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Dear Marshall University Faculty:

It is a distinct honor for me to be serving as the 37th president of Marshall. | am committed to working to
make our university a more renowned and vibrant institution, where faculty, staff, and students are all
excited to be part of the learning environment of higher education.

Marshall has a long history that extends back to 1837 —just two years after the death of our namesake
John Marshall, who was instrumental in shaping the judicial branch of our government as the fourth Chief
Justice of the U.S. Supreme Court.

We should be proud of the rich heritage John Marshall left as one of the prominent early leaders of our
country. | was impressed when | read the Marshall University Creed, which refers to the core values of
John Marshall's character: independence, initiative, achievement, ethical integrity, and commitment to
community. The Creed also talks about our devotion to the development of our intellects, expanding
knowledge, and defending individual rights. It is clear Marshall is an institution that strives to create a
nurturing environment of education, where all people and all ideas are welcome.

Students need to know that Marshall is committed to their success, regardless of who they are, and that
we will do everything we can to help them complete their degrees. We need to continue to add to our
rich diversity of students and to increase opportunities to enhance their experiences both inside and
outside the classroom.

| value the many contributions of our faculty to teaching, research, and service, and will be seeking to
engage faculty members in shaping the future of Marshall. The Greenbook serves as a guide for us as
faculty to participate in the operation of the university.

My sincere thanks to the faculty for their fine work.

Sincerely,

Jerome A. Gilbert, Ph.D.
President



FOREWORD

On behalf of the Office of Academic Affairs, welcome to Marshall University and to
the 2016-2017 edition of the University’s primary reference guide and repository of
University policies, procedures, and operational guidelines — The Greenbook.

The Greenbook provides direct online access to the Calendars of Due Dates, Marshall
University Board of Governors Policies, and other University procedural guidelines
and operational information.

The Greenbook also contains an “Index of Key Terms.” Each underlined term carries
an embedded hyperlink. To access information relevant to any of the key terms listed,
simply “click” on the term. You will be referred to the appropriate policy or section
of The Greenbook. Access to the Marshall University Board of Governors’ Policies
is provided by way of embedded internet links.

Please feel free to contact me with any questions you may have or any assistance you
may need.

Best wishes for a challenging and productive 2016-2017 academic year!

Gayle L. Ormiston, Ph.D.

Senior Vice President for Academic Affairs & Provost
(304) 696-3716

ormiston(@marshall.edu
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Section A.

OFFICE OF ACADEMIC AFFAIRS
CALENDAR OF DUE DATES
2016-2017

ADMINISTRATIVE CALENDAR

DEPARTMENT/ITEM

DUE DATE

Academic Budget Office

Listing of Courses for Fee Collections with CRN’s (Spring 2016) — COHP &
International Programs Only

October 28, 2016

Listing of Courses for Fee Collections with CRN’s (Summer 2016) — COHP &
International Programs Only

March 10, 2017

Listing of Courses for Fee Collections with CRN’s (Fall 2016) - COHP &
International Programs Only

March 30, 2017

Center for Teaching & Learning

Reynolds Teaching Award Nominations

September 15, 2016

Pickens-Queen Award Nominations

September 15, 2016

Hedrick Outstanding Faculty Award Nominations

September 15, 2016

MU Distinguished Artists & Scholars Award Nominations (Submit Electronically)

February 14, 2017

Council for Chairs Excellence in Teaching Award Nominations

September 15, 2016

Deans’ Offices

Evaluation of Deans Forms

April 28,2017

Office of the Provost & Senior Vice President for Academic Affairs

Distinguished Service Award Nominations

February 10, 2017

Completed Evaluation of Deans by Faculty

May 12, 2017

Chairperson Evaluations Notice of Completion

May 12, 2017




OFFICE OF ACADEMIC AFFAIRS
CALENDAR OF DUE DATES
2016-2017

PERSONNEL CALENDAR

DEPARTMENT/ITEM

DUE DATE

Academic Budget Office

Fall 2016 Part-Time Faculty EPAF’s

August 8, 2016

Spring 2017 Part-Time Faculty EPAF’s

January 9, 2017

Summer School 2016 Faculty EPAF’s Intersession May 5, 2017
Summer School 2016 Faculty EPAF’s Session 1A May 8, 2017
Summer School 2016 Faculty EPAF’s Session 2A June 9, 2017

Chairperson’s Office

*New Temp., Probationary & Tenured Faculty Annual Reports 2015 w/Planning
Pages (Fall Hire Date)

September 9, 2016

*New Temp., Probationary & Tenured Faculty Annual Reports 2016 w/Planning Pages
(Spring Hire Date)

January 27, 2017

Deans’ Offices

Institutional Research Summaries of Course Evaluations for Probationary Faculty (Fall
2016)

January 3, 2017

2016 Annual Reports, Including Planning Pages 2016-2017

March 10, 2017

Faculty

Retention/Non-Retention Decisions

February 27, 2017

Promotion & Tenure Decisions

April 28, 2017

Office of the Provost & Senior Vice President for Academic Affairs

Sabbatical Leave Reports (AY 2015-2016)

October 7, 2016

Sabbatical Leave Requests (AY 2017-2018

October 7, 2016

Intention to Apply for Promotion / Tenure

October 14, 2016

Probationary Faculty 2016 Annual Reports, Including Planning Pages 2017-2018

February 13, 2017

Probationary Faculty Retention / Non-Retention Recommendations
(Including 2016 Annual Reports and 2016-2017 Planning Pages)

February 10, 2017

Promotion & Tenure Portfolios

March 27,2017

2016 Annual Report of Faculty, Including Planning Pages 2016-2017
(New, Continuing & Tenured Faculty Not Applying for Promotion/Tenure)

April 5,2017

Temporary Faculty Annual Reports — Hired for Fall 2016, AY, or Spring 2016 Only

April 28, 2017

Deans’ Summary of All Part-Time Faculty Evaluations (Detail Concerns)

May 26, 2017

President’s Office

Retention/Non-Retention Recommendations

February 13, 2017

Promotion & Tenure Recommendations for 2017-2018

April 18, 2017

*Planning Pages Required for Temporary Faculty at the Discretion of each College




OFFICE OF ACADEMIC AFFAIRS
CALENDAR OF DUE DATES
2016-2017

CURRICULUM CALENDAR

DEPARTMENT/ITEM

DUE DATE

Assessment & Program Review

Undergraduate Program Reviews (Electronic Copies)

October 17, 2016

Graduate Program Reviews including All Follow-Up Reports (Electronic Copies)

November 1, 2016

Annual Assessment Reports

May 12, 2017

Center for Teaching & Learning / WAC

WAC-Portfolio Rough Drafts (Fall 2016)

October 28, 2016

WAC-Portfolio Final Drafts (Fall 2016)

November 28, 2016

WAC-Portfolio Rough Drafts (Spring 2017)

March 10, 2017

WAC-Portfolio Final Drafts (Spring 2017)

April 14,2017

Curriculum Committee (Courses Requiring Committee Approval)

Course Changes/Revisions for Summer 2017

October 14, 2016

Course Changes/Revisions for Fall 2017

November 4, 2016

Course Changes/Revisions for Spring 2018

April 8, 2017

Office of Institutional Research

Census Data (Dates pending notification from Central Office)

September 16, 2016

Registrar’s Office

2017 Spring Schedules (Complete Entry)

October 3, 2016

Fall 2016 D&F Grades for Freshmen and Sophomores (Mid-term Grades)

October 10, 2016

Fall 2016 Final Grades

December 19, 2016

2017 Summer Schedules (Complete Entry)

February 15, 2017

2017 Fall Schedules (Complete Entry)

February 27, 2017

Spring 2017 D&F Grades for Freshmen and Sophomores (Mid-term Grades)

February 27, 2017

Spring 2017 Final Grades

May 9, 2017

University Communications

Undergraduate Catalog Revisions (Print & Online Version for 2017-2018)

January 31, 2017

Graduate Catalog Revisions (Print & Online Version for 2017-2018)

February 28, 2017

Revision of Undergraduate Catalog Proofs

As announced;
beginning March 1,
2017

Revision of Graduate Catalog Proofs

As announced;
beginning April 1,
2017




Section B.

Index of Key Terms

A

Academic Calendar Process

Academic Dishonesty (MUBOG Policy AA-12)

Accreditation

Annual Evaluation of Faculty (MUBOG Policy AA-22)
See also: Annual Evaluation Forms
See also: Calendar of Due Dates

Appropriate Use of MU ID Numbers (MUBOG Policy AA-11)

Assessment
See also: Commitment to Assessment

Attendance at University Events

B-C

Chief Marshal and Chief Usher

Class Attendance (MUBOG Policy AA-13)

Commencement (MUBOG Policy AA-34)

Course Evaluations (MUBOG Policy AA-24)

Course Syllabus (MUBOG Policy AA-14)

D
Dead Week

Departmental Autonomy

Department/Division Chairs




See also: Role and Responsibilities of Department/Division Chairs

Dependent Scholarships (MUBOG Policy AA-42)

Digital Measures

Drug-Free Schools and Communities Information (MU-HR-21)

E

Electronic Courses (MUBOG Policy IT-5)

E-NOD (Electronic Notification of Deposit)

Emergency Procedures

Emeritus Status of Retired Professionals (MUBOG Policy AA-31)

Equal Opportunity/Affirmative Action
See also: Policy

F

Faculty Absences (MUBOG Policy AA-35)

Faculty Compensation from Grants and Contracts (MUBOG Policy AA-40)

Faculty Promotion (MUBOG Policy AA-26)

Faculty Promotion Salary Increase (MUBOG Policy AA-27)

Faculty Responsibilities Related to Student Life

Faculty Salary Web Site

Faculty Senate

Faculty/Student-Athlete Relationship Policy Statement

Faculty Tenure (MUBOG Policy AA-28)

Faculty Workload (MUBOG Policy AA-21)

Freshman Midterm D & F Grades (MUBOG Policy AA-16)

G-H

General Education (See Core Curriculum)




Grade Reporting

Graduate Council

Graduate Faculty Membership

Higher Education Policy Commission

Series 9: Academic Freedom, Professional Responsibility, Promotion and Tenure

History of Marshall
See also: The Marshall University Story

Human Resources

I

Individual Conflict of Interest in Research (MUBOG Policy AA-41)

Instructor of Record

Intellectual Property Policy (MUBOG Policy GA-4)
(Formerly Board of Governors Policy No. 19)

J-K-L

Joint Teaching Appointment within the Institution (MUBOG Policy AA-19)

Libraries, University

M-N-O

Marshall Plan for Quality Undergraduate Education

Mission Statement

myMU/Web Services

Notice of Merit and Equity Raise

Off-Campus Course Defined

P-Q

Peer Institutions
See also: NCHEMS
See also: SREB

Personnel Records (MUBOG Policy AA-25)
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Plan for Meeting Financial Exigency (MUBOG Policy AA-33)

Political Activities (MUBOG Policy AA-36)

Posting of Grades

President’s Emergency Authority (MUBOG SA-4)

Pre-tenure Review

Principal Investigator Salary Payments (MUBOG Policy AA-29)

R

Rule on Adjunct Faculty (4-Year Colleges) (MUBOG Policy AA-5)

S

Sabbatical Leave (MUBOG Policy AA-1)

Salary Increases for Tenured and Tenure-track Faculty (MUBOG Policy AA-7)

Selection and Evaluation of Faculty Deans (MUBOG Policy AA-39)

Selection, Role and Evaluation of Department Chairs (MUBOG Policy AA-38)

Discrimination, Harassment, Sexual Harassment, Sexual & Domestic Misconduct, Stalking., and
Retaliation (MUBOG Policy GA-1)
(Formerly Board of Governors Policy 5)

Smoking (MUBOG Policy GA-8)

Starting Salaries and Rank of Incoming Faculty

Statement of Good Practice for Adjunct Faculty

Statement on Integrity in Scientific Research

Statement on Professional Ethics for All Emplovyees

Statutory Grievance Procedures as found in WV State Code 29-6C

Student Advising

Student Code of Conduct (MUBOG SA-3)

Student Evaluation of Courses

11



T-U-V

Teaching and Administration (MUBOG Policy AA-37)

Temporary Faculty Annual Reports and Years Applied Toward Tenure (MUBOG Policy AA-23)

Termination of Faculty Due to Program Reduction or Discontinuance (MUBOG Policy AA-32)

Textbooks (MUBOG Policy AA-17)

Tutoring of Students by Faculty (MUBOG Policy AA-31)

W-X-Y-X

Weather related and/or Emergency Closings and Delays (MUBOG Policy GA-9)

12



Number
MUBOG AA-1
MUBOG AA-2
MUBOG AA-3
MUBOG AA-4
MUBOG AA-5
MUBOG AA- 6
MUBOG AA-7
MUBOG AA- 8
MUBOG AA-9
MUBOG AA-10
MUBOG AA-11
MUBOG AA-12
MUBOG AA-13
MUBOG AA-14
MUBOG AA-15
MUBOG AA-16
MUBOG AA-17
MUBOG AA-18
MUBOG AA-19
MUBOG AA-20
MUBOG AA-21
MUBOG AA-22
MUBOG AA-23
MUBOG AA-24
MUBOG AA-25
MUBOG AA-26

Section C. 1.
Board of Governors’ Policies

http://www.marshall.edu/board/board-of-governors-policies/#AA

Academic Affairs Policies

Name
Sabbatical Leave
Faculty Development

Reduced Tuition for Persons 65 and Over

Measles and Rubella Immunization Policy
Rule on Adjunct Faculty (4-Year Colleges)
Awarding of Undergraduate and Graduate Fee Waivers - Revised
Salary Increases for Tenured and Tenure Track Faculty-Amended

Distribution of General Faculty Salary Inc Funds (Four-year:FY2005 only)

Credit for Service in the Public Schools

Faculty and Administrative Productivity
Appropriate Use of ID Numbers
Academic Dishonesty

Class Attendance

Course Syllabus (Amended)

Course Withdrawal

Freshman Midterm D & F Grades

University Textbooks (amended)

Equivalencies for College Teaching

Joint Teaching Appointment within the Institution
Graduate Faculty Membership

Faculty Workload

Annual Evaluation of Faculty

Temporary Faculty Annual Reports and Years Applied Toward Tenure

Course Evaluations

Personnel Records

Faculty Promotion

MUBOG AA-26X Faculty Promotion

MUBOG AA-28

Faculty Tenure

MUBOG AA-28X Faculty Tenure

MUBOG AA-29
MUBOG AA-30
MUBOG AA-31

Principal Investigator Salary Payments
Tutoring of Students by Faculty
Emeritus Status of Retired Professionals

Effective Date
11/13/02
11/13/02
11/13/02
01/22/03
03/23/04
06/28/06
07/01/14[tmu)
07/01/04
03/09/05
05/11/05
03/08/06
03/08/06
03/08/06
10/07/14
03/08/06
03/08/06
12/09/10
03/08/06
03/08/06
03/08/06
03/08/06
07/01/14[mm2]
03/08/06
03/08/06
03/08/06
07/01/14[1m3]
03/08/06
07/01/14[ma)
03/08/06
03/08/06
03/08/06
03/08/06

13



MUBOG AA-32
MUBOG AA-33

*See HEPC Series 9

MUBOG AA-34
MUBOG AA-35
MUBOG AA-36
MUBOG AA-37
MUBOG AA-38
MUBOG AA-39
MUBOG AA-40
MUBOG AA-41
MUBOG AA-42
MUBOG AA-43
MUBOG AA-44
MUBOG AA-45

MUBOG FA- 1

MUBOG FA -2
MUBOG FA -3
MUBOG FA -4
MUBOG FA -5
MUBOG FA -6
MUBOG FA -7

MUBOG FA- 8
MUBOG FA -9
MUBOG FA - 10
MUBOG FA - 11
MUBOG FA - 12

MUBOG GA- 1

MUBOG GA-2
MUBOG GA-3
MUBOG GA- 4
MUBOG GA- 5
MUBOG GA- 6
MUBOG GA-7
MUBOG GA- 8
MUBOG GA-9

Termination of Faculty due to Program Reduction or Discontinuance
Plan for Meeting Financial Exigency

Commencement

Faculty Absences

Political Activities

Teaching and Administration

Selection, Role, and Evaluation of Department Chairs

Selection and Evaluation of Faculty Deans

Faculty Compensation from Grants and Contracts

Individual Conflict of Interest in Research

Employee Dependent Undergraduate Tuition Assistance Program
Modified Duties for Nine-Month Faculty

Institutional Conflict of Interest in Research

Salary Increases for Tenured and Tenure-track Faculty

Financial Affairs Policies

Waiver of Regular Fees for Third-Party Sponsored Courses

Travel - Amended
Credit Card Solicitation
Policies on Use of Institutional Facilities

Disposition of Surplus Property
Classified Employee Salary Policy

Salary Supplements for Marshall University Employees From Non-State

Sources
Investment Policy (amended)

Purchasing Policy

Tuition & Fees Policy

Capital Project Management

Identity Theft Prevention Program

General Administrative Policies

Discrimination, Harassment, Sexual Harassment, Sexual & Domestic

Misconduct, Stalking, and Retaliation
Alcoholic Beverages on the Campuses

Social Justice
Intellectual Property Policy
Organization Structure of the Board

Speed, Flow, and Parking of Vehicles on Campus
Intercollegiate Athletics

Smoking

03/08/06
03/08/06

03/08/06
03/08/06
03/08/06
03/08/06
03/08/06
03/08/06
03/08/06
09/30/13[ms]
10/28/15
12/15/09
09/30/13
07/01/14Tme)

01/23/02
06/29/16
09/18/02
11/13/02
04/22/10
10/30/13[tm7]
03/08/06

10/18/11
06/12/15
06/18/12
06/28/06
04/30/09

06/29/16

11/13/02
11/13/02
03/10/04
12/19/06
03/09/05
11/09/05
07/01/13

Policy Regarding Weather-Related and/or Emergency Closings and Delays 06/11/13

14



MUBOG GA-10
MUBOG GA-11
MUBOG GA-12
MUBOG GA-13
MUBOG GA-14
MUBOG GA-15
MUBOG GA-16

MUBOG HR- 1
MUBOG HR- 2
MUBOG HR- 3
MUBOG HR- 4
MUBOG HR- 5
MUBOG HR- 6
MUBOG HR- 7
MUBOG HR- 8
MUBOG HR- 9
MUBOG HR-10
MUBOG HR-12
MUBOG HR-13
MUBOG HR-14

MUBOG IT- 1
MUBOG IT- 2
MUBOG IT- 3
MUBOG IT- 4

MUBOG IT- 5
MUBOG IT- 6

MUBOG SA- 1
MUBOG SA-2
MUBOG SA- 3
MUBOG SA- 4
MUBOG SA- 5

Naming of Units and Facilities
Policy on Rulemaking

General Conflict of Interest
Whistleblower Policy
Interim Business Record Retention

Animals on Campus
Student Sexual Misconduct Policy

Human Resources Policies

Policy Regarding Staff Development

Review of Part-Time Classified Positions

Employee Catastrophic Leave Policy

Work Schedules and Employment Innovations

Four-Part Progressive Counseling (Amended)

Telecommuting
Payroll Reassignments — Leave Deficits

Emplovee Solicitation and Outside Businesses

Classified/Non-Classified Employment Appointments in December

Employee Infractions

Performance Assessment, Classified, and Nonclassified Employees

Classified Recruiting
Background Checks

Information Technology Policies

Information Technology Acceptable Use Policy
Information Security Policy (Amended)

Email Policy

Program for the Disposition of Surplus Computers

Distance Education
FElectronic Records Management

Student Affairs Policies

Student Rights and Responsibilities

Student Academic Rights

Student Code of Rights and Responsibilities
President's Emergency Authority

Directory Information

02/06/06
04/18/13
10/12/06
10/12/06
10/30/12
07/29/14
08/14/12

11/13/02
11/12/03
03/09/05
07/25/05
01/12/09
03/08/06
03/08/06
03/08/06
03/08/06
03/08/06
03/08/06
03/08/06
11/01/07

12/13/12
10/21/10
12/13/11
06/01/15

07/12/13[me)
02/24/16

01/22/03
01/22/03
04/05/16
06/28/06
01/15/14[Tm9)
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Section C. 2.
University Emergency Procedures

http://www.marshall.edu/emergency/

INCIDENT PLANS (Appendix)
Emergency Management Plan
Revised June 25, 2014

WEATHER EMERGENCIES
(MUBOG GA-9, Revised 06/11/2013)

Generally it is Marshall University’s policy to
maintain its normal schedule, even when conditions
are inclement. However, that is not always possible.

In those instances when it is necessary to alter the
schedule in response to weather conditions, every
effort will be made to notify all those affected—
students, faculty, staff and the general public—as
expeditiously and as comprehensively as possible in
the following ways:

1. The wuniversity subscribes to a third-party
service to provide notifications by e-mail, text
message, and telephone, referred to as “MU
Alert” at Marshall. All students, faculty and
staff will be enrolled in the MU Alert database
with their university e-mail addresses, and, in
the case of faculty and staff, their office
telephone numbers. Students, faculty and staff
may provide additional contact methods,
including those for text messaging and cell
phone numbers, through the use of the myMU
portal.

In cases of weather-related or other emergency
closings and delays, University
Communications staff will use all contact points
in MU Alert to send notification.

2. The Television stations in Huntington and
Charleston will be notified.

3. Radio stations in Huntington and Charleston
will be asked to announce the delay or closing.

4. Time permitting; newspapers in Huntington and
Charleston will be notified. Often, however,
decisions must be made after deadlines of
newspapers.

The authoritatively correct statement of the
University’s condition (Huntington) is stipulated to be
the message on the main page of the website at
www.marshall.edu.

NOTE: This section applies only to the Huntington
campus and all releases should make it clear that it
relates only to the Huntington campus. The weather-
related closings policy for the South Charleston
campus and other education centers will be managed
by the chief administrative officer (as designated by
the university president) for the respective location,
and all releases should make clear that the release
applies only to the affected location. South Charleston
procedures are in a separate section, which follows.

Types of delays and closings:

University Closed: All classes suspended and offices
closed.

Classes Cancelled: All classes suspended; offices
open.

Delay Code A: Means a delay in the opening of
classes BUT no delay in the opening of offices. Delays
will usually be in the range of one to two hours.
Employees are expected 17 to report to work at their
normal starting times unless they feel that travel is
unsafe. If an employee feels that he/she cannot travel
safely to work, he/she may charge accrued annual
leave for the portion of the workday from 8:00 a.m. (or
the normal start time) until arrival at work.

Delay Code B:. Means a delay in the opening of
classes AND a delay in the opening of offices. Delays
will usually be in the range of one to two hours.
Employees do not have to report to their offices until
the stated delay time. If they believe they cannot travel
to work safely by the stated delay time, they may
charge accrued annual leave for the work hours from
the stated delay time until they can next report to work.

Class operation under delays: Under both categories
of delay, students should go to the class that would
begin at the stated delay time or the class that would
have convened within 30 minutes of the stated delay
time. A two-hour delay means that classes that begin
at 10:00 a.m. begin on time. Classes that begin at 9:30
a.m. meet at 10:00 a.m. and continue for the remaining
period of that class.

Exceptions with regard to employees: Certain
critical and emergency employees may be required to

16



report to work on time or earlier than normally
scheduled despite the particular delay code published.

Clarification: Information about closing,
cancellations, or delays will ordinarily be
disseminated to area radio and television stations. The
authoritatively correct statement of the University’s
condition (Huntington) is stipulated to be the message
on the main page of the website at www.marshall.edu.

Staff and administrative personnel: The university
will be completely closed only rarely and in extreme
situations since it is essential that public safety be
maintained, that buildings and equipment be protected
and that services be provided for those students housed
in campus facilities. Therefore, under Classes
Cancelled, above, all university staff and
administrative employees will be expected to report to
work, unless notified otherwise.

In the event of critical need, certain employees may
be required to report to work or temporarily reside on
campus to ensure human safety and preservation of
university property and/or facilities.

In the event a building, or section of a building is
closed (because of heat loss, power outage, etc.)
employees working in that affected area will be
permitted to take their work to another area or building
on campus. Or, in consultation with the supervisor, the
employee may elect to take annual leave that day, or
take compensatory time off.

In the event of an extreme situation (tornado, flood,
ice storm, campus disturbance, etc.) and the
employees’ presence is not desired on campus, this
information will be disseminated to the news media. A
decision as to whether the missed time will be
chargeable to annual leave, compensatory time, or a
non-pay situation will be determined by the president
and communicated through supervisors. 18
Supervisors must take steps to ensure offices and work
stations are open to employees at all time when those
employees are expected to be at work, including
inclement weather situations and other disruptive
situations.

Faculty: Once operations are resumed, deans and
departmental chairs must take steps to ensure that
faculty meet their scheduled classes or substitutes
secured so that class schedules are met.

Decision Making: Decisions on closings and/or
delays will be made jointly by the Chief of Staff,
Senior Vice President for Academic Affairs and the
Senior Vice President for Operations following the

consultation with other appropriate officials, including
the President. Should only one or two of those three
persons be available, the ones available will make the
decision. Every effort will be made to reach decisions
to allow time for adequate notification to the news
media, and in turn, those affected.

Marshall University South Charleston campus
and other education centers:

General Policy: Because weather conditions can vary
substantially, it is possible that classes will be delayed
or cancelled at some locations and not at others. The
Vice President for Regional Operations, in
consultation with staff at other learning centers, will
decide on class cancellations.

South Charleston Campus: Procedures for delayed
openings and class cancellations are similar to those
for the Huntington campus. Notification of delays or
cancellations at the South Charleston campus will be
announced by (a) local media, (b) MU Alert, and (c)
University website. Students may check the status of
their classes by checking the website.

Point Pleasant, Beckley, Teays Valley and Other
Educational Centers: Procedures for delayed
openings and class cancellations are similar to those
for the South Charleston campus. At Point Pleasant,
Beckley, and Teays Valley, local media will provide
information regarding cancellations. In addition, each
site has a weather hot line: (a) Point Pleasant, 304-674-
7239; (b) Beckley, 304-252-0719; (c) Teays Valley,
304-757- 7223.

Remote Locations and Other Education Centers:
Because there may be classes meeting on an irregular
schedule in a geographically dispersed area
throughout the semester, decisions about whether to
meet during inclement weather will be made by the
instructor. Those decisions will be transmitted to
students by e-mail or other methods as agreed by
students and the instructor.

South Charleston Closed: All classes cancelled and
offices closed.

South Charleston Classes Cancelled: All classes
cancelled. Details provided by site.

South Charleston Delay: A delay in the beginning of
non-class activities, e.g. a two-hour delay would mean
the normal work day would begin at 10:00 a.m. rather
than 8:00 a.m.

\Marshall University School of Medicine
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Due to the unique nature of its obligations to its
constituents, the Marshall University School of
Medicine may maintain a separate set of procedures
for weather-related and emergency closings. ‘[TM 10]

TOXIC CHEMICAL SPILL OR RELEASE

Whenever a toxic solid, liquid or vapor is
unintentionally released on University property every
effort will be made to protect students, employees,
visitors, and members of units and agencies
responding to the incident.

Level 1 Chemical Release

e FEach department that works with chemicals will
employ its own containment/spill procedures in
the event of unintentional release of less than 1
liter of a chemical that is not considered to be
extremely toxic.

e At the onset of a release, the affected department
must notify the Marshall University Police
Department and the Health and Safety
Department of the type and approximate amount
of chemical released.

e The Health and Safety Department will provide
additional support if necessary.

Level 2 Chemical Release

e If a release cannot be abated with on-site
procedures, the Marshall University Police
Department or the Health and Safety Department
will assist in determination of the need to begin
evacuation and request off-campus emergency
response based on toxicity and quantity.

Level 3 Chemical Release

e Ifachemical release is extremely toxic and/or too
large to be handled locally, the affected
department will notify the Marshall University
Police Department (696-4357) and/or the
Huntington Fire Department (911) and supply the
following information:

1. Nature of emergency and exact
location.

2. Name and position with the
University.

e Activate the fire alarm to evacuate the building.
Occupants should remain at a safe distance, up
wind, until the authority having jurisdiction
declared the building safe to re-enter. The Health
and Safety Department shall notify off-campus
response units if needed.

e A level 3 emergency will be declared by the
President or his/her designee.

FIRE AND/OR SMOKE

All fire and/or smoke conditions must be reported to
the Marshall University Police Department (696-
4357) or to the Huntington Fire Department (911)
immediately. The person making the report must
provide the following information.

1. Nature of fire or smoke and exact location.
2. Name and position with the University.

3. Activate the building fire alarm. (M.U.
personnel will insure complete evacuation.)

The following procedures should be followed once
the alarm has been activated:

1. Everyone must evacuate the building in a
neat and orderly fashion.

2. Elevators are not to be used to evacuate the
building. Persons should use the nearest
clear exit or stairwell.

3. Handicapped persons are to be assisted along
the exit route to the nearest exit that is not
blocked by fire or smoke.

4. Persons confined to wheelchairs above or
below the ground floor shall be assisted to the
nearest stairwell and wait for evacuation by
the City Fire Department. If an immediate
threat to life exists, then these individuals
will be evacuated by whatever means
necessary.

5. Persons are to move a safe distance away
from the building.

6. Reentry to the building is strictly prohibited
until advised it is safe to do so by the Fire
Department or the Marshall University Police
Department.
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7. PERSONS ARE ADVISED NOT TO
ASSUME THAT AN ALARM IS FALSE.
The fire alarm system will be used to
evacuate a building for any type of
emergency.

The Office of Public Safety will:
e Respond to alarm site.

e Assist the fire department in any means
required.

e Notify the Department of Health and Safety
of the nature and extent of the incident.

The Department of Environmental Health and Safety
will:

e Immediately respond to the site, and assist
both Marshall University Police Department
and the fire department in securing the site.

e  Gather information regarding the number and
extent of any injuries, extent of property
damage, and the probable cause of the
incident.

LOSS OF BUILDING UTILITIES

e The loss or disruption of electricity,
telephone, potable water, natural gas,
sanitary disposal, or other building utilities
may severely limit or curtail classroom,
research or staff activities.

e  Staff activities will be determined by the
appropriate supervisor or departmental chair.

e PHYSICAL PLANT

a. Upon notification, Physical Plant
personnel shall respond to any loss of
utilities during normal hours of
operations.

b. Physical Plant personnel will determine if
Public Safety needs to respond for crowd
or traffic control.

c. Physical Plant personnel will restore
utilities as soon as possible which may
require a response from utility companies.

e DEPARTMENT OF PUBLIC SAFETY

a. Will receive notification of utility outage
at any time other than normal working
hours.

b. Will notify Physical Plant maintenance
personnel who are “on-call.”

c. Will respond to the scene if requested by
Physical Plant.

In the event of a power loss or utility failure, notify
Physical Plant during normal work hours at 696-6680
and MUPD for after hours at 696-HELP (4357) or
64357 from campus phones.

BOMB THREAT OR EXPLOSIVE DEVICE

Because of the seriousness of the situation and the
possibility of physical injury to the parties concerned,
initial precautions must be taken in the case of a bomb
threat or the presence of explosive devices. If anyone
suspects an object to be a bomb or explosive device:
DO NOT TOUCH THE OBIJECT...Immediately
report the location and the situation to Public Safety at
304-696-4357.

All bomb threats and suspected explosive devices
must be reported to the Department of Public Safety
(extension 64357).

Caller must provide:
a. Description of the object and exact location.

b. Title and department of the person supplying the
information and other pertinent facts as requested.

Radio communications or cell phones WILL NOT
be used in the vicinity of suspected bombs or explosive
devices. It is essential that the object NOT BE
MOVED OR TOUCHED. It is critical that deans and
directors make all their staff members aware of bomb
and explosive device threat procedures.

DEPARTMENT OF PUBLIC SAFETY

INITTIAL INVESTIGATION

Upon notification of suspected bomb or explosive
device, Public Safety will dispatch a sufficient number
of officers and supervisors to the scene in accordance
with the Department of Public Safety procedures.

Upon arrival at the scene, a command post may be

established depending on the seriousness of the
circumstances at hand.
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Staff and students will not handle any object
suspected of being a bomb or explosive device. Off-
campus emergency response groups may be contacted
depending on the nature of the event.

BUILDI