment.

I1. Qualifications of Part-time facuity

Competence in the particular course ar¢as to be taught shall e the prime
consideration. In additicn, the degree qualifications of part-tirne faculty shonld
approdimate these for full-titne faculty, ie., tertninal degrees, master degrees o
approximate experience. The candidate is required to present evidence of such
Background. In the teaching of a graduate class all requirements of the graduate
schicol will be et

111. Employment Proéess and Written Agreement

When the need arises to employ part-tirne instructors due to enrollinent

'~ shifts, sudden personnel changes, ete, it is the responsibility of the departiment
chairperson/division chairperson, with faculty input, to recommend o the dean
of the college qualified candidates for etnployment as part-time instructors. The
dean will take the necessary employment steps and subsequently forward this
information to the Vice President for Acadeniic Affairs. Recommendations by thie
department chairperson/division chairperson for part-time instructors of
graduate courses must be made o the Dean of the Graduate Schoot {or
consideration for graduate faculty status,

& written employment agreement between the part-time instructor and the
university will indicate:

eassigned responsikility for course/courses to be taught,

eother conditicns ¢of employment,

spericd of employment,

sconpensation, and

scontingency factors.

Y. Conditions of Employment

AL Final implementation of the agreement is sulject to the enrollment of &
sufficient number of students, based on standards currently emploved by the



i i

nniversity with the Bual‘d of Regents' approval. Thus, two or more class sessions
nay meet before a final determination can be made.

B, Part-time faculty's availability to students beyond class hours will be
determined by the departiment chairperson/division chairpersen in consultation
with the instructor and may vary with the nature and lecation of the ¢ourse.

C. The performance of each part-time instructor will be evaluated by the
department chairpersen/division chairperson of delegated representative
and/or dean at the conclusion of each course taught. The evaluation rmust include

a student evaluation of the instructor.

V. Other Duties and Limitations of Part-time

& The department chairpersen/division chairperson will provide a copy
of the course requirernents to the part-time instructor. This guide shieuld be
carefully followed so the student and the instructor will be fully aware of the
content of the course in accordance with university policy.

Course svitabi Policy
~ During the first two weelis-of semester classes {three dayvs of a sutrner terrn),
©J he instructor must provide each student a copy of the course requirernents
which includes the follewing items: 1) attendance policy, 27 grading policy, 5
approximate due dates for major projects and exams, and 4) a description of
general course content.

This policy may not apply to the following types of courses: thesis, serinar,
special topics, problem report, independent study, fietd work, internships and
medical clerkships.

vadopted by University Council, March 12, 14860; amended by
Acadernic Planning and Standards Cominittee, April 10, 1980,
approved by the President, May 5, 1980,

B, Part-titne instructors in off -campus locations may e called upon to
represent the vniversity in distritating and collecting admission and enrotlient
formms, 23 well az in procuring and distribating textbooks and other materials. At
no times is the instructor to accept currency. It is the intent of the university o
keep these periphieral duties to a minimum and provide alternative procedures
wheniever possible.

C.  While off campus part-time instructors will sometimes be locked to as
3 the seurce of all information about the undversity, they should direct studernts i
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the appropriate scurce to provide that information. Instructors are cautioned not
- prepresent themselves as giving final acadetnic advice, as this should more
STOperly and more correctly be given by the students’ regular advisor.

D. The Department will provide the Part-Time Faculty member space 1¢f
student conferences and general academic support services, ¢.g. typing,
telephone, duplicating access, etc.

V1. Orientation Sessions
The department and/or college will provide individual or group erienfation
geasions for part-time instructors to review their respective roles and to provide

an opportunity for new part-time instructors’ questions to be answered.

Vil.Compensation

The university has a vniform compensation plan. For current rates, clieck
with the academic dean of the appropriate college.

Pay pericds will e at ______ intervals during the semester, unless stated
. otherwise in the written agreement.

Faculty will be compensated for ¢lass sessions taught prior to course
cancellation.



Appendix A
Academic Information

jrades and Quality Points

Thie following system of grades and quality points is used within the

itustitution:

A

E.

WP.
WF.

For supericr performarnce. Four quality points are earned for sach serester
hour with a grade of 4.

For performance distinetly abowve the average in quality. Three quality
points are earned for each semester hour with a grade ¢f B.

For perfortnance that is average quality. Twe quality peints are earned [or
gach semester hour with & grade of C.

For performance of ?:welox-sf—:a,verage_cBJ.ality. One quality point is earned for
¢ach sermester hiour with a grade of D.

Failure, given for unsatisfactory work. Zero quality points.

Withdrawn on or before the eighth Friday after the first class day of the
regular sernester of the third Friday after the first clase day in the sumimsy
session.

Withdrawn passing'after the "W" period.

Withdrawn failing after the "W" period. A WF is equivalent to an F. Zerc
quality points.

An I grade (Incomplete) is given to students who do not complete course
requirements bhecause of iliness or for some othet valid reason. The [ grade
is not considered in determing the quality point averags. The student has
the res:{.:omibilit.y of cotnpleting the work within the period defined by thie
instrustor, ot to exceed Twelve calendar months from date of receipt of the
incomplete If the work s completed satisfactorily, one of the four passing
marks will be awarded. If the work is unsatistactory or the student fails o
cornplete the work within the twelve-month pericd, an F or failure grade
will be recorded. IT the student originally entolled in the course under the
Credit/No Credit Option, the removal wilf te under the same optici. An
incomplste grads tmay also be removed hy repeating the course within ths
twalve-month period. Al grades remain on the student’s }::ern’lane:rlt. ey
32 originally subtnitted by the course instructor, Any grade changs is addsad
to the permanent record.

Irregular Withdrawal. & student wlhie has registered for a class and has
never attended it shall receivs 3 grads of "IW" {(Irregular Withdraswsal). T
TW grade is not considered in défermining the student's quality point
average.

CR/NC. Recorded az CR (for satisfactory performance) or NC (for unsatisfactory

performance) for courses elected by the studsent for the credit/non-cradit
optiot (see poHOT or for courses desicnated by the deparfinent chairpers
for credit/no-credit grading. CR and HC are not considersd in determing fhe
quality point average. )

T
1a




MARSHALL UNIVERSITY
INCOMPLETE DOCUMENTATION FORM

Name

Last First Middle Student Nutnber

Course:

Dept. No. Section  Credit Hours Course Title

Sermester or Termm of Issuance:

Last Date of Student's Attendance:

Deadline Date for Removal (may not exceed one calendar year):

Reason for Issuance:

Requirements for Removal (list all conditions):

Instructor’'s Name: College
Last First
- Instructor’s Sighature: ' Today's Date
This fortn must be r:::.ﬁrn{;leteuzl for sach INCOLFLETE GRADE given by instructor
and attached intact to the Instructor's Grade Sheet when presented to the

Registrar's Office. N . )
Suggested 3-Part Form Distribution: Original - Academic Dean; lst Copy -
Departroent Chairman; 2nd Copy - Student.,

Attendance Policy

It is the responsikillity of each individual instructor to evaluate the
importance of student class attendance. Accordingly, esch instructor
préepares at the besinning of each sernester, a written staterment setting
orth Liis pelicy for consideration of unexcnzed abeetices, malie-Up
exarninations and related matter which will e in force for the serpesie
The staterent is Tiled with the chairman of the departiment and a statern-1
of policy on attendance appropriate to each class is distributed at the firsi
class meeting.

In those cases where marked violations of ¢lazss attendance policy occur, the
instructor may notify the dean o that every effort can be made 1o find and
counsel! the student whose academic prospects are being jeopardized by
non-attendance.

Abcences such as those resulfing from iliness, death in the family, or
institutional activitiss (those approved by the scademic deans, such as
delate, artistic performances and athletics) are o be excused when a
student reports and verifies thern to the instructor. For such exoused

absences, the student shiculd not. Le penalized.



Exzaminations

Students are required to take all regular examinations. If a student attends
& course throughout the semester and is absent from the final exarmination
without permission, the instructor counts the examination as zero and
reports the final grade of FIf the absence is the result of illness or soms
otiter valid reason beyond the control of the student the grade of I i
reported, and the student may, upon application, take the examination at
later date. (See "Incomplete” under Grades and Quality Points.)

Audit Courses

Andit students are those who snroll only for purpoges of refreshing of
acquadnting themselves with the material offered in the course. Audit
students receive no academic credit. Anditing is allowed only when thetrs i«
wg:a.ue available in the class and the academic dean having jurisdicticn over
the course authorizes andit status. Enrollment for audit is limited Lo the
regular registration pericd for the semester or term. Studenits who want 1o
andit a class most enroll and pay fess in the same manner and at the sane-
ifion rate as students enrolling for credit, Faculty members wanting to
it courses must secure approval of their dean and the instructor of the
course or courses desired and must enrcll in the regular tnannet for such
COUrses.

Aftendance and other requirements for auditors shall be determinsd by the
instructor of the course being audited, It is the preregative of the instructor
to totify the respective dean and the Registrar's Qffice to withdraw the
auditor fromm the class if attendance o other requirerments are not met. It s
the responsibility of the instructor Lo discuss the requirsments of the courss
with the auditor,

[t is ot possible to change a registration from credit to andit or audit. fo

credit atfer the close of the schedule adjustment period at the beginning o
a semester or surmimer ferm.

Drop and Withdrawal Policy

I

[ ]

Dropping of Courses

Droprdng a course after the schedule adjustment peried requires that a drop
fortn bearing appropriate signature e subtnitted o the Fegistrar's offics
Appropriate signatures vary with the academic calendar and are as follows

A Dropping a course before the published "W date requires the signature
of the raculty member.

B, Dropping a courss affer the published "W date requires the signature
of both the faculty membar and the student's acadetnic deatl.

Off -campus or night courses mav be dropped by mailing a request to drop
to the Remistrar's office. The postmark ofi such a request will be the official
date of withdrawal, .

Withdrawal from thé University

Withdrawral rom the university is defined as dropping all classes for which
a student is registersd.

/ithdrawal requires that s withdrawal form be submitted to the Registrar's
office or that a request for withdrawal be mailed to the Registrar's office 11
iz not possible to withdraw by telephone.



The effective date of withdrawal is the date that the withdrawal form is
subanitted to the Registrar's office. The posttark on mail requests will Le
the official date of withdrawal.

Cheating

Marshall University considers academic dishonesty to be 3 serious breach of
acadetnic discipline and absolutely condemmns it, on or off carpus, Major
responsibility lor punishinetit of cheating offenders Hes with the individus)
instructor. & student charged with a cheating offense may appeal to a
Review Committes. Further clarification is given in the catalog, pages 68-7H,

Grade Appeal Procedure

In those cages in which & student has received an instructor-itmnposed
ganction pursuant te Sec IV, A, herein, the student shall follew the procs-
durss outlined below:

I Undergraduate and graduate students:

3. The student should first attempt a resclution with the course
-instructer, This initial step must be taken within ten (10) days from
the itniposition of the sanction or, in the ¢ase of an appeal of a final
crade in the course, within thirty (30) days of the mailing of grades

rotn the Regigtar's Offics.

ke If the prr:aceaure in Step 1 does not have a mutnally satisfactary

result, eithst the student of instructor may :a.p]iweal in writing to the
department chairman withing ten (10) davs after the action taken
in Stlep 1, who will attemmpt L3 resolve the issue at the departmentsl
evel,
Should the issue not be resolved at the departmental level, either
the student ¢r instructor may appeal in writing 6 the dean of the
College in which the course is offered within ten (10} days of the
action taken in Step 2. The dean will attempt to achieve a mutualiy
satisfactory resolution,

d. Should the issue not be resclved by the dean, either the student or
instructor may appeal it writing within ten (10) days of the action
taken taken in Step 3 to the Chairperson of the Academic Plantiing
and Standards Committee who shall refer the matter to the Univer-
sity Acadermic Appeals Board for resolution.

g, Should the student or the instroctor be dissatisfied with the deter
mination of the Academic Appeals Roard then either part.?' Ay Il
an appeal with the Vice Preside .o Acadermic ATairs wilhin thirty
(300 days Irom receipt of the dv isic | of the Board. The decision of
the Wice Pregident of Acadetnic . .rs shall be final

2. Medical School Students:

Medical School students who desire to appeal an instructor-imposed
sanction should consult the appropriate Medical School publications ror the
propet procedures to be followed,

Oy

Posting of Grades

To comg)ly with the regulations of the "Privacy Act of 1974" (Public Law J%-
579 of the U.S Congress), faculty members are required not to post gradss
of students. The act prohibits disclosure of any records “from which infor-
mation is retrieved by the name of the individual of Ly some identifving
number, symbaol, or other {dentifiving particular assigtied Lo the individual ”

d

& new ruling allows final grades fo be posted by arbitrarily assigning
nurnbers.



Appendix B
Services Available

Librar :
Pagz-time- faculty are sntitled to the same privileges and services accorded
full-time faculty. Literature searches to support courses offered, reserve
service for special handling of materials that are heavily used for assigned
class reading, and sending a footlocker of books with a faculty mernber fo
supfort an off -campus course offering are among the services that can te
given to a part-time faculty. The encouragsment of library use in connection
with classes is the policy of thewniversity.

Memorial Student Center
The M.SC. houses dining facilities, the university bookstore, recreational
facilities including a bowling alley, billiards/game room, a colfee house,
catnpus intormation center, lounges.

Bookstore
The MU Bookstore is located on the main floor and basement of the
Memarial Student Center. College texthooks, sundry itetns, paperback books,
cards, Marshall gift items and other merchandise are available for purchase
by MU students, faculty and staff. A 10 parcenit discount will e given any
part-tire instructor who shows proof of temperary employment, e.g., lette
from departiment chaiperson/division chairparson.

Dining Facilities . e - S
Dining facilities are available in the caleteria of the Memaorial Student
Centar. Short order itemns or cotnplete dinners may be purchased. The snack
ar is open from 7 am. to 3 pan, daily. _

Soft drink, snack food and ofher vending machine items are available in
varicens buildings on campus.

The coffes house opens at 3 pan, M-F daily. (Hours of operation differ for
weekend service.)

The University is located within minutes of seweral off -campus restaurants
for those whe wish to dine off campus, :

Parkin

Parking permits [or evenings are available to part-time instrucfors in the
Pubilic Safety Building, 1619 Sth Ave. If your class meets one night a week,
the cost is $3; two nights, $6.

Those interested in obtaining parking permits for day-time use must apply
to the Coordinator of Traffic and Parﬁing. Rates vary during the day.

Building and Grounds
should you ever experience difficulty entering the tmilding, classrootn of
usitg your classrootn, please call Buildings and Grounds at: )
Cr:n‘t:-“ly_ Hall - 3165; O1d Main - 24 1%, Harris Hall - 230 3; Northeott (no
pl;r:;:ée J; Sruith Hall - 3199; Science Building (no phone); Gullickson Hall -
3116,

Telephone Numbers

Ambulance Service BG6H-4357

Eockstore | 6G6-3622

Counseling Center H9H-3111

Librar | 696-2320 .

Security Office B95-4357 (696H-HELP)
£G6-2365

Student Center



If vou try to telephone any of the above by using an office telephone on
campus, you need only to dial the last four digits. To place a call off-catnpusg
frr:g; C:i:znlpmce telephone, you will need to dial "9" first in order to obtain an
outside line. '

Other Services
If part-time faculty need assistance in other areas, contact should be made
with the department chairperson/division chairperson. These might include
secretarial services and auvdio-visual equipment.
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Appendix C
Policy Statements

Closing of University on Campus

Extreme weather conditions or energy outages have resulted in
dizruption of normal operations at Marshiall University on several o¢casions
during past winters, Similar situations may occur in the future, With that
Fossibility in mind, Marshall University has developed the following policy

1. Although it may be necessary to suspend clagses because of
inclement weather or other problems on some occasions, offices will not e
closed and all employees will be expected to report [or wWork.

Individual employees, for whom it is appropriate, may, in their best
FJ.dgment, determine the risk of travsl to be too great and elect to remain af
1ome. These who do so should contact their regpective surpervisors and
indicate they are: (1) taking annval leave that day, or (2 taking a day off
without pay, or (3) taking cormmpensatory timne, in the event campensatery
tirme ig owed thern.

2. In the event that a building, or & section of a bulilding, is clogsed

[~

{because of heat loss, power outage, ete.), employees working in the affected

Cares will be permifted to take their work to another area or baudlding on

carmpus, Or, 1 consuitation with the supervisor, the employves may elect 1
talie annual leave that day, take the day off without pay, or take
compensatory time off. '

5 In the event of an exireme situation tternade, flood, ice storm,
carmnpus disturbance, etc.) and the employees' presence is not degired on
carnpus, this informaticn will be disserminated to the news tnedia. & dedizion
as to whether the missed tirne will be chargeable to annual leave,
cormnpensatory titne, or a non-pay sitnation will be determined Ly the
president and communicated through supervisors on the first day norma!
campus operation is resumed,

4. Supervisers must take steps to ensure offices and/or work stations
are open O employees at all times when those eraployees are expected o
he at work, including inclemnent weather situations and other disruptive
sitnations.

5. The president will notify the media by 7 a.m. of suspended clasgses

for that dav. A separate announcernent will be made later in the day in

regard to classes scheduled to begin at 4 pan. or later.

Off-Campus

~ Classes will not be held if the building being used has been closed by
acticn of appropriate authorities.
Crisis Intervention Procedures

The following procedures pertain only o Psychological /Behavioral
gruergencies for which consultation by a stalf counszelor of the University
connseling Center is required. Accidents and physical iliness will not te
addressed under thizs policy.
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A. General procedures - Regular Working Hours (DAY)

(1) During regular working hours (8 am. - 4:30 p.m. Monday-Friday?
all interventions related to Psychelegical/Behavioral emergencies
should be ifiitiated through the University Counseling Center. The
Counseling Center is located on the first floor, south end of
Prichard Hall. Emergencies can be reported in person or by
phoning 696-3111.

(2) Once notified a staff counselor will take a%‘;propriate action, andg if
needed, will alett the Department of Public Safety for Emergency
Medical Personnel and ampulance or other transportation,

{3) The Department of Public Safety will provide and coordinate all
emergency tmedical service personnel and transportation. Should
the Deparunent of Public Safety medical personinel and vehicles
not be available the department will then contact a corarmunity -
tased ambulance service.

{4) The Staff Counselor responding to the ernergency will insure that
the following persons are notified of the emergency: The Director
of the Counseling Center, the Associate Dean responsible for the

Student Development Center, and the Vice President for Student

Affairs, With consideration given to the student's right of privacy .

and the nature of the situatfon the student’s academic dean an:
cther appropriate faculty or staff may be notified.

B. General Procedures - Evenings and Weekends (NIGHT & WEEKEND)

(1) All responses to Psychological/Behavioral emergencies during
evenings and weekends begin by contacting the Deg.:a.rtment of
Public Safety at GOG-HELP. The departmenf dispatcher or other
appropriate public safety employee will note the nature of the
emnergency and ask for a phone number from the referring Fart.j-;
The rﬁ'spa wcher will then Contact the on-call Counselor, briefly
descrite the emergency, and give the Counselor the phone nurmiber
of the referring party. The Colnselor will contact the referring
Farty‘, take appropriate action, and keep involved parties informed
Lo the extent, that each party has a need Lo Know.

(2} For after hour emergencies of a psychological/Dehavioral nature
that invelve campus residents the students’ Kesident Advisor or
Head Resident will contact the Departraent of Public Safety.

{3} The Department of Public Safety will provide and coordinate il
ermergency medical service personniel and transpertation. Should
the Départment of Public Safety medical personnel and vehicles
net be available the departiment will then contact a comrunity -
based ambulatice service.

(4) After appropriate action and reasonable stabilization of the
ermergency nag occured the on-call Counselor will insure that the
direcfor of the Counseling Center, Associate Dean responsible for
the Student Development Center, and the vice President for
student Affairs is notified. Depending on the nature and scope of
the etnergency and with respect to the student rights of privacy,
other university personnel may need to be notified.
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Specific Respongibilitieg of the On-Call Counselor when responding teo
Psychological /Betiavicral Emergencies,

(1) On¢e invelved the Staff Counselor will assume primary responsi-
bility for case management including the following:

A. Represent the University when communicating with the
student(s), hospital staft, city police, other involved parties, and
the student’s family.

B. Maintain communication, until crisis is resclved, with appropri-
ate university personnel and community service providers.

{2) Should a psychological /behavioral emergency become public
knowledge the coutiselor will coordinate the dissernination of

infermation through the university relations office.

(3} In case of either a potential or atternpted suicide the student's
parents will be contacted unless there is a clear and paramount
reason to prevent this action.

(4) After resciution of the crisis the counselor will prepare a sumtnary
- report that is to be subtnitted to the Assistant Dean of Student
Alffairs/Director of Counseling Setvice, R

¥



	Marshall University
	Marshall Digital Scholar
	4-28-1989

	Faculty Personnel 3-31-89 (received 4-11-89)
	Marshall University
	Recommended Citation


	tmp.1512751691.pdf.Tcm6P

