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|. QUALIFICATIONS AN D CONDITIONS FOR EMP LOYMENT
OF ACADEMIC AND PROF ESSIONAL PERSONNEL

A. QUALIFICATIONS FO R EMPLOYMENT

CHURCH AFFILIATION A ND MEMBERSHIP 2:101
For Seventkday Adventists the free exercise of religion as granted by the Federal Constitution includes
the individual 6s freedom to choose beliefs, creeds

right of the Church to operate digttively Adventist educational institutions (see afection 1,
Appendix ). Such institutions must be staffed by those individuals who are in harmony with the beliefs
and practices of the church as contained in the statement of Fundamental Beliefgldimment code

of the Seventiday Adventist Church in the United States has been filed with the major bureaus of the
federal government.

The employment code states that in order for its educational institutions to meet the religious goals for
which thesechools are established, The faculty must be, with few exceptions (see below), members of
the Seventiday Adventist Church in good and regular standing and must be committed to the philosophy
and program of the church. Given the importance of role modeliggrsity employees are expected to
actively participate in church life and in the stewardshi@ad-givenresources, including participation

in the tithing plan.

Equal employment conditions shall be afforded each SesgayhAdventist applicant witno
discrimination in recruitment or hiring (see also poliey#410below). In exercising their constitutional
rights to the free choice of a career, any SevdathAdventist should experience within a Seveddk
Adventist insitution such as Andrews University the full and equal opportunity to apply his/her
knowledge and skills in building up the church.

Employment of Persons of Other Faiths 2:101:1
In exceptional cases, namely professil areas for which qualified Sevestthy Adventist personnel are

not available, the governing board may enter into employment relationships with persons who are not
Seventhday Adventists, but who are sympathetic to and in harmony with the philosopbylamné of
Seventhday Adventism. In such special circumstances SeveayhAdventist beliefs do not constitute
employment conditions.

Departments found by the Board of Trustees to represent exceptional cases will operate according to
guidelines (see2t225:2 that protect the mission of the university and over time increase the proportion
of Seventhday Adventist faculty.

Faculty of a religious faith other than the Sevedly Adventist faith, are not eligibfer continuous
appointment. However, for those whose seniority and performance would otherwise warrant such
continuous appointment, compensatory remuneration is provided. If they teach eimzefblhsis and

carry acomplete range of academic responsibilities, such faculty are eligible for appointment and
promotion to the various regular academic ranks. (3exlH).
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EQUAL RIGHTS FOR HIR ED PERSONNEL 2:110

The basic ¢achings and international nature of the Sevdath Adventist Church require of its
employing entities a commitment in philosophy and practice to the doctrine of equal human rights.

The governing body of Andrews University abides by the following pexctiad policies in the treatment
of hired personnel:

1. Decisions for the promotion of employees will be based upon the qualifications of the individual as
related to the requirements of the position for which the employee is being considered, aed shall
done with the input of peers as outlined in policig8#8and2:307.

2. Equal employment conditions with no discrimination against any employee because of race, color,
creed, ethnic background, country of origin, age, beight, weight, physical handicap, marital
status, political or gender preference, or past military service, except where a bona fide
occupational qualification existsS¢e als&ection 1, Appendix)|

3. Compensation and benefits will be administesgttiout discrimination as noted in (2) above.

NEPOTISM 2:115

Itis the policy of Andrews University that not more than one member of a figraityployed in the same
department or in an employment situation where there is not at leasstiger@isor between relatives.
Broadly this means that normally relatives do not work with or for one another or in a relationship where
one might have direct authority over the other in matters of remuneration, promotion, etc.

For the purpose of this poy, family includes: spouse, child / (natural, adopted, step), grandchild, parent,
an inlaw, grandparent, uncle, aunt, nephew, niece, or siblings.

For the purpose of this policy, department refers to the divisions of activities within the univeislity wh

are shown as entities on the organizational structure or chart of the university, the chart of accounts in the
university accounting system, or is an activity which is distinguished by the area of responsibility assigned
to a recognized department heAddepartment may be academic, support, or service.

Exceptions to this policy may be considered for good reason if presented in writing and addressed to
Human Resources.

Persons who move out of compliance with this policy through a change in farily tarriage) or
otherwise, must progress towards compliance with the policy within 30 days, or have filed a request for
an exception with Human Resources.

B. EMPLOYMENT STATUS AND FACULTY MEMBERSH IPS

EMPLOYMENT STATUS 2:120

At the time that a facultjmember is employed, he/she is assigned primary faculty membership (see policy
#2:124:] and rank within one of the constituent schools of the university.
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FACULTY MEMBERSHIP A SSIGNMENT 2:121

Faculty membership(s) are assigngdhe presidenat the time of initial employment by the Board of
Trustees.

CATEGORIES OF FACULT Y MEMBERSHIPS 2:122
A faculty member is assigned one or more of the following categories of faculty memberships:
1. Membership within one of the constituent schools of the university:
a. College of Arts and Sciences (CAS)
b. College of Technology (COT)
c. Schoolof Architecture (Arch)
d. School of BusinesAdministration(SBA)
e. School of Education (SB)
f. Seventhday Adventist Theological Seminary (SEM)
2. Membership to the General Faculty (see poli2yi£6).

3. Membership in the Graduate Faculty of the university. The Graduate Faculty is a group of
individuals appinted by the Graduate Council in recognition of their qualifications to teach on the
graduate levelSee als®&ection 1, Appendix 5

For further information on faculty membership see pol2yl24

TYPE OF FACULTY MEMB ERSHIP 2:123

The type of faculty membership assigned at the time of employment (see @liey)#n any of the
constituent schools of the university (see poligyl22 may be either regular or adjunct.

A faculty member is assigned either regular or adjunct faculty membership on the basis of the
qualifications, rank and extent of his/her involvement in the academic program at the university.

Regular Faculty Membership 2:123:1
Regular faculty membershipassigned to a person who is employed by the university ontata(f5

50%) to fulttime salary basis (9000%), holds regular rank, including emeritus rank (see also policy
#2:306:1), in one of the constituent schoolgthe university, and who, apart from temporary assignments

of a special nature, is engaged in the full range of academic responsibilities expected of a university
faculty member. A person with regular faculty membership in a constituent school of\thesiyis

entitled to and expected to participate in committees and faculty meetings of the school(s) where they
hold rank. Such persons are also entitled and expected to attend General Faculty meetings, convocations,
and graduations. See membership to&al Faculty in policy 2126
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Adjunct Faculty Membership 2:123:2
Adjunct faculty membership is assigned to a person iglemployed by the university on a less than
forty-five percent salarlpasis for teaching, research or clinical assistance and/or who holds special, or a
temporary instructional/academic rank (see polZ3@&6:1) in one or more of the constituent schools of

the university. Such a person doe$ normally have any standing committee, academic advising, or
regular assignments as part of the load for which he/she is remunerated.

Persons holding adjunct faculty membership in a constituent school of the university may attend faculty
meetings on invation in the school(s) where they hold rah&rsons holding adjunct faculty membership
in constituent schools are not members of the General Faculty (see also poli2dsi#hd2:212).

FACULTY MEMBERSHIPS WITHIN A CONST ITUENT SCHOOL 2:124

Faculty membership (regular or adjunct) in any department within any school of the university is assigned
by the president upon the advice of the dean(s) of the school(s) in question, a vote of recommendation by
the department(s), ankle concurrence of tHerovost Where appropriate the concurrence of the Dean of

the School of Graduate Studies shall also be required. (See also Ralit@fér more details.)

Primary Appointment 2:124:1
The initial assignmdrof a faculty member (regular and adjunct) to a department within a constituent
school of the university is known as primary faculty appointmiedicating thereby that the faculty
member holds membershipthat school and is responsible to the dean of the school and the department
chair of that school. The primary faculty membership in a constituent school is normally assigned only to
a person who qualifies for rank in that school on the basis of acadaadifications.

Joint Appointment 2:124:3
Definition 2:124:3:1
When a faculty member (regular or adjunct) who has a priapggintment with membership and rank in

a constituent school of the university isigeed by the president to another constituent school of the

university (and given full membership and rank in that school), the appointment is known as a joint
appointment.

Purpose 2:124:3:2
The "joint appointment" of a faculty member is normally madefty of the following reasons:

1. To serve as instructional faculty in a joint degree program offered by two or more schools.

2. To integrate and supplement a program offered by the school of additional appointment with the
expertise of the primary appdiment discipline.

3. To signify a level of equality between the primary and additional appointment(s).

4. To serve in a higlevel advisory capacity in more than one school of the university for
curricular/instructional/clinical/research purposes.
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Manner of Appointment 2:124:3:3

When the appointment of a faculty member is initially planned to be a joint appointment, the president
shall designate the school of primary appointment and require all of the participating schools/departments
to participate in negotiens with the candidate and advise the president viprthest

Joint appointments last for one year and are annually reviewed for termination or renewal. Adjunct faculty
members may also hold joint appointments provided they hold regular rankslisg#2:4.23:2.

When a faculty member has a joint appointment he/she shall also be responsible to the dean(s) of the
additional school(s) involved and to the decisions of the additional department(s) involved. Such a person
holds faculty membership in the additional school(s)/department(s). As such he/she attends department
and faculty meetings with full participation and voting rights first in the school of primary appointment
and where possible in the school(s) of secondapointment. The regular faculty member has full
participation and voting rights in all schools where he/she holds appointments. The directory of the
University Bulletin shall reflect the appropriate joint appointment categorization and faculty membership
of such a person.

Primary and Joint Appointments: Promotion Procedures 2:124:3:4

The promotion procedures for a faculty member (see pol304) are always initiated by the faculty
member's school of primary appointment. Potion procedures for a faculty member on joint
appointment shall include input from each of the schools in which the faculty member holds a joint
appointment.

UNDERGRADUATE AND GR ADUATE FACULTY MEMBE RSHIP 2:125

In addition to assigning primary faculty mbership to a faculty member within a given school (see also
policy #2:212), the president shall assign Undergraduate ar@@vaduate Faculty membership on the
basis of the established criteria for such (see poRc¥H8).

GENERAL FACULTY 2:126
Membership 2:126:1

The General Faculty include all persons who ffatdiity membership in any of the constituent schools of

the university. The General Faculty negtleast once per term. The chair isgi@vostof the university,

and the secretary is the registrar of the university. The General Faculty is responsible for advising on the
general affairs of faculty in the university.

General Faculty membership ocs through annual appointment of the president. The status is accorded
employees who carry teaching responsibilities in the university.

Members of the General Faculty are employees in several different categories: Faculty members with
regular academi@nk in one or more of the constituent schools or #i2 KKystem of the university who

are employed on at least h#ithe basis in instruction and/or research, library, or academic assignments of
a special nature; general officers of the university; afiden$ of the schools. Emeritus faculty are also
considered members of the General Faculty.

General Faculty Terms of Reference 2:126:2
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The general faculty meets at least once eachaethe call of the chair. It has the following functions:

1. Approves policies and procedures touching all schools of the university as recommended by the
various policymaking committees that report to the generallfgcu

2. Recommends to the board of trustees any changes in the Andrews University working policies

3. Receives and responds to information on the university shared by the president and other officers of
the university

4. Appoints committees to studpecific academic problems of the university as deemed necessary
5. Serves as an entity for faculty development
6. Approves the names of candidates for honorary degrees

7. Appoints representatives, where appropriate, to serve on search committeesnonend
candidates for the position of president or other general officer for the university

8. Appoints selstudy committees for the university as necessary

9. Appoints representatives to serve on accreditation representatives to serve as ttefeytes's
University constituency meetings

PROFESSIONAL PERSONNEL 2:128

Professional personnel are those salaried employees who provide leadership in the various administrative
and support offices of the university. Theglude Associates and Assistants in Administration.

Professional personnel meet at least annually in joint session with the academic members of the General
Faculty at the call of the president, who chairs the meeting. The secretary of such sessi@iseisttn
of Human Resources.

C. PROCEDURES FOR AFPOINTMENT OF FACULTY MEMBERS

AUTHORITY FOR APPOIN TMENT OF A FACULTY M EMBER 2:130

The Board of Trustees of the university officially makes all faculty, salaried staff and administrative
appointments ahe recommendation of the president after appropriate consultation.
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NOTICE OF APPOINTMEN TS OR REAPPOINTMENTS 2:131

The appointment or reappointment of a faculty member to a teaching, library, or research position is
official (pending confirmation by thBoard of Trustees) when such a faculty member has received a
written job offer from the president and accepted the same in writing.

Initial Faculty Appointments 2:131:1
Notice of appointment as a faculty member to an academic position is the culnématingf a search to

fill a particular vacancy in the university (see poli&¥2for details). Several preliminary steps are
usual when a preferred candidate has been identified.

Pre-employment Negotiations (Step 1) 2:131:11
During the period of premployment negotiations interested candidates for a job vacancy shall receive in
writing from the office of theprovosta full job description of the proposed position, a listing of
employment conditions, whether the employntesntk is for continuous appointment eligibility or not,

and the period of appointment involved. An interview with and follgpmaterials from the Office of
Human Resources provides detailed information on remuneration and benefits.

Certain information Isould be obtained in this step from the prospective employee:

1. Amount of unamortized expenses, which would be owed to the current employer by the university.
This should be verified in writing.

2. Visa status, if not a citizen of the United States.

3. Service credit established in a different world division of the SexaenhAdventist church.
Interviews and negotiations may be required. In such cases, travel and housing expenses are reimbursed
to prospective teacher. Normally prior to departusenfthe Andrews University campus during or after

the interview visit.4

Written Employment Offer (Step 2) 2:131:1:2

Upon the advice of therovost the president of the university shall make the prospective faculty member
a written employment offer requirg) a written response and containing at least the following:

1. Rank status offered (e.g. Professor of Mathematics)

2. Name of constituent school(s) or faculty to which appointed, and whether the appointment is
primary, secondary or dual (see poli@.¥24).

3. Information on eligibility for continuous appointment and conditions for the same (see policy
#2:135:2:3.

4. Salary rate for the specific appointment for the ensuing year or fractioe y#ar involved as well
as the percentage of salary rate (e.g. 90%).

5. Job responsibilities
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6. Conditions of reimbursement of advanced training costs to individual or previous employer, if
appropriate.

7. Ethical and moral expectations with respto the prospective employee

8. Effective dates for employment commencement and termination (see also pditi&s.2and
2:135:)

9. Room for a signature inctiting acceptance of the employment offer by the prospective faculty
member.

10. A stipulation that a signed employment offer acceptance letter be returned to the president by an
appropriate date indicated.

Written Response by Prospective Faculty MembeeS3) 2:131:1:3

Once the prospective faculty member has signed the employment offer in acceptance, the official
employment of such a person is recommended by the president to the Board of Trustees.

Faculty Handbook Distribution (Step 4) 2:131:1:4

When theappointment of a faculty member becomes official, the new faculty member is provided access
to theAndrews University Working Policgn the university website.

Reappointments 2:131:2
Employment appointments may be renewed repeaisgle policies 2:135:1and 2:135:9. For a
reappointment of a faculty member to become official, a written reappointment offer by the president of
the university shalhave been accepted writing by the teacher. The offer for reappointment shall
contain all the relevant information as contained in the initial appointment letter referred to in policy
#2:131:1above.

Letters of offer of reappointment for faculty not on continuous appointment are sent out annually by the
president. Appointed faculty shall receive such a letter of reappointment by March 30 of the academic
year for which they are appointed. (Fooma details on appointment periods see polZy 35.7).

Non-Renewal 2:131:3

Under certain circumstances an employee may not eedetter of reappointment but will instead
receive notice that the employment appointment will not be renewed (see oliep#H).

When a decision not t@new an appointment has been reached, the faculty member involved will be
informed of that recommendation or decision in person by the department or dean making the
recommendation or decision, and, if he/she so requests, he/she will be advised imftHgrgasons
contributing to that decision.
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Notification of Non-Renewal 2:131:4
Regardless of the stated term or other provisions of a particular faculty appointment, written natice tha
full-time appointment is not to be renewed will be given in advance of the expiration of the appointment
as follows:

1. Not later than March 15 of the normal academic year of service, if the person has served less than
five years, or

2. Not later han December 15 of the normal academic year of service, if the person has served at
Andrews University beyond five years but is not on continuous appointment.

Appeal of Non-Renewal 2:131:5
In the event that an appeal for adequate consideration is lodged by the faculty member concerned, the
president shall refer the matter to the Grievance Committee of the school in question (see policy #2:160),
which shall report in writing to the presidem their findings in the case. The report shall serve as a
guide to the president in making his/her final decision. Adequate consideration means that all the relevant
facts were available and considered.

REGULAR FACULTY APPO INTMENTS 2:135

Regular facultyappointments are made to individuatbo fulfill the complete range of employment
expectations for a faculty member (see polizyl#3.

Faculty appointments to any schoottod university or the library are made according to the procedures
for assignment of rank (see polic2:805. These appointments fall into two categories: continuous
appointment track and narontinuous appointment track.

Annual appointments (usually for the academic year July 1 to June 30) are renewable if performance
expectations are met.

Faculty who are given the status of continuous appointment (see galid6¢are deemed to hender
continuous appointment until retirement except if terminated for adequate cause (se€pbligy #

Initial Appointments to the Continuous Appointment Track 2:135:1
Initial appointment tolte continuous appointment tragieanshat the person may be considered for
continuous appointment when he or she becomes eligible ¢iep #£2:136 and 2:320. Prior to
achieving the continuous appointment status, appointments to the continuous appointment track may be
renewed annually.

Faculty who are employed on arptime basis may have an appointment to the continuous appointment
track, but will not be eligible for such continuous appointment unless they become employed-on a full
time basis (see policy2#136).

Only Seveth-day Adventist faculty (see policy2#.01) are offered employment in the continuous
appointment track.
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Appointments to the NonContinuous Appointment Track 2:135:2
Faculty, who are not eligibler consideration for continuous appointmarg given appointments in the
nortcontinuous appointment track. Such faculty include those whostrpasvork is more than quarter

time; faculty not of te Seventiday Adventist faith and faculty who choose or who are recruited to fulfill

a more limited range of expectations than are regular faculty (see p2ig0t).

CONTINUOUS APPOINTME NT 2:136
Definition 2:136:1

Continuous appointment is an employment status assigneutdyf the Board of Trustees to a fiithe

faculty member on the recommendation of the president after a peer review procassestialt the

person has met the criteria for continuous appointment (see policd@5&nd2:320. Such appointment
indicates the universityods satigfosctpihon owiotplh,y, an e a
research, contribution to the mission of the university, citizenship and public service, and professional
collegiality.

Continuous appointment, although subject to periodic evaluation, is not renewed annually. It is deemed to
be continuous until retirement or as terminated under conditions outlined in pality2*Continuous
appointment status is granted for teaching, research, and professional librarianship purposes only, and not
for administrative psitions or duties.

Generally, cancellation of the continuous appointment status, except when a faculty member's
empl oyment status is reduced to |l ess than full ti
university.

Note: Persons on a 90% appainent areconsidered fultime employees.

Eligibility 2:136:2

Eligibility to apply for continuous appointmentasailable only to the following:
1. Persons teaching in the university or itd K system on &ull-time basis who:

Hold the rank of associate professor or professor and have taught, and conducted research, or acted
as professional librarian on the pssttondary school level, at Andrews University for at least 6
(six) consecutive years; and hadloctorate or terminal degree in their area of appointment.

OR

Hold the rank of Supervising Instructorn Educat i on i-h2 systmeandlhavé ver si t yo
successfully taught, or acted as a professional librarian on theolfege level, at Andrews

University for at least six (6) consecutive years during which at least three (3) years of teaching

were with the rank of Supervising Instructor inugdtion; and hold a masters degree in their area

of appointment.
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2. Persons who held continuous appointment at Andrews University prior to taking administrative
responsibilities.

Since continuous appointment is an academic appointment, the contippoimraent status of a faculty
member who accepts fitime administrative responsibilities is placed on an inactive basis while the
person serves as an administrator. Such faculty retain the prerogative to return to continuous appointment
if they return o full-time teaching as described in poli.#36:4.1

3. Persons who held continuous appointment at Andrews University before serving at another
institution, or who have attained or who were eligible to attain contiramugsintment at another
institution prior to accepting employment at Andrews University (see pdiths8.6:4:2.

Additional details on continuous appointment criteria are found in polic32@

Nothing said or implied above should be construed to mean that continuous appointment occurs
automatically when eligibility conditions are met. As already noted, continuous appointment is acquired
only by vote of the Board ofrlistees.

Assignment of Continuous Appointment Status 2:136:3
Continuous appointment is assigned by the Board of Trustees and normally follows a recommendation of
the University Rank and Continuous Appithent Committee that has been endorsed by the president
(See policy 2:307and #:320.

Timing for Eligibility 2:136:4
Eligibility for consideration by th Rank and Continuous Appointmé&ammittee normally occurs after
six years of service as a fiine faculty member in the university (see poli@/#86:1).

However, persons meeting all other eligibility requirements may be considered after fewer years under
certain conditions as described below. In such cases, the recommendations of the dean and the vice
president for academic administration to the presideall $orm the basis for consideration by the
Trustees.

1. Reinstatement of continuous appointment (see polcy36:4:1below).
2. Early Review for continuous appointment (see poli2yl86:4:2below).

While considering an individual for continuoupp@intment status after at least 6 (six) years of
consecutive service, the university is not obligated to grant such status on the basis of years of service and
eligibility qualification alone.

Reinstatement of Continuous Appointment 2:136:4:1

Reinstatemat of continuous appointment may be grantétout further peer review, if a vacancy exists,

to a person who previously held such a status but who (a) had moved to less irae fihployment

but now resumefull-time status, or who (b) having left Andrews University returns to-aifiodi faculty

position in the same department as previously continuously appointed, or who (c) as an administrator has
an inactive continuous appointment and wishes to retdufi ffime teaching. Reinstatement shall require
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the recommendation of the department, the dean of the school, apbtlestand shall be at the
recommendation of the president to the Board of Trustees.

Early Review for Continuous Appointment Status 2:136:4:2

Persons who have held continuous appointment status at aimstitetion as professor or associate
professor prior to coming to Andrews University and have since served Andrews University to its
satsfaction in good standing for at least two (2) consecutive years intarfalfaculty appointment
teaching, research, or professional librarianship capacity may be given early review upon the
recommendation of the department and the dean of the sctibelpi@vost.

Refusal of Continuous Appointment 2:136:5
Where an application for continuous appointment is denied an eligible person, he/she shall be informed
by theprovostin writing of the reasons. For employméatcontinue, a

specific agreement (which may include remedies of the reasons for denial or changedorginapus
appointment track) between the faculty member and the institution shall be required. (See also policy
#2:135:2).

Notification of Continuous Appointment Status 2:136:6
Continuous appointment is made by a vote of the Board of Trustees. A faculty member is recommended
for continuous appointment to the Board of Trastby the president after consultation withpharost

the relevant dean/principal or Dean of the James White Library, the faculty on continuous appointment in
the relevant department and the Rank and Continuous Appointment Committee of the university.

When a faculty member receives continuous appointment status or the status is reinstated the president
notifies him/her of such appointment and of the conditions that govern continuous appointments. A
faculty member on continuous appointment does notwedbie annual letter of reappointment (see
policy #2:131:2.

Where the continuous appointment status of a faculty member is cancelled for cause (se& ey #
the president shall conveywriting such a decision of the Andrews University Board of Trustees.

RESEARCH APPOINTMENT S 2:137
Purpose 2:137:1

Research appointments are made by Andidnisersity to recognize members of its faculty who are
highly productive in their disciplines as evidenced by scientific and professional publications or
artistic/creative activities. A Research appointment provides time and environment to expand their
research/creative activity. (See poli@&.#37:6below).

Eligibility 2:137:2
To be eligible for a special research appointmarfaculty member must hold the rank of assistant
professor, associate professor, or professor either at Andrewsrsltyivor at another institution.

Process of Appointment 2:137:3
The faculty member seeking a Research appointment will first consult with the chair of the department,
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the dean of the school, and the dean of sclyalasearch regarding feasibility and resources. If they
support the proposal, the faculty member will develop a portfolio and submit it to the University Rank
and Continuous Appointment Committee (see polity#0:19.

Research Appointment Designation 2:137:4
The research rank is defined as a temporary faculty rank (see palicd@$#and2:310:2:). When a

faculty member is approved for a research appointment the faculty member shall receive an official
designation in his/her rank title such as Associate Res€apfessor of L Or Research
Professor of or the usual rank title in conjunction with Artist or Composer in Residence.
A research appointment does not affect the faculty member's continuous appointment status.

Term of Appointment 2:137:5
An appointment is for three years and is renewable. Progress toward the annual research goals will be
reviewed by the dean of scholarly research, based on submission of an annual report. Research faculty
seeking renewal of the appoirgnt will follow the same process as used for the initial appointment (see
policy #2:137:3. A faculty member may be appointed to any number of terms. If a faculty member
chooses to resign from the position or not seek renbekshe resumes normal functioning as a regular
member of the faculty of Andrews University.

Remuneration and University Expectations of Research Appointees 2:137:6
Research appointees receifre same regular salary from Andrews University that he/she would receive
if not on a special appointment.

The percentage of time devoted to research would be negotiated with the department chair, dean of the
school, and the dean of scholarly researchtd g0 percent of the appointee’s time may be devoted to
scholarly efforts. Regular universigssigned faculty work will be reduced in a corresponding manner to
reflect the proportion devoted to scholarly work. Additional salary derived from externalfumdbe

provided up to the amount received by faculty with comparable similar ranks in Research Universities.

Research faculty are considered astiatle regular employees of Andrews University and are eligible to
receive the benefits, rights and pleges of all fulltime faculty.

CONTRACT APPOINTMENT S 2:139

Shortterm faculty appointments are given on a contract basis to faculty whose teaching or other academic
assignments last for a limited period, usually less than one year. Remuneration élpuitthiout regular
employee benefits. Such contract appointments specify precisely the tasks and responsibilities to be
performed. Contracts are reviewed each term and may be terminated on one month's paid notice.

Appointments to the neoontinuous appoiment track may be renewed annually.
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APPOINTMENT OF ADMIN ISTRATORS 2:140

Recommendation by President 2:140:1
The appointment of all salaried administrators to the university shall be proposed bgitienpite the
Andrews University Board of Trustees which has the final authority in making appointments of all
university personnel. Before the president makes any personnel recommendations to the Andrews
University Board of Trustees, he shall have besatisad via the Search Committee process (see policy
#2:142 or other appropriate processes.

The appointment of university administrators is different to that of faculty members in one respect.
Faculty members amecommendedby their peers via the search process and are then appointed for a
fixed but renewable perioddministrators ar@entifiedduring the search process and, after appointment
by the Andrews University Board of Trustees, tlheye at the pleasure of the Boaiith scheduled
periodic reviews for renewal or termination of appointment (see pdidyd:1below).

Evaluation and Reappointmentof Administrators 2:140:1
Annual Development Plan and Evaluation. 2:140:1:1

Administrators will prepare an Annual Development Plan with specific goals informed-byakeiétion,

peer evaluation, and the advice of the administrative supervisor. A job description tailored to the
leadership needs of the position is theibfm development of the plan and is filed with the Office of
Human Resources. An annual evaluation with regard to achievement of these goals occurs at the Plans
Conference at which time a new Annual Plan is prepared.

Five Year Review for Reappointment 2:140:1:2

Officers of the university and officers of the schools are reviewed for reappointment every five years. The
evaluation occurs during the year of the university constituency session in the year following the General
Conference quinquennial segssid he office of the president shall be responsible for coordinating this
periodic evaluation. Evaluation data will be obtained from administrative peers as well as the persons
supervised by the administrator. Recommendations for reappointment for daothetll be made by

the president to the Board of Trustees.

Special Review of Administrator 2:140:1:3

Calls for a special evaluation of a department head or other administrator may occur at any time. Such a
special review is called for by the presidenty when compelling reasons have been submitted to the
president by a significant number of the personéds
shall be appointed by the president.

Department Chair 2:140:2
Manner of Appointment 2:140:2:1

Appointment to the chairship of a department is made by the Board of Trustees at the recommendation of
the president and after the usual search process (see Ralid2#:3. The president obtains advice from

the departmental faculty, the dean of the school in question, the dean of the school of graduate studies
(where appropriate), and tpeovost Faculty members remployed after retirement are not eligitho

serve as chairs.
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Term of Service and Review 2:140:2:2

The usual expected term of service for a department chair is five and is renewable. A faculty member who
accepts appointment as chair of a department at the time of the university constitgsiurysse
expected to remain with the university for the full term except where special arrangements are made with
the Board of Trustees.

Rotating Chair 2:140:2:3

A department may request the school dean@oudostto establish a rotating chair on thesisaof
procedures developed by the department. Nominees are approved by the usual procedure.

Evaluation and Reappointmeraf Chair 2:140:2:4
(1) Annual Development Plan and Evaluation 2:140:2:4:1
Chairswill prepare an Annual Development Plan with specific goals informed bggaliation, faculty

peer evaluati on, and the advice of the dean of

t he
|l eadership needs and Hdassriptionisthe basidfa degelpment cdithepl@h ai r 6 s
An annual evaluation with regard to achievement of these goals occurs annually at the Plans Conference
with the dean of the school. At this conference a new Annual Plan is prepared.

(2) Five Year Raew for Reappointment 2:140:2:4:2

Department chairs are reviewed by the dean of the school for reappointment every five years. This
evaluation occurs during the year of the university constituency session in the year following the General
Conference quiguennial session. The office of the president shall be responsible for coordinating this
periodic evaluation. Evaluation data will be obtained from departmental faculty. Recommendations on
reappointments will be made by the dean of the school tprtheg who then recommends to the
president. Reappointment for another term will be made by the Board of Trustees.

(3) Special Review of Chairship 2:140:2:4:3

Calls for a special review of a department chair as provided for in pdié#&:.1:3may occur at any
time. Such a special review is initiated by the ypecesident when a majority of the departmental faculty
submits compelling reasons to the vresident for such a review.

In such a special evaluation, a special iexdiemmittee shall be appointed by titevost who shall also

chair the committee. Members of the committee shall include the dean of the relevant school, the dean of
the school of graduate studies (where appropriate), the faculty members of the degaftiihprofessor

from another department in the university and the Director of Human Resources.

Acting Chair 2:140:3
A faculty member may be appointed acting chair of a department by the president upon recommendation
of the dean(s) anprovostwhen the incumbent chair is absent from the campus for an extended period
such as a sabbatical leave or assignments away from the university. An
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acting chair may also be appointed on an interim basis during the search frdilesssacancy in the
chairship.

Selection of the acting chair will be based on appropriate criteria (see also @2olidp#2:1for non

eligibility of retirees). Extra remuneration is granted to the acting chairdafutation of the post if the

usual fiscal management responsibilities of the ch
consideration for the chairship of the department at the time of a future vacancy. If the term of service will

be forat least a year, the appointment is made by the Board of Trustees.

PROGRAM COORDINATORS 2:141

Interdisciplinary Program Coordinators 2:141:1
A faculty member may be appointed a coordinator for an interdisciplinary, esafiteol program by the
dean(s) of the appropriate school(s) upon the recommendation of the appropriate chair(s) and faculty.
Normally the same type of search process used to identify a chair is used to select an interdisciplinary
studies coordinator (seelmy #2:142:6:3. Extra remuneration is granted to such a coordinator if fiscal
management responsibilities are held. Evaluation and review processes for interdisciplinary program
coordinators are the same as used for cksaes policy 2:140:2:1).

Area Coordinator 2:141:2
Because of specialization or size, some academic departments may be subdivided into program areas with
a coordinator responsible for each area. Program area coordimatafgpainted within a department

upon the recommendation of the relevant academic dean(s), and department chair(s). Evaluation and
promotion review processes for area coordinators are the same as used for faculty (se@ 38 arst

2:309).

SEARCH COMMITTEE PRO CEDURES FOR 2:142
OFFICERS AND FACULTY
Centrality of Search Committees to Employment Process 2:142:1

Under the supervision of the president, vice presidents and deans, the universiipsnaimtacess for

the recruitment, selection, and separation of administrators or faculty. The most crucial step in the
selection of officers of the university, officers of schools and new faculty members lies in the search
process whereby peers expressikelves on potential candidates for vacant positions. (See also policies
#1:717and2:140:2:3.

Administrators and the AndrewsWersity Board of Trustees shall carefully regard the recommendations
of search committees.

Timing of Search Committees 2:142:2
The administration will appoint a search committee as soon as a vacancy istexpagtie time should

be allowed for the search process to facilitate advertising of the position and for negotiating transfers from
other institutions.
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Terms of Referencdor Search Committees 2:1423
Search committees are appointed to:

1. Obtain a job description and/or position criteria from the relevant department/school or entity.

2. Determine the procedures and schedule to be followed during the search process including
implementing the affmative action policy of the universit$ée als®&ection 1, Appendix-1).

3. Seek qualified potential candidates through wide advertising and enquiry. Official advertisements
are processed by Human Resources after approval by the president or fresigent under
whom the vacancy has occurred.

4. Communicate with and evaluate all applicants by a variety of methods including curriculum vitae,
determination of immigration status if appropriate, reference checks, scheduled interviews and
guest lectuss.

5. Recommend to the president qualified individuals (preferably at least three (3) persons).

Search committees provide formal counsel to the president or the Andrews University Board of Trustees,
but they should consult and communicate with the de@ts, schools or university officers in question

as defined in policy #2:142:5 below, until they have rendered their report and the positions in question
have been filled.

Appointment of Search Committee Members 2:142:4
Depending on the position to liled search committee members are nominated by relevant peers or
representative university groups and are appointed by the chief officer involved as described in policy
#2:142:5 below. The selection of members should take account of the diverse nttararofersity
community.

Composition of Search Committees 2:142:5
Departments or schools will nominate a representative group as a search committee, including a person
outside of the department/school/university. Unless prescribed by policy, searciiteeseect a chair

and secretary at their first organizational meeting.

If a search committee member becomes a candidate for the vacant position, he/she must withdraw from
the search committee and may be replaced.

The following are specific prescriptis for the composition of search committees dealing with different
types of vacancies.

For Faculty Positions 2:142:51

When a faculty vacancy occurs, the dean of the relevant school/Director of the James White Library shall

call the department togetherdleoose a search committee. One member of the search committee must be

from another school of the university appointed by the dean of the school where the search committee is

to function. If the position involves graduate faculty responsibilities, theosthd s gr aduat e pr og
director or the graduate dean must be included. Departments should include one (1) student on the search
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committee. See also policy 2#225:2regarding search committee organization for departments which
employ faculty of other faiths.

For Department Chair 2:142:52

When a department chair vacancy occurs, the dean of the school in question shall call the department
together in order to dose a search committee. The search committee membership must include at least

one (1) member, appointed by the dean, who is a department chair from another department in the same

school. One (1) faculty member from another school shall be appointed gaheof the school in

which the search committee is to function. If the position involves graduate faculty responsibilities, the
school 6s graduate program director or the graduate
one (1) student on theaeh committee.

For Academic Office Directors 2:142:53

When a vacancy occurs for a position of Director of an academic office, such as the James White Library,
the Records Office, the General Education Office, etc.Ptbgostshall call a meeting ohe relevant

faculty and users of the services, to form a search committee. The search committee membership must
contain two (2) faculty members representing the constituent schools of the university appointed by the
Provost The committee should include®(il) student in the membership of the search committee.

For Officers of Schools 2:142:54

a. Dean
When a deandés posi provestshalbcenvemartieedacultyeottlze sahqol int h e
guestion in order to appoint a search committee.

The searth committee shall consist of five (5) to seven (7) individuals including (a) one person
from another school of the university and (b) faculty from the school in question including at
least one (1) full professor and one (1) department chair. If the suffies graduate degrees,

the search committee must include the Graduate Dean. Schools are also encouraged to include
one (1) student.

b. Associate and Assistant Dean
When a vacancy for an associate or assistant dean occurs, the dean of the relesastiadth
convene the chairs or program coordinators of the school in question in order to appoint a search
committee.

The search committee should include representation from the chairs, senior faculty, and at least one
academic professional staff membem outside the school as determined by the job description of the
position being filled. The dean should cHdire committee.

For Officers of the University 2:142:55

a. President of the university
When the office of the president becomes vacanthbé& of the Andrews University Board of
Trustees shall request the Andrews University Board of Trustees to appoint a search committee. The
search committee shall include representation from the board of trustees, faculty, staff, alumni, and
students. Tl committee shall give the vice presidents, deans, and faculty an opportunity to offer
counsel before a recommendation is made. It renders its report to the Andrews University Board of
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Trustees in session.

b. Vice President
When a vacancy occurs for && president, the president of the university shall appoint a search
committee of persons representing the constituents of the university as follows:

Representative(s) For Provost For other VPO6s
vice president nominated in Cabinet: 1 1
deans nomiated in Deans' Council: 3 2

faculty of the university, at least two
(2) of whom must be full professors
nominated in a meeting of the General Faculty 4 3

staff nominated in a staff assembly: 1 3

Board of Trustee member appointed by
the chairof the Board of Trustees: 1 1

students, one (1) recommended by

the Undergraduate (AUSA) officers and

one (1) recommended by the Graduate

(AUGSA) Student Association officers: 2 2

members appointed by the president to
represent university intests not
otherwise adequately represented: 1 3

The president shall also seek advice from the vice presidents and the deans before making
recommendations to the Andrews University Board of Trustees.

c. Assistant and Associate Vice President, Treasarat Controller, Director of Human
Resources, and the Chief Information Officer.

When a vacancy occurs for an assistant or associate vice president, a treasurer or controller, the chief
information officer, or the director of Human Resources, the presidéme vice president under whom

the vacancy occurs, shall appoint a search committee of persons representing the peers and constituents of
the position, and shall serve as chair.

Strong consideration shall be given to the recommendations of the \sigepten whose domain the
vacancy has occurred, since an assistant or associate vice president works closely with the vice president.
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General Proceduredor Use by Search Committees 2:1426
1. Orientation to Search Procedures
At the first meeting of the appointed search committee, the Director of Human Resources shall
provide an orientation to the policies and procedures relevant to the recruitment and hiring of all
university employees. At thiseeting, the expected job description and preferred characteristics for
the position should be identified.

2. Protocol
Before a prospective employee from another Adventist educational institution or another division
within the university is invited fcan interview, courtesy requires that the appropriate administrator
be contacted for permission. Normally, invitations for positions to be filled for the succeeding
school year are not appropriate after May 1.

3. On-Campus Interviews
When oncampus iterviews are scheduled with the top candidates for a position, the schedule must
include the President, the respective MRiesident, the Graduate Dean (if appropriate), the
Director (or designee) of Human Resources, and the proposedrkers. Prospeate faculty
should be invited to present a guest lecture or seminar for the department.

4. Other Information
Information on certain matters should be sought in the search interviews: (a) the visa status of the
prospective employee; (b) any financialightions which would be owed to the current employer
such as unamortized doctoral support expenses; (c) whether person is vested within the
denominational retirement plan.

5. Consideration for Supervisor Recommendations
Inasmuch as a person who will e assistant or associate to an officer will work closely with that
of ficer, the officerds own recommendations shou

6. Recommendation of Other Colleagues
In selecting an officer of the university, the counsel of other offifrans, other vice presidents)
shall be sought by the vice president under whom the vacancy exists.

7. Searches for vacant faculty positions in exceptional case departments whadveotists may be
considered include the following requirements:tfe chair of the search committee must be a
Seventhday Adventist; (b) more than half the members of the search committee must be-Seventh
day Adventists; (c) the committee must extensively seek and demonstrate how they have sought
qualified Adventist candiates before considering candidates who are not Sesapthdventists;
and (d) the vote to recommend employment of a®eventhday Adventist must be taken at a
meeting attended by all Adventist members of the search committee.

8. Reports on Search Ryess
The search committee shall periodically report on its progress to the appropriate faculty, officers, or
other concerned individuals.
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9. Report to the President
When the search committee has identified the preferred candidate(s), the nétsvpresident
shall convey the search committeebs report to t|
officers and his/her own recommendations. The president will authorize Human Resources to issue
a letter to the preferred candidate with aieodf employment and to inform the active candidates
not chosen that an employment letter has been sent to a candidate other than himself or herself.

D. CONDITIONS OF SERVICE
EMPLOYMENT EXPECTATI ONS FOR FULL-TIME FACULTY 2:143

Contract Year 2:143:1

For all full-time faculty members, the annual appointment shall be from July 1 through June 30.

Employment Expectations 2:143:2
The employment expectations for each faculty member shall be based on gendeddafstions
appropriate to the rank held. The usual employment calendar includes at least ten months with a regular
faculty load of assignments (see poli@:376 and at least two months (8 wegk§nonteaching time
protected for professional/scholarly activities. In those schools withrgead program offerings, an
equivalent amount of protected time shall be provided within a two year period.

The following expectations apply:

1. During a protected (noteaching) period, timely arrangements will be made to care for student
research supervision, student advising, and thesis/dissertation guidance. Participation in
departmental, school, and university faculty meetings is usually expected.

2. All faculty will develop with their department chair (or dean) an annual plan for their work which
fulfills the expected criteria for satisfactory performance of his/her job description for his/her rank
and assists the person in preparing for rank ptiomand/or continuous appointment. Satisfactory
achievement of the annual plan will be the basis for promotion through the usual steps within each
rank. Evaluation of all faculty members shall be according to the policies for the university (see
policy #2:326).

3. Afaculty member who is deemed by the relevant department/school or James White Library not to
have satisfactory achievement of their annual plan will have an appropriate remedial plan
developed for the following yeaConsideration may be given to a@mewal of the appointment of
faculty who are not on continuous appointment if the progress on the remedial plan is not
satisfactory. Faculty on continuous appointment shall be dealt with according to the policies
pertaning to them in policy £:180
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Faculty Overload and Compensating Remuneration 2:143:3

for Additional Teaching or Other A ssignments
Faculty members may receive extra remuneration for employment overload under either of the following
conditions:

1. Faculty members who are requested or required to teach or are given other specific university
assignments during their protegtperiod shall be deemed to be rendering extra service to the
university and shall receive extra remuneration for the additional responsibility.

2. Afaculty member requested and approved by the dean/director gmdvbstto carry more than
the usuafaculty load (see policy2t376 within the usual teaching year shall be entitled to extra
remuneration on a course contract basis.

The proposal to request additional workload assignments foultyfasember requires the approval of

the dean and thgrovostwithin the usual budgetary allocation. Generally, such a proposal should be

submitted at the time of budget development for the period. Such a proposal will include appropriate
adjustmentsintn f aculty member 6s annual pl an. Document at i
writing and filed with theprovostand the Office of Human Resources.

INSTITUTIONAL RESPON SIBILITY FOR 2:144
BASIC PROTECTION OF FACULTY

Whatever their status, all membeffstlee faculty and all administrators who hold academic rank are
entitled to:

1. academic freedoras set forth in policy 2159

2. andprotection against unlawful discriminatiby the institution on grounds of race, sexjorzl
origin, age, disability, or marital status.

Decisions on the retention or nonretention of administrators holding academic rank are based on carefully
determined procedures that include significant faculty involvement and an assessment of tife level
confidence in which, he or she is held by the faculty.

TEN MONTH APPOINTMEN T OPTION 2:145

Faculty who hold appointments in departments or schools without a regular summer schedule of courses
may choose a ten month appointment. The annual remunerkiowitl accordingly be less than for
faculty teaching during all regular terms. Faculty on anbemth appointment will be eligible for
supplemental pay if requested to teach or take other faculty responsibilities in the summer term.

INSTITUTIONAL RESPON SIBILITY AND FACULTY LIABILITY 2:146

The university indemnifies any person who is serving or has served astinéulbr partime
administrator of the university (and its executor, administrator, and heirs) or asimdéulir parttime

faculty membern any of the constituent schools of the university (and its executor, administrator, and
heirs) against all reasonable expenses necessarily incurred by him/her in connection with the defense of
any litigation, action, suit, proceeding, or investigatiotthéo than an action by or in the right of the
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university) to which he/she is a party by reason of being or having been an administrator or faculty
member of Andrews University.

An administrator or faculty member of Andrews University shall, however, maveight to
reimbursement for matters in which:

« His/her conduct or alleged conduct falls outside the scope of his/lher employment, or

« He/she has been negligent or where he/she has engaged in intentional misconduct in the
performance of his/her duties, or

« His/her conduct or alleged conduct violates the written policies and procedures of Andrews
University, or

« His/her conduct or alleged conduct violates a university directive, or

« His/her conduct or alleged conduct is likely to be criminal or illegal.

As a ondition of indemnification, the administrator or faculty member is required to cooperate fully on a
continuous basis with the university. In no case shall the indemnification policy be used to provide a
defense against an internal investigation by thgeusity or be used to initiate litigation against the
university.

Indemnification shall be made only to the extent that the individual is not made whole for his or her losses

or expenses from all other sources, including insurance. In no case vifldémenification, when

considered with all other sources, exceed the actual amount of expenses incurred by the individual. The
university may elect to indemnify an individual <co
refuse coverage.

The University seeks to provide the tools necess
responsibilities. If, however, there is personal property tiaaisdatoryto fulfill such responsibilities,

the faculty member may file an insurance ap@it i on wi t h the University Treac
insurance coverage. There is no coverage for the personal property of faculty and administrators if this
insurance is not applied for.

SERVICE OUTSIDE THE UNIVERSITY 2:147

If a teacher's temporasgrvice is desired by an institution outside the university, and this service involves
more than occasional lectures, consultation, etc., approval must be obtained from the president, the
provost the dean and the department chair.

EMPLOYMENT OUTSIDE T HE 2:148
UNIVERSITY OF FULL -TIME FACULTY

If an institution outside the university desires to emplégagher and this employment involves more
than occasional lectures, consultation, efipraval must be obtained from the presidentptibgost the
dean and the department chair.

A member of the university faculty is expected to fulfill university responsibilities byifod work.
Occasionally, however, faculty and staff members maygmigaminimal work outside of the university
for extra remuneration. Such activities as teaching a class, consulting work, or research-frarapusf
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organization can be of value both to the employee and the university.

Such outside activity must natterfere with the individual's duties or responsibilities to the university.
(See General Conference Working Policy, North American Division, X 06). If at any time the dean of the
school or other appropriate administrator determines that outside astinitgrfering with one's work at

the university, after receiving written notification the individual must cease such activity, change to a
parttime status, or resign.

PROFESSIONAL QUALIFI CATIONS 2:149

Andrews University seeks faculty who hold a termide@ree apprayate to the discipline or area in

which they teach or serve professionally. In most cases this means an earned doctoral degree. In addition,
each faculty member must possess mdnatacter in harmony with the teachings of the Sevdath
Adventist church, competence in teaching or other professional skills, collegiality, and a willingness to
perform the typical roles of a faculty member including student advising, mentoring, scinaie,
participation in university governance and service to the local and world community (see also policy
#2:158.

Administrators and teachers in the Andrews Universify2orogram must hold deminational and state
certification in harmony with the H2 teachers code of the Lake Union Conference.

HEALTH STATUS 2:150

All K-12 employees of Andrews University and other employees who come into direct and prolonged
contact with pupils in these gradesist demonstrate annually, through medicaneixation before
August 31they are free of communicable tuberculosis.

Background Checks 2:150:1
All K-12 employees of Andrews University who come into regular contact witk{ir2students must
complete any legally required background checks prior to employment.

THE RELEASE OF STUDENT EDUCATION 2:151
RECORD INFORMATION
Introduction 2:151:1

In order to conform to state privacy laws, fair information practices the Family Educ&igh#d and
Privacy Act of 1974, as amended, Andrews University ensures that a student's personal privacy is not
directly affected by the kinds of disclosures that appear in a student record.
Persons at Andrews University who are subjects of data syatertiserefore:
1. informed of the existence of such specific data systems;

2. permitted to learn what data about themselves are on record and to inspect them;

3. assured that data are used only for intended purposes including the right to withld@dldsure
of directory information;
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4. allowed to correct or amend records (including the right to a hearing), to file an explanatory note,
and to receive information on making appeals to the federal Department of Education;

5. assured that thosesmonsible for data systems take reasonable precautions to prevent misuse of
data;

6. satisfied that information about themselves is retained only for as long as it is valid and useful and
that the conditions under which the data were collected stilaprev

The Family Educational Rights and Privacy Acts of 1974 (FERPA), as amended, and the interpretive
rules and regulations issued by the Department of Education, outline the conditions that govern the
keeping of student records, access to them by stidpatents and employees and the release of
information about students.

Safeguarding General University Information 2:151:1:1

Because of the Family Educational Rights and Privacy Act (FERPA) and others, Andrews University and
its employees could becomaliie for misuse of information entrusted to them. For this reakon
employees (faculty, staff, administrators and students) of the university, must, according to policy #1:750,
safeguard and keep confidentdilinformation about the university, its efopees and students, unless
officially authorized by position or by specific assignment to release information. Entities requesting
information about the university, its employees and students, should be referred to the Registrar
(academic records), the 8&President foiStudent Life(student life records), the Director of Human
Resources (employment records), or the President, who are the persons officially authorized by the
university to release information.

Employee Obligatiorito Know Laws and Policies 2:151:1:2

Employees are therefore obligated to acquaint themselves with policies on the release of information,
which are prescribed by the school or department where they work and containedAirdiens
University Working Policy(See policy £:750for the requirement on a signed statement of support.)

Annual Notice to Students on Their Education Records 2:151:1:3

By way of published natifications, the university annually announces the following to students with
respect to their education records:

1. The specific offices where records are kept and the nature of the records kept.

2. The fact that acce$s student education records is restricted to certain authorized persons except as
allowed by the student in writing.

3. The right of the student to see his/her education records withinfifieety45) days from date of
written request.

4. The right of tle student to request corrections to the record, to appear at a subsequent hearing, to
file an explanatory note for the record, and to appeal to the federal Department of Education if
deemed necessary.
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5. The right of the student to limit the routine disclasof Directory Information about him/her.

6. The contact person for education records: the Registrar of Andrews University.
Student Education Records 2:151:2
Definition of Education Records 2:151:2:1

In accordane with the Family Educational Rights and Privacy Act and for purposes of this policy, an
education record refers to that record kept by Andrews University or by any entity within it, that directly
relates to a student in terms of specific identificatiocchsas name, address, and social security number,
education records include records of disclosure and requests for disclosure (se2ddity?#8:3.

The following records do not qualify for gextion as education records according to FERPA:

1.

8.

records of individual instructional, supervisory and administrative personnel which are in the sole
possession of the maker thereof and are not accessible or revealed to any other individual,

recods of students kept by Campus Safety for law enforcement purposes only and not revealed to
any individual except law enforcement officers of the same jurisdiction;

employee records maintained in the normal course of business;-8Mdskrecords arbpwever,
included as education records.)

health, counseling and guidance records kept by the University Medical Center, Student Health
Office, Ruth Murdoch Elementary School, Andrews Academy and the University Counseling
Center. These student recondere created by physicians, psychiatrists and/or professional
counselors solely for treatment purposes and are not disclosed to another individual except for
personal reviewy another physician or appropriate professional of the student's choice; (lHoweve
the achievement, intelligence, interest and personality test scores in the guidance offices and
Counseling Center are regarded as education records.)

records on a student as an alumnusdhbt containinformation on a student after he/she leé th
university;

records about spiritual and psychological development of students who are candidates for the
ministry, and which are maintained by the SDA Theological Seminary and the Department of
Religion in the College of Arts and Sciences;

appications for admission to the university that were denied, and related records. A student may
have applied successfully to another program or course in the university, in which case the related
records are education records within the meaning of the Act;

financial information submitted by parents;

Publication of Location of Student Education Records 2:151:2:2

For the convenience of clients and in compliance with the law, Andrews University annually publishes in
the Student Handboothe listing where student education records are kept:
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LOCATIONS FOR STUDENT RECORDS
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Access Without Written ConsaftStudent 2:151:2:3:1

Other individuals who may also have access to a specific student's records without express approval by
the student, and within forfjve days after requesting it in writ from the Registrar, are the following:

1. parents or legal guardians of students under 18 years who are enrolled at the Andrews Academy;
2. parents or legal guardians of students who are enrolled in the Ruth Murdoch Elementary School;

3. parentsor legal guardians of a pes¢condary student whose status has been determined to be
dependent according to the Internal Revenue Code of 1954, Section 152;

4. authorized representatives of the following for audit and evaluatiederfal and statesypported
programs;

a. Comptroller General of the United States
b. The Secretary of Education, or
c. State educational authorities

5. State and local officials to whom disclosure is required by state statute adopted prior to November
19, 1974;

6. representatives of the Veterans Administration;

7. persons or organizations providing financial aid to a student, or determining financial aid decisions
concerning eligibility, amount, condition and enforcement of the terms of the aid in question;

8. accrediting organizations carrying out their accrediting functions;

9. organizations conducting studies to develop, validate and administer predictive tests, to administer
student aid programs, or to improve instruction;

10. appropriate persons who mustemergencies protect the health or safety of a student or other
persons;

11. courts of law without subpoena if the parent or student has initiated legal action against the
institution OR if the institution has initiated legal action against a paresttident;

12. an alleged victim of a crime of violence or Afomcible sex offense may be notified of the final
results of disciplinary proceedings against alleged perpetrators of such crimes;

13. parents or guardians if a student under the agelofias violated drug or alcohol laws or
institutional policies regarding use of alcohol and other drugs.

The office of the Registrar of Andrews University shall keep a record in the student's file of requests and
the date of inspection of the student's@ation records by any of the persons listed in numbé& 1
above.
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Access by Written ConsenftStudent 2:151:2:3:2

Persons other than those listed in policy #2:151:2:3:1 above, such asiylogsgs, or school officials

at another institution to which the student has applied for admission may also have access to that student's
education records provided the student has given written permission to the Registrar to release such
records.

In all cases where access is granted to the education record of a student as outlined above, Andrews
University informs the receiving party by way of the following published statement:

The attached information has been forwarded to you at the request ofiém stith the understanding

that it will not be released to other parties. The Family Education Rights and Privacy Act of 1974, as
amended, prohibits release of this information without the student's written consent. Please return this
material to us if ya are unable to comply with this condition of release.

Records of Requesasd Dates of Disclosure 2:151:2:3:3

In all cases where a request foregxto a student's record had been made, and written permission had
been granted (see policies #2:151:2:3:1 and 2 above), a record of both the request and the student's
written approval shall be put in the student's file by the Registrar, noting alstiehetaen disclosure of

the education record was made. Exceptions shall be for the following record of requests:

1. those requests made by students for their own use;
2. those disclosures made in response to written requests from students;
3. those mde by school officials;

4. those specified as Directory Information.

Special Releasef Student Grade Reports 2:151:2:3:4

A student may request to have the second copy of the grade report sent eatér seraesponsor,
employer or to anyone he/she identifies for such.

Release of Student Transcript 2:151:2:3:5

Upon receipt of a written request from a student, an official transcript wittlbased providing the
student account is financially cleared. The transcript fee is the responsibility of the person requesting the
transcript.

Student and Parent Acceds Student Education Repords 2:151:2:4

Access by Written Request 2:151:2:4:1

Enrolled students of Andrews University and parents/legal guardians-abhegiate students under 18
years of age or parents of dependent students (see p2lityl#2:.3:1above), may inspect relevant
education records upon a written request to the Registrar's office. The request will be granted within a
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period of fortyfive days from the time that the request was made. Students/parentgllagiibns
wishing to review the relevant education records will arrange an appointment with the Registrar's office.

Any costs of copying records for personal use will be borne by the student/parent/legal guardian
requesting a copy.

Limitations ImposedmInspectiorof Student Education Records 2:151:2:4:2

a. Students/parents/legal guardians will not be permitted to see any recommendations concerning
admission or placement which were written before Janud975.

b. Documents (letters of recommendation) concerning applicants for admission who, at the time of
applying waived the right afccess to solicited confidential letters of recommendation shall not be
open for inspection.

Challenging the Accuraoyf a Student's Education Record 2:151:2:4:3

If a student/parent/legal guardian challenges in writing a specific education record as being inaccurate,
misleading, and/or a violation of a studentiggmy or other rights, the officer who receives the complaint

will within a reasonable period of time inform the student/parent/legal guardian whether corrective action
will be taken. If the decision is in agreement with the student's/parent's/legalagisgarduest, the
appropriate record(s) will be amended.

Students who are not provided full relief in such a challenge are informed of their rights to a formal
hearing. When a student/parent/legal guardian requests a formal hearing from a univemsityttodfic
president of the university shall appoint a hearing committee of five (5) persons to include the student's
advisor, the university officer in charge of the record, and three (3) other faculty members. The student
shall then be afforded a fair heagiand allowed assistance or representation. A written report shall be
submitted by the hearing committee to the president including its recommendations according to the
requirements of the Family Educational Rights and Privacy Act. The president willthekiaal
decision concerning the expunging or correction of the record.

Andrews University will correct or amend any education record in accordance with the decision of the
hearing committee and the president. Should the finding of the hearing corbmnitesatisfactory to the
student, he/she shall be allowed to file with the education record a statement commenting on the
information or setting forth any reason for disagreement with the hearing committee. This statement shall
become part of the educatioecord for as long as the record is kept by the university.

Directory Information on a Student 2:151:3
Definition of Directory Information 2:151:3:1
The Family Educational Rights and Privacy Act granssitutions the prerogative of defining certain
classes of information as directory information for which the institution does not have to obtain prior
consent of the student for its release. In harmony with this provision Andrews University has classified
the following information as directory information:

Name Dates of attendance
Local address Degrees or certificates (with date) received
Local phone number Scholarships
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Campus amail address Honors

Major field of study Rewardseceived

Year in college Participation in officially recognized activities
Date and place of birth

Routine Release of Directory Information 2:151:3:2

Directory information is generally released to the media in conjunction with student honorgitbescti

Public information such as dates of attendance, place and date of birth, names of parents and home
address, campus address, verification of degree including honors and previous schools attended is, upon
request, given to:

1. Properly identified epresentatives from federal, state, or local government agencies.
2. Business firms from which students have requested credit, or possible employment.
3. Scholarship donors.

In accordance with the Family Education Rights and Privacy Act Andrews Wiibpinits disclosure of
educational records or personally identifiable information without the student's written consent, except to
agencies which have a recognized legal need for the information.

Restriction of Release of Directory Information 2:151:3:3

Students may each academic term restrict the release of any or all items of directory information by
completing a form by the Friday of the first week of classes. A form for this purpose is obtadnepht
the Registrar's Office.

Andrews University reserves the right to determine the manner in which directory information may be
released or to whom it may be released without the consent of the student except where the above
restriction has been requed.

Academic Student Records in General 2:151:4
For further information on permanent student records, official transcript, unofficial transcripts, class
standing, academic and disciplinary records, the reader is referred to palidte$ 2:455 2:456 2:459
and2:461

EMPLOYEE PERSONNEL RECORDS 2:152

Keeping and Location of Personnel Records 2:152:1
From the time a person is initially employed by Andrews University on dipaetor fulktime basis, the
university keeps a personnel file on him/hEne personnel file shall contain at least a record of the
employee's emplyment with the university, promotion, transfer, additional compensation, and
disciplinary action.

The Director of Human Resources coordinates the maintenance of the personnel files. He/She is also
responsible for responding to personnel record requestguiries.

Section 2 Page31l
January 28, 2009



Specific files relating to a faculty memberds
assignments, promotion and continuous appointment are maintained in the office of tinesittent for
academic administration.

Personnel fes of current and past employees are kept, archived or destroyed by the university according
to its official records retention program. (gegpendix 2E).

Employee Access to Personn€éiles 2:152:2
In harmony with the BullardPlawecki Employee Righio Know Act, (Public Acts of 1978, No. 397, as
revised), former and current employees of Andrews University may periodically (no more than twice a
year) review their personnel files for purposes of identification, employment, promotion, transfer,
additional compensation and disciplinary action. Application for access to all personnel files is made to
the Director of the Andrews University Human Resources who shall authorize and arrange for the
requested inspection. If an employee disagrees with a wsittesment in his/her file, he or she may write

a statement of rebuttal which will be added to the file.

Definition of Personnel Record 2:152:3
Under the provisions of the Bullaflawecki Employee Right to Knv Act, the Personnel Record
available for inspection by the employee must include all information likely to be used with regard to that
employee's qualifications for employment, promotion, transfer, additional compensation or disciplinary
action. The Pemnnel File need NOT include:

1. Employee references, or notes of a telephone reference, if the identity of persons making the
reference would be disclosed.

2. Material relating to staff planning where such planning relates to more than one emplayee suc
salary increases, bonus plans, promotions and job assignments.

3. Medical reports or records if the employee also has access to the records.

4. Personal information about another person if disclosure invades the other person's privacy, such as
information pertaining to another employee's disciplinary reprimands, performance appraisals and
salary.

5. Information in a separate file relating to a criminal investigation of an employee's activity, which
may have resulted in the loss or damage toineesity's property or disruption of the university's
business operations.

6. Information in a separate file relating to grievance investigations and not used in employment
decisions.

7. Records kept in the sole possession of an executive, adminigtrgiradessional employee who is
also the maker of the records and not accessible or shared with other persons. However, such
records may become part of a personnel file if entered into the file within six (6) months after the
date of occurrence or the ddle fact becomes known, whichever is later. Such material added
belatedly may not be used to the detriment of an employee unless an employee is first given a
reasonable time to review the information.
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8. Records directly related to a student and deemedet@rb education record. See policies
#2:151:2:1, 2, and 3 above.

Information Which May Not Be Kept in a Personnel File 2:152:4
The Personnel File of an employee may not include information about an employee's associations,
political activities, publicatios or communications not related to the employee's employment, unless:

1. the employee authorizes the employer to keep such records, or
2. the activities occur on the employer's premises or during working hours and

3. they interfere with the emplogés duties. In the latter case the record kept shall be part of the
Personnel File.

Dispute Concerning Appropriatenessof Material 2:152:5

in the Employee's Personnel Record
If an employee whoeviews his/her personnel file disagrees with the material in the file, or the absence of
some relevant material, he/she naalyl a statement of rebuttal.

Procedure for Employee Reviewof Persainel Record 2:152:6
Under the provisions of thBullard-Plawecki Right to Know Actthe university allows an employee
access to his/her personnel record under the following conditions:

1. The employee must submit a written request to the Director of Andrews University Human
Resources.

2. The review must take place during normal office hours, unless these hours corfflichevi
employee's scheduled work hours, in which case, the university may designate another time.

3. The review must take place at or reasonably near the employee's place of employment. Under
exceptional circumstances, the university may mail the emgbogepy of his/her personnel record
upon the employee's written request addressed to the responsible university officer (see #1.of this
list above).

4. The employee shall have the right to a copy of his personnel records, at his/her own expense and by
prior payment arrangements with the Andrews University Office of Human Resources.

Disclosure of Employee Personnel Records to Third Parties 2:152:7
Except for medical records, disciplinary ogfs, letters of reprimand or other records of disciplinary
action, Andrews University Human Resources may, after review, disclose statisticalahoative
information from an employee's personnel records to third parties without authorization from the
employee and without notice to the employee after disclosure, but with a written record in the relevant file
identifying those persons who have sought such information.
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After review by University Counsel, disciplinary reports, letters of reprimand, dret oécords
concerning disciplinary action will be disclosed by Andrews University to a third party without notice to
the employee in cases where:

1. the employee has expressly waived such notice as part of a written employment application with
anotheremployer.

2. disclosure of personnel information has been ordered pursuant to a legal action or arbitration to be
made to a party in the action or arbitration.

3. personnel information has been requested by a government agency as a result of a coadglain
by an employee.

Disciplinary reports, letters of reprimand and other disciplinary action over four (4) years old will not be
divulged to third parties by Andrews University unless the disclosure is ordered pursuant to a legal action
or arbitration.

DRUG-FREE WORKPLACE DEFIN ITION 2:153

Andrews University is committed to an environment of learning that supports the fullest possible human
development. To achieve this goal, the university holds that dditifestyle is essential and maintains
policies that seek an alcohptobacce, and drugfree campus environment. See policy #3:250 in the
student handbook.

Andrews University intends to maintain a difuge workplace in harmony with the laws of the land. The
unlawful manufacture, distributiod,i s pensi ng, or use of controll ed
faculty, staff, or students, is prohibited. Andrews so certifies as an institution to the federal government in
its external funding contracts and grants. Further, the university exgegtperson employed by the
university who receives federal or state funding as an individual to certify that he or she will not engage in
the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance while
associated wh the university.

The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is
grounds for a full range of discipline up to and including dismissal from employment under the policy of
termination of a faculty membéosr unfitness in a professional capacity (see polR2y#5:3.

The use of alcohol, tobacco, or any prescription drug without evidence of proper medical prescription, is
cause for review of the employment appointment.

Theuniversity also believes that it has a responsibility to offer and provide assistance to employees who
are chemically addicted and wish to live a dfigg life. To discharge its responsibility it has instituted an
Employee Assistance Program which progidesubstance abuse counselor qualified to do assessments,
individual counseling, and to make referrals for mordépth therapy and rehabilitation on an outpatient

or inpatient basis to approved/licensed programs. The University also encourages es@oséss to
support networks which can assist the employee in maintaining sobriety following therapy.

An employee who believes he or she is having a problem with tobacco, alcohol or the illegal use of drugs
is encouraged to voluntarily seek the availaddsistance. Appointments with a counselor may be
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arranged individually or through the university's Director of Employee Health Promotion/Health Plus.
Employees who show evidence of the use of tobacco, alcohol or illegal drugs, may be referred for
counselng as a condition of continued employment.

Each employee is provided the full text of the universidylsy-Free Workplace Policy and Procedyres
which is incorporated by reference as a part of this Employee Handbook. Additional copies are available
from Human Resources.

ELECTION TO PUBLIC O FFICE 2:154

Civic-minded faculty members, administrators, or professional salaried personnel may choose to run for
election or accept an appointment to a public office. However, if such actions are anticipated an
agreenent must be made in advance with the department chair, academic dean, and /or appropriate vice
president concerning released time to carry out the duties of the office. Ordinarily, an employee may seek
a parttime county or local level public office anénfborm duties of such office if elected or appointed

while engaged in fultime work at the university. Such offices include that of county commissioner or a
member of a township or village governing board.

When announcing a campaign for a state or natioffice by election, employees must take a leave of
absence without pay since such an effort requires more time thanismé&démployee could give to such
an endeavor while employed at the university.

If elected or appointed to a fttime state onational office, the employee will be granted a leave of
absence without pay. His or her university position will be safeguarded if the university program is not
adversely affected.

DISCRIMINATION AND H ARASSMENT 2:155

Discrimination 2:155:1
Andrews Univesity strives to maintain a workplace fre€é unlawful discrimination or harassment
because it wants its employees to enjoy a work environment which is conducive to achieving the highest
levels of productitiy and performance. The policy of Andrews University prohibits unlawful
discrimination against an employee on the basis of race, color, sex, national origin, age, disability, or any
other legally protected status under Michigan or federal law.

Harassment 2:155:2
Andrews University wants its employees to enjoy a work environment free of harassing conduct or
conduct which, if not curtailed, has the potential of creating a hostile, intimidating or offensive working
environment. As a result, it is against thadicy of Andrews University for any employee, supervisor,
manager, or independent contractor to harass another on the basis of race, color, sex, national origin, age,
disability or any other legally protected status under Michigan or federal law. Emplageencouraged

to report incidents of harassment before they become severe or pervasive in order that Andrews
University may address the conduct immediately.
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Prohibited Conduct 2:155:3

Prohibited conduct includes sexual harassmenb#mer unlawful harassment as set forth below:

Sexual Harassment. 2:155:3:1

Sexual harassment occurs when unwelcome sexual advances, requests for sexual favors and other
unwelcome verbal, visual or physical condotth sexual nature occurs, and

1. Negative employment action, such as tangible action constituting a significant change in
employment status, is taken against an employee because he or she refused to respond to
unwelcome conduct of a sexual nature, or

2. Submission to the unwelcome conduct is made, either explicitly or implicitly, a term or condition of
employment, or

3. Such conduct is so severe and pervasive that it creates a hostile, intimidating or offensive work
environment or unreasonablytire r f er es wi th an empl oyeeds wor k pe

Depending on the circumstances, sexual harassment may include the following examples: unwelcome
sexually oriented statements, sexual advances or sexual flirtations; unwelcome physical touching of a

sexual or busive nature; requests for sexual favors; verbal abuse of a sexual nature including subtle and

not so subtle innuendo; unwelcome sexually suggestive remarks, jokes and gestures; graphic verbal
commentaries about an i ndi vrdsdigecdtb describe andindividua,e x ual |y
including sexual nicknames; and display in the work place of sexually suggestive objects, pictures, or
cartoons.

Other Unlawful Harassment 2:155:3:2

Unlawful harassment may also consist of verbal, visual or physickplaoe conduct that denigrates or

shows hostility or aversion toward an individual because of his or her race, color, gender, national origin,

disability or any other protected status under Michigan or federal law, and is so severe or pervasive that it

creat es an intimidating or offensive work environmeil
work performance.

Depending on the circumstances, prohibited harassment may include the following examples: epithets,
slurs, insults, negative stereotypimtisparaging remarks, written or printed material of a disparaging
nature and offensive jokes or tricks based upon a protected status.

Communication of Policy 2:155:4

Unlawful discriminatona d har assment violates Andrews Univer si:t
upheld by the university. For these reasons, it is expressly prohibited. Andrews University will
communicate its policy against harassment and discrimination to employees by fustpolicy in

appropriate places throughout the workplace and informing employees of their right to report, in good

faith, of any perceived harassment or discrimination without fear of retaliation.

Reporting Incidents 2:155:5
Any employee who feels g she has been harassediscriminated against at work should immediately
report the incident to one of the following: (a) his or her Supervisor, (b) a Department Director, (c) the
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Human Resoue Director or Associate Director, (d) the Sexual Harassment Compliance Officer or
Affirmative Action Officer, or (e) any other member of university management with whom he or she feels
most comfortable approaching. If comfortable doing so, the employakigbth the person engaging in

the inappropriate behavior that the conduct is offensive and should be immediately stopped. Any
supervisor or member of management receiving a complaint of harassment or discrimination should
immediately report it to the Huam Resources Director or Associate Director.

Non-Retaliation 2:155:6
Andrews University believes that it is every emplo
possible discrimination drarassment. No employee will be retaliated against by Andrews University

who, in good faith, complains under this policy or participates in an internal investigation.

Investigations 2:155:7

A complairt of discrimination will be impartially investigated in as confidential a manner as possible.

Generally, within seven working days of a complaint, an appropriate officer (as determined by Andrews
University) will review the matter and determine the scopmkrature of the investigation. The duration

and extensiveness of the investigation will vary depending upon the allegations. All those participating in

the investigation wil!/ be notified of the univers
possible, and of its policy against retaliation. Upon conclusion of the investigation, and after consultation

with the President, Andrews University will take whatever appropriate remedial or corrective it deems

necessary to stop any discriminatory or hsirgs behavior, up to and including termination of

employment.

There may be a formal or informal investigation. If a formal investigation is undertaken, the Human
Resources Director will keep the complainant and involved parties informed generally xjiebted
time frame and actions, if any, taken by the university.

Non-Employees 2:155:8

Any employee who believes that he or she orathgr employee has been the subject of sexual or other

unlawful harssment as defined in this policy by a+gmnployee, such a client, vendor or visitor, during

work time or in relation to the employeeds work, s
procedure set forth above. An investigation of the camphwill be undertaken as stated above. If

Andrews University concludes that a remployee has sexually or otherwise unlawfully harassed any

empl oyee during work time or in relation to the em
be taken.
RELATIONSHIPS TO THE UNIVERSITY 2:157

The faculty member has the right to be governed in his/her work by policies and actions that are clear and
properly timed. These are contained inAmelrews University Working Policsupplied to every faculty
memberlt is the duty of the faculty member to know about and comply with this document. Specific
employment policies are found The Employee Handbod&ection 4 of the Working Policy).

The faculty member is obligated to participate in the legislative arypalaking functions of the faculty

by attending faculty meetings regularly, exercising voting privileges conscientiously, contributing to its
deliberations, serving on its committees, and advising colleagues and officers as the welfare of the
university ma require.
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FACULTY ETHICS:
UNDERLYING PRINCIPLE 2:158

Andrews University uses the underlying principle that the highest development of individuals occurs
within the ethical code exemplified by the life and teags of Jesus Christ as recorded in the Scriptures.
Therefore, the university expects its faculty members to conduct all personal and professional
relationships in harmony with this ethical code and encourages them to find in this philosophical
frameworkboth inspiration and guidance in their search for truth.

This means that faculty in both their conduct and their cognition are expected to preserve an ethical
regard for the inherent worth and dignity of each person as a creation of God, which, anrahopgthe

entails respect for views and opinions that are new or different and fairness towards persons who are
criticized or charged with wrongdoing.

Ethics in Relationships 2:158:1
Relationships With Cokagues 2:158:1:1

Faculty members are expected to relate cordially with one another. They will not disparage a colleague in
the presence of a student nor engage in gossip about a colleague. They will recommend qualified
colleagues for advancements and redtigns of various kinds. On the other hand a faculty member may
honestly appraise a colleague under restricted circumstances when such appraisal could improve the
educational system and must submit evidence in his/her possession to appropriate acwhogtigsg

the unfitness of a colleague. In fact, it would be unethioato report to duly constituted authorities
matters that are detrimental to the university community.

Relationships With Students 2:158:1:2

In relating to students, faculty membahould endeavor by teaching and example to inspire students to
achieve the highest possible goals and to develop-Bésded values.

While the faculty member should treat knowledge about a student in confidence, this does not preclude
the faculty membédrom honestly appraising a student when asked by a university officer or prospective
employers, nor from presenting to appropriate university officers evidence of matters that are detrimental
to the student and/or the university.

In pursuit of researchnal writing, faculty members should not disadvantage their students either by

overuse of the studentds time or by failure to ack
Harassment in the classroom or learning environment is unlawful (see also Radlis #

Sexual relationships between faculty and students are not tolerated. Friendships with students which

develop into romantic relationships are discouraged because even where such relationships appear to be
consensualbete en t he parties, the faculty member 6s statu

position.
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Relationships with the Church and Community 2:158:1:3

The faculty member carries additional responsibilities and privileges as a member of the chasch and
resident of the community. Unless authorization has been given to serve as spokesperson for the
university, the faculty member should not imply university sponsorship in expressing opinions and
convictions.

Ethics in Academic Freedom 2:158:2

The faculty member must maintain high standards of truthfulness, decency, and moral integrity. He/she

must not invoke the protection of academic freedom or give counsel in areas beyond his/her competence
as a schiar (see policy #:159.

While the faculty member may uninhibitedly investigate and research any matter within one's discipline
or germane to it, the faculty member must recognize the responsibilities that govern who agd #usord
freedom (see policies #2:15842andAppendix 2C).

Ethics in Scholarly Endeavor 2:158:3
Faculty are expected to adhere to high ethical standards in the coingseizoch, scholarly publication,

and other scholarly endeavors. Clearly formulated policies and procedures affirm and safeguard these
standards of ethical conduct. Violations of ethical conduct such as academic fraud, academic misconduct,
plagiarism andonflict of interest as defined below in policies #2:1588:4re subject to university
investigation, censure and discipline.

Definition of Academic Misconduct 2:158:3:1

Academic misconduct has been defined by the federargment (Part 689, Title 45 of the Code of
Federal Regulations C Public Welfare) to mean: (1) fabrication, falsification, plagiarism, or other serious
deviation from accepted practices in proposing, carrying out, or reporting the results of research; (2)
retaliation of any kind against a person who reported or provided information about suspected or alleged
misconduct... Failure to comply with Federal requirements for the protection of researchers, human
subjects, or the public or for ensuring the welfafriaboratory animals; or failure to meet other material

legal requirements governing research will also be defined as academic misconduct.

Definition of Academic Fraud 2:158:3:2

Fraud, a serious threat to the intelled integrity of a university, is not honest error or poor scholarship: it
is intentional deception. Allegations of fraud therefore involve the intent and motive of the accused.

Fraud has been specifically defined by the Association of American Codaegedniversities as: (1)
falsification of data ranging from fabrication to deceptively selective reporting, including the purposeful
omission of conflicting data with the intent to falsify results; (2) plagiarism, the representation of someone
el s e 6 sas omasrown (see policy8#58:3:4; and (3) misappropriation of others' ideas; the
unauthorized use of privileged information however obtained (such as violation of confidentiality from a
peer revew).

Faculty members found to have committed fraud in scholarly endeavors become liable to a full range of
discipline, including termination for unfitness (see poligyl#5:3.
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Definition of Conflict of Interest in Academi&ndeavors 2:158:3:3

Conflict of interest in academic endeavors arises
findings and reporting; are influenced by private financial interests or nepotemasts (see also policy
#2:119.

The university maintains objectivity in research by ensuring that the design, conduct, or reporting of
research is not biased by any conflicting financial interest of investigators empldkiedibyersity who

are responsible for the research in accord with the provisidid®fegulations 42 CFR Part 50, Subpart
F,and 45 CFR &t 94

Standards defining conflict of interest are detailed in the Andrews University Scholarly Research
Handbook. Applicants for extramural funds are required to sign a statement that no conflict of interest
exists.

Definition of Plagiarism 2:158:3:4

Plagiarism, the act of representing another person's work or ideas as one's own, is a serious form of
academic dishonesty for which a faculty member's employment may be terminated.

For written material, Andrews Universigxpects faculty to respect the intellectual property rights of
others. The university endorses the following requirements of the Publication Manual of the American
Psychological Associatiors" Ed., 348350, 387396. For current information on Ethical Principles
relevant to publishing, visit the American Psychological Association web sitevatapastyle.org

Quotation marks should be used to indicate the exact woradotife.

Summarizing a passage or rearranging the order of a sentence and changing some of the words is
paraphrasing. Each time a source is paraphrased, a credit for the source needs to be included in the text.

Substanti al porti esnsvoark elredar tas sdhfoud rdotntoer e pres
the other work or data source is cited occasionally.

Faculty members who in the presentation or distribution or publication of written material in their own
name neglect to specifically or geally acknowledge their indebtedness to sources used shall be guilty of
plagiarism and liable to discipline (see also poli2gy45.

Positive Environment for Ethical Scholarly Conduct 2:158:4
The university seeks to provide an environment that promotes ethical integrity by encouraging open
discussions and communication of research findings, submission of work for peer review, commitment to
selfregulation, emphasis on quality rather than quantity, collaboration and teamwork, maintenance of
noncompetitive professional relationships, generosity in recognizing the accomplishments and
contributions of others. The university requires adherence talegtined protocols that protect research
subjects and safeguard against carelessness before and after scholarly activities ASeenalso2C).

Research on Human Subjects 2:158:4:1

Plans for research on human subjects must be reviewed and approved by the Institutional Review Board
of the Scholarly Research Council. (Sholarly Research HandbodKThe conditions under which
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data arecollected must meet the ethical and legal requirements set forthBni¢h&uidelinesand any
specific directions by the reviewers. No data may be collected from human subjects before written
notification of approval is received by the investigatodivituals undertaking studies with human
subjects without such approval are not covered by university liability protection and may be subject to
discipline by the university.

Research on Animal Subjects 2:158:4:2

Research on nehuman living animals is subject to the review and approval of the Animal Use and Care
Subcommittee of the Scholarly Research Council. This committee uses ethical and regulatory standards
set by state and federal agencies to detertinat proposed research requires the use of living animals,
that such animals will be humanely cared for, and that pain and suffering entailed in the experiment are
minimized. Animals may not be purchased for research or teaching, nor experimentabébtine

protocol, describing their use has been approved by the committee.

Primary Responsibility for Ethical Scholarly Conduct 2:158:5
Primary responsibility for the ethical condwfta faculty member rests with the individual faculty
member. The principal investigator of a research project shares in this primary responsibility for the
ethical conduct of all research activities with which he/she is associated including the atittoéitie

research conducted and published in his/her name. He/she should on behalf of the university maintain a
high standard of intellectual honesty in his/her environment, give adequate supervision for all staff and
students associated with his/her egsh project and provide due credit to all investigators and associates
who have contributed to the work. Such contributors and collaborators, on the other hand, bear their own
ethical responsibility for cauthored work and should be prepared to suppwmit defend their
conclusions.

Safeguards for EthicalScholarly Endeavor 2:158:6
To fulfill its own obligations to promote ethical scholarly endeavors, the university makes two
requirements:

1. Statement of acceptancé mesponsibility: First, the university requires a faculty investigator
applying for university funding or submitting a proposal for extramural funding and sponsorship to
sign a statement accepting responsibility for ethical conduct within the guidedimteged in the
Andrews University Working Policfsee als@\ppendix 2C).

2. Investigation of Complaints of Unethical Academic Cond&stcond, the university requires
prompt, forthright and fair action within clearly dsliahed university Policy guidelines for process
and appeal when allegations or evidence of unethical conduct is reported either before or after the
completion of the research investigation (see also palpendix 2C).

ACADEMIC FREEDOM 2:159

Andrews University expects its faculty members to subscribe to and work within the framework of the
statement of the General Conference of SevdathAdventists ofrreedom and Accountabilitand
Academic Freedorim Seventhday Adventist Institutions of Higher Educatias contained iAppendix

2-A andAppendix 2B. The university espouses the principle of academic freedom, not only to protect a
facuty member from intramural and external pressures that hinder the pursuit of truth, but also to foster
disciplined and creative investigation in all phases of learning. Like all other freedoms, academic freedom
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is subject to limitations and requires cartesponsibilities of those who enjoy it. Faculty members are
assumed to be responsible in the context of their advanced training, education, and experience.

The instructor's zeal for exploring the growing edge of knowledge must be balanced by higier con

for the impact of his/her influence in word and example upon others. Academic responsibility includes
honesty, differentiation between evidence and conclusions, willingnessei@mene conclusions,
openness to new evidence, and respect for differiagypoints. The greatest breach of academic
responsibility is misrepresentation, which occurs either by intent or by failure to investigate sufficiently.

The religious character of the university provides a context for the responsible exercise of@cademi
freedom. Subversion of, or overt disharmony with, the standards or teachings of the -S8ayenth
Adventist church, as contained in its statement of Fundamental Beliefs, are grounds for dismissal.
Additional examples of irresponsible use of academic fieeidolude:

« Bringing discredit to the institution, to an academic discipline, or to an individual in a manner
thatis illegal, unethical, or violative of individual or institutional rights and processes, as defined
in the Andrews University Working Policy.

« Using position and authority rather than convincing evidence to persuade.

« Infringing on the academic freedom of others to teach, to research, to question, or to test
hypotheses.

The university also subscribes to the general concept of academic fretediednby the Association of
American Colleges and the American Association of University Professors, interpreted as follows within
the three settings identified:

1. Freedom to Engage in Research and Publication
The teacher has full freedom to purstuelg and research germane to his/her interests, and to that
of his/her academic appointment, and to publish the results of his/her research. Those efforts must
not diminish the adequate performance of his/her total responsibility in the university &k agree
upon by him/her and the school administration.

2. Freedom in the Classroom
The teacher is entitled to freedom in the classroom in discussing the subject he/she has been
appointed to teach, but should avoid interjecting controversial angeromane raterial. The
teacher should also avoid discussing controversial matters as an expert when unqualified.
Academic freedom is constrained by:

. the demands to adhere to the professional standard of care
« the requirement to present unfalsified evidence evargthcontroversial

. the prerogatives of a department to require a common syllabus and common text for
multi-sectioned courses
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« the requirement to cover announced content before addressing collateral material
« the requirement to treat with respect studerits disagree with the instructor.

3. Freedom as a Private Citizen
When speaking as a private citizen in various publics, a faculty member must exercise appropriate
restraint and indicate that he/she is not speaking as a spokesperson of the uniespitysiBle
expression is particularly important in regard to issues of controversy and sensitivity that affect the
church. Academic freedom does not extend, of course, to riot or to conduct or speech that destro
theability of the university, or a partéreof, to function.

When confronted with instances of apparent academic irresponsibility, the university will respond
in a manner that is cautious and just, but also decisive.

A faculty member who believes his/her academic freedom has been violateddase to the
grievance procedure (see policy #2:160 below) without fear of administrative reprisal.

Academic freedom allows a faculty member to question institutional plans, objectives, or policies.
Should informal discussions prove unsatisfactory, familty member has recourse to due
representation through faculty participation in accord with the provisions oAldeews
University Working Policyvithout fear of administrative reprisal. The faculty member is expected
to follow existing policies whé seeking their repeal or revision, and to refrain from utilizing the
classroom to debate unresolved issues.

UNIVERSITY GRIEVANCE POLICY FOR 2:160
FACULTY MEMBERS AND ADMINISTRATORS

Grievances that grow into conflicts are endemic in gasimted world. Rsponsible Christians seek to
minimize them, and, where necessary, to resolve them. The process used for resolving any grievance is
founded on the scriptural principllétt 18:1517) of settling differences among believers. Discussion
begins between the two parties concerned. Others become involved only if attempts to resolve differences
fail. The university prefers to resolve conflict within the community of faitlere possible, using only
nonlitigious mechanisms.

Any administrator or faculty member in any constituent school of the university, the James White Library,
the Andrews Academy or Ruth Murdoch Elementary School may initiate a request to resolvaagyrieva
that he/she feels relates to his/her rights, academic freedom, benefits, working conditions, appointment,
reappointment, continuous appointment, promotion, or reassignment. A person who has been disciplined
by the administration with a major sanctiartk as suspension from service or a minor sanction such as a
reprimand may also file a grievance. A faculty member, who believes that a major sanction has been
incorrectly imposed under this paragraph, or that a minor sanction has been unjustly impgsed, ma
petition a grievanceommittee as outlined below.
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Resolution through Informal Discussion(Step 1) 2:160:1
As the first step in the process, an aggrieved party must see&lteeree grievance through an informal
discussion with the appropriate immediate supervisor or other person whose action led to the grievance.
The aggrieved person may also appeal to the Ombudsgersmunsel on resolving the probieor for
assistance in bringing the disputants together for dialog.

Written Grievance to Immediate Supervisor(Step 2) 2:160:2
1. The grievant may file his/her written grievance (with dstai the grievance as described below)
with the appropriate supervisor. Where practicable, this should be done not later than fifteen (15)
working days following the grievant's knowledge of the act, event, or commencement of the
condition which forms theasis of the grievance.

2. Within five (5) working days of receipt of the written grievance, a further discussion of the
grievance shall occur between the aggrieved party and the appropriate supervisor to resolve the
grievance. A written decision shall beopided to the grievant by the supervisor within five (5)
working days of this discussion.

Written Grievance to President (Step 3) 2:160:3
If the grievant believes the problem remains unresolved through Step 2, this may be stated in writing
within five (5) working days to the president. Within five (5) further working days the President shall
refer the case to the relevant grievance committee referred to in policy #2:160 above.

The letter of the grievant should simply state the problem at issue, thehet@mvgd to have occurred or
about to occur, efforts made to resolve the conflict, the relief to which the grievant claims to be entitled,
and the lowestanking administrator able to resolve the problem. The written statement may contain all of
the factsor alleged facts that the grievant deems pertinent to the case.

An unresolved grievance against the president himself/herself is referred to the chair of the Andrews
University Board of Trustees for resolution by an administrative grievance committee.

Hearing of Grievanceby a Grievance Committee (Step 4) 2:160:4
1. The relevant grievance committee (see polity20:4 shall act within ten (10) working days to
hear the case.

2. All grievance hearingshall be open only to participants, their Aegalrepresentatives (see policy
#2:180:7 and persons presenting information to the relevant grievance committee or being
guestioned by the grievancemmittee.

3. When a grievance is heard by the committee, any party involved may submit documents and other
materials related to the case, question witnesses, and otherwise make a full presentation of
information to the committee. The university is not galed, to present documentation on behalf
of the witness.

4. No reprisals of any kind shall be taken by the university or any employee thereof against any
grievant, any witness, any member of the grievance committee or any other participant in the
grievanceprocedure by reason of such participation.
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5. The burden of persuading the grievance committee that the actions or inactions at issue were not
proper rests upon the grievant and shall be satisfied only by a preponderance of evidence in the
record considereds a whole.

6. Atany pointin the proceedings prior to the time at which the committee meets to make a decision,
the aggrieved party may withdraw the grievance with the consent of the relevant grievance
committee.

7. Inreaching its decision, the committémal not consider or review any document or other material
to which both parties in the grievance are not given access.

8. The meeting(s) at which the grievance committee considers its decision shall be closed to all parties
except the committee members.

9. At no time in the process should the grievance committee or any of its members reveal details of
evidence heard except as revealed in the final report to the president.

Grievance Committee Reportto President 2:160:5

or Board of Trustees Chair (Step 5)

The decision of the grievance committee is advisory to the parties only and shall be submitted in writing
to the president or the chair of the Andrews University Board of Trustees with copiegtevant, and

the appropriate department head or comparable immediate supervisor or the president, within two (2)
weeks following closure of the case.

Judgment on the Grievance (Step 6) 2:160:6
The president is responsible to make a judgment on theagige, in the light of the findings of the
grievance committee and to inform the committee and the involved parties in writing of the reasons for
that judgment within ten (10) working days. (or, where appropriate, the chair of the Andrews University
Boardof Trustees), shall be final and binding in all cases.

RETRENCHMENT POLICIE S 2:161

Guidelines for Retrenchmentof Faculty 2:161:1
If, for reorganizational or financiakasons (see policy2#75:] the university finds it necessary to
reassign or reduce faculty, it shall as a general policy follow the guidelines below with a view to
remaining true to mission, beirigpancially efficient, retaining a strong teaching/research faculty, and
insuring quality in academic programs:

1. Personnel decisions shall favor retaining-finiie faculty on continuous appointment. Those not on
continuous appointment, would be retl on the basis of qualities such as:

a. Faculty with highest rank
b. Faculty with longest employment by Andrews University

c. Faculty with evidence of excellence in teaching and effectiveness in working with students.
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d. Faculty with highestlegrees
e. Faculty with longest employment by the SDA Church

2. Faculty members whose loads must be reduced shall be given preference in filling vacancies in a
support or service area over individuals who do not have instructional capability .

3. The institution will make reasonable efforts to assist discontinued faculty in finding alternative
employment or careers. Some options include:

a. Reassignment within the institution (sometimes in a lepafing job) or other SDA institutions
b. Retraining within the institution for an alternate career, provided the cost is not extensive
c. Searches for nedenominational employment

d. Reduction from fultime to paritime.

4. The university will avoid filling vacancies or new positions hwgersons from outside the
university if faculty who have been, or may be, terminated could fill such a vacant position with
little or no retraining. In such cases faculty and faculty spouses will be given retention preference
over staff or student emploge for such a salaried or hourbted position (see alggppendix 2E,

Part II-C-10; 11I-D-1 & 3; and I\:B).

ARRANGEMENTS FOR SHORT ABSENCES 2:162
OF ADMINISTRATORS AN D FACULTY
Absence of Dean/Department Chair 2:162:1

When a dean is to be absent for a short period of time, the dean shall arrange for someone to care for the
needs of the school and to make decisions during his/her absence from the campai$iafatisithe
Provostaccordingly.

A chair of a department shall likewise make arrangements for another member of the department to care
for the needs of the department and to make decisions during his/her absence. The chair shall similarly
inform the elevant dean of the arrangements made. If the chair is to be absent for an extended period of
time (a week or more) he/she must appoint a member of the department as acting chair during the period
in question and inform the dean.

Communication technologifelephone, enail) should be used whenever possible to maintain regular
contact with the school or department.

Absence of a Faculty MemberTeacher Substitutes 2:162:2
When travel takes a facylnember away from class appairgnts, clearance must be obtained from the
department chair even if no reimbursement for travel is sought. A faculty member who is absent from the
campus for an extended period should notify the chair and/or the dednvadte/she may be reached in
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cases of emergency. Communication technology (telephemajleshall be used to maintain regular
contact with the department whenever possible.

Normally, a faculty member may not miss more than ten percent of the classféroprdessional

meetings and oftampus professional appointments during a given semester. When a faculty member is
authorized to miss classes the faculty member must make adequate provision acceptable to the department
chair for the care of all clags, laboratories, and departmental responsibilities.

Tardiness of a Faculty Member 2:162:3
Teachers have the responsibility of getting to class on time. If a teacher is detained and will be late, the
teacher must send a ssage to the class with directions. If after 10 minutes, no message has been
received, students may leave without penalty. If teacher tardiness persists, students have the right to notify
the department chair, or if the teacher is the department chaatifypthe dean.

FACULTY OFFICES 2:163

Full-time faculty are assigned offices within their department for use in their academic responsibilities.
These offices are generally provided with telephone and campus web access and other items of equipment
which the department may deem necessary. Faculty offices should be reserved for business and not be
spaces for student recreation.

Personal Property 2:163:1

An employee may apply for insurance of personal property that must be kepversity premises and

is mandatory to fulfildl an employeeds job responsi
empl oyeeds job is not insured by the wuniversity af

bring personal propertyf value to their workplaces unless it is covered by personal insurance.

Children at the Workplace 2:163:2

Children visiting their parents during working hours can be a disruption to the normal work activity of
both the arent and others in the work environment. They may also be exposed to dangerous equipment
or materials. For that reason, children should never be present in laboratories or clinical areas. Generally,
children should be cared for away from the work plaatiarsuch a way as not to interfere with the
activities of the university. This includes after school hours as well as vacations and holidays. However,
this policy does not apply to brief or occasional visits to a faculty or administrative office whiot are
disruptive. In the event that the usual provisions for care of child(ren) should fail, appropriate
arrangements should be made with the chair or administrator so that the parent can care for their needs.

If an exception to this policy is needed, guest should be made to Human Resources. Cause for an
exemption may be based on age and capability of the child as well as input from the appropriate chair,
dean, or administrator.

TEACHER ASSISTANTS 2:164

Student assistants are provided teachers ta #ssia in their assignments while at the same time also
providing the student with research/teaching and other academic experiences in a collegial setting as part
of a team.
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The teacher's student assistants shall be provided by the manager of studeyrnentplvithin the
departmental budget on the recommendation of the teacher and after consultation with the department
chair and the dean.

The following categories of assistants have been approved:

1. Laboratory Assistants: Research assistants helpenptaparation for and operation of the
laboratories for given classes or assist in research projects.

2. Readers: Clerical assistants assist the teacher in correcting papers, examinations, special reports and
other clerical duties.

3. Graduate AssistantgVithin the department or research budgets, graduate students may be hired on
stipends to assist faculty members for specific tasks such as laboratory assistants, teaching, readers
or as research assistants assisting in specific research and teachingeagsighat a faculty
member or members may be engaged in (see also polcH}¥3:2 and B

FACULTY ADVISING RES PONSIBILITIES 2:165

As part of the working obligations of a faculty member, he/shelraassigned to advise undergraduate

and graduate students. As an advisor, a faculty member shall mentor the student(s) assigned to him/her,
shall counsel them on their degree programs and career opportunities and seek to foster spiritual,
personal,andsci al devel opment. A crucial test of the
be found in the quality of his/her advising as perceived by the student and his/her availability to help a
student.

Each undergraduate student shall have a faadiysor assigned by the Advising Coordinator on the
recommendation of the department chair. The number of students that shall be assigned to a faculty
member as advisees shall be decided in consultation with the faculty member and the department chair
with consideration of his/her various workload responsibilities.

Graduate students shall be assigned advisors by the dean of the school offering the program after having
been advised by the graduate program director.

The faculty advisor shall in all cases tonsulted before the student is subjected to major discipline or a
change in registration. On the request of either the faculty member or the student, or for some other
reason, the office of academic advising may change the student's advisor. Botlué¢ne and the
advisors shall be informed of the change. The quality of faculty advising is evaluated annually and
reviewed further, when the promotion of a teacher is considered (See [8OB73.

OMBUDSPERSON 2:166

The ombudsperson is an impartial intervention agent available to help students, staff, and faculty resolve
problemshat remain unsolved after the normal channels for handling such matters have been followed.
The ombudsperson may have accesalltainiversity offices and appropriate relevant records when
assisting in the resolution of problems. The ombudsperson will advise the student, staff or faculty member
on further steps to take, negotiate a solution, or determine why the problem idéndstubtudent, staff

or faculty member shall suffer any penalty because of seeking the assistance of the ombudsperson, and all
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information presented to him/her by persons seeking assistance shall be confidential so far as possible.

The ombudsperson ideat to the chief causes for student, staff, and faculty concerns; and makes
recommendations to the president for improvements in these areas (See also gdigtesw 3:294).

The ombudsperson is appointed by, and repamtsttly to, the president or his designee.

Highlights in Section 2:167 are under REVISION.
Please check with Public Safety or Vice President for
Financial Administration if you have questions.

CAMPUS AND WORKPLACE SAFETY 2:167

Faculty, staff, and administration share responsibility for maintaining a safe educational and working
environment with the Campus Safety Departmesitich is charged with enforcing safety codes and
protection measures (see policy #1:540:1). The following sections cover the policies that protect the well
being of the campus community.

Institutional Policies Relating to Infectious Diseases 2:167:1
University HIV/AIDS Non-Discrimination Policy 2:167:1:1

Andrews University does not discriminate against an individual who is disabled because ke(shie is

to have AIDS, ARC or show laboratory evidence of HIV infection, with respect to admission,
employment, residence hall or other housing if he/she otherwise is able and qualifies for such. The
confidentiality of the health status of such infected pesshall also be maintained within university

policy.

Severe Acute Respiratory Syndrome (SARR&sponse Policy 2:167:1:2

Andrews University will; in accordance with recommendations from the World Health Organization
(WHO), the Center$or Disease Control (CDC), and the Department of Community Health, take a
proactive role in responding to the risks associated with the SpRIBmic.

Travel Restrictions

Because of the dynamic nag in fighting and preventing SAR®rld-wide, the provision of this policy

may change on a daily basis, based on WHO and CDC recommendations. The CDC issues Travel Alerts
and Travel Advisories for a variety of reasons. This polipliep to those alerts and advisories related to
SARS. The CDC website ishttp://www.cdc.gov/ncidod/sars/travel.htm

Safety and OSHA Compliance 2:167:2
It is the intention of Andrews University to provide a safe teaching and learning environment and to
comply with all applicable government safety and environmental regulations. While safety is by nature a
responsibility of every department lheand dean, caring for this can be time consuming and complicated.
The universityds risk manager is available to
standards, consulting on implementation actions and to answerrsddigdyg questions. Thekisnanager

may initiate a safety or environmental review of a department.
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The department chair or manager is responsible to:
1. Understand and apply the commonly accepted safety and environmental standards of his/her field.

2. Understand and complyith the specific government safety and environmental regulations that
apply to his/her department.

3. Call upon the risk manager for assistance as needed.
4. Act favorably upon safety recommendations received from the risk manager.

If the risk managemakes a safety recommendation that is not viewed as workable by the department
chair, and if the risk manager feels that this will pose a significant risk, the discussion should widen to
include the school dean or supervising administrator.

Campus Crime 2:167:3
In harmony with the requirementsTie Crime Awareness and Campus Security Act of 1880rews
University through its Campus Safety Department shall annually publishStuitient Movemerand by

other means a report on magampus crime statistics (including the-ofmpus properties) for murder,

rape, robbery, aggravated assault, burglary and motor vehicle theft, and disseminate the same to its
campus community of employees and students as well as to the Michigan arfSeti&Qaries of
Education. Interim reports are made to the campus community whenever a major crime has occurred.

The annual report on campus crime statistics shall also enumerate arrests for crimes involving prescribed
violations relative to the liquor lavdrug abuse, and weapons possessions.

From time to time, as deemed appropriate by the Campus Safety Department, students and employees
shall be warned about potential risks for serious crime events. To prevent such occurrences, pertinent
information will be disseminated by means of any of the following: direct mailings, voice mail,
announcements at public gatherings, and/or publication iStieent MovementAlleged victims of

violent crimes shall also be informed by the Campus Safety Departmentestifts of any disciplinary
proceedings against the alleged perpetrator.

Campus CrimeDeterrence and Prevention Education 2:167:3:1
Law EnforcementWorking Arrangements 2:167:3:1

Campus law enforcemeat Andrews University shall be carried out by the Andrews University Campus
Safety Department (see also policy #1:540:1) with the-tpaet contractual help of the Berrien
SpringsOronoko Township Police Department. Campus law enforcement shall be cartied a
twenty-four (24) hour, seven (7) days a week basis. Besides the fact that the services of the Berrien
SpringsOronoko Township police shall be contracted on a-frae basis, the Andrews University
Campus Safety Department shall maintain a clesking relationship with local and state police as
evidenced by:

1. acontinuous direct radio contact arrangement between the campus police and the local and county
police
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2. mutual information sharing (verbal and/or written) with respect to crinmvimg any Andrews
University employee or student

3. attendance of campus safety personnel at Berrien Sg@irmgoko Township police group
meetings and

4. campus safety personnel serving as reservists in the local police department where additional
in-savice training and orientation shall be received from time to time.

Security and Access to Campus Facilities 2:167:3:2

All campus workplace and instructional facilities shall be regularly checked for codéeowviskatd shall

be locked and unlocked daily in accordance with an authorized schedule. Plant Administration maintains
a central key system which facilitates only authorized persons obtaining keys to any of the Andrews
University physical facilities.

Codedcards issued to student residents shall provide access to the officially monitored entrances of their
respective residence halls and rooms. Unofficial entrances and fire exits to residence halls shall be
alarmed for safety to prevent any clandestineifativn of illegal entry of residence halls. Andrews
University shall also maintain a specified curfew for all student residence hall residents. Daily at a fixed
time in the evening all major roads to the central campus of the university shall be cleatdose

which shall have a staffed gate and checkpoint.

Prompt Crime Reportingh\rrangements 2:167:3:3

All students and employees shall annually receive a brochure from the office of Students Affairs and
office of Human Resurces respectively on the work of the Campus Safety Department, campus safety
procedures and practices and the role that individual students and faculty are expected to play in
safeguarding their own and other persons' safety and in reporting crimeats tbf the same to the
appropriate authorities.

Students and employees shall be advised to report incidents of crime or threats of the same personally or
by phone to any of the following:

1. Campus Safety Department

2. Office of the Vice Presideriior Student Affairs
3, Residence Hall dean(s)

4. Dean of a school of the university

5. Chair of an academic department

5. Any office manager or work supervisor

Drug-Free School and Workplace Arrangements 2:167:3:4

In harmony with the Drudgrree School&ind Communities Act as amended (Public Law-20@),
Andrews University provides education, prevention programs, and imposes penalties on students and
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employees who do not comply with its drfrge policies (see policie#53and 3:250). The brochure
Positive Choices is distributed annually to students to provide basic information regarding the unlawful
possession, use, distribution, and health risks or illicit drugs and alcohol, as well as services available to
assist studest The Andrews University Drugree Workplace Policy and Procedures is provided to each
new employee (see polic#53.

Campus Fire and Safety Codérrangements 2:167:4
The Director of Campus Safety has been appointed as the Safety acaddeitenforcement Officer for
Andrews University to enforce théational Fire Protection Association (NFPRfe Safety Code as
adopted ig the Oronoko Township in whose jurisdiction Andrews University is situated. It shall also be
his/her duty to educate university employees with respect to the safety and fire codes, conduct periodic
safety checks, report violations of fire and safety coded recommend remedial and/or disciplinary
measures.

Employees of the university who violate fire and safety codes are liable to discipline including possible
termination of employment.

Prohibition of Hunting on University Property 2:167:5
In order to provide a safe environment for the Andrews University community and protect the natural
environment, Andrews University does not allow hunting or trapping of animatis property. Anyone
disregarding the prominently posted hunting prohibition signs by Campus Safety shall be prosecuted
under the relevant statutes.

Disaster Response Plan 2:167:6

The unversity maintains a Disaster Response Planwhi ch detail s the wuniversit
response to a disaster. The Plan defines a disaster as any accident or incident thatemaylta
significant portion of the universityés nor mal ope

The Plan seeks to minimize the immediate adverse effects of a disaster. It seeks to protect life and
property of the university and its faculty, staff, and students. It encompassedahlishment of an
emergency control center, emergency warning and communication, temporary shel@iniagd
Servicesemergency medical services and emergency maintenance.

Travel Safety Precautions 2:167:7
For safety and security reasons faculty shall be required, when traveling overseas on official university
business, or when taking students on univesgitmsored tours abroad, to follow the U.S. State
Depart ment éasonsromtraeiming unidersigponsored trips (academic tours and mission
trips) that involve student groups, must receive risk management approval at least thirty (30) days before
departure. Risk management approval may be obtained from the Risk Memageffice in Human
Resources (See also polic:#67:1:9.
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E. TERMINATION OF A FACULTY
MEMBER'S EMPLOYMENT

USUAL OCCASIONS FOR SERVICE TERMINATION 2:170

The termination of a continuous appoivent or norcontinuous appointment faculty member's
employment at the university takes place at any of the following times:

1. When the faculty member enters full retirement.
2. When the faculty member's resignation becomes effective.

3. When the faglty member's transfer to another entity of denominational employment becomes
effective.

4. When a contract for service expires without renewal.

5. When a faculty member is dismissed on the basis of his/her professional fithess before the end of
the cantracted period of time (dismissal).

6. When a faculty member's service is terminated for reasons unrelated to the professional fithess of a
faculty member before the end of the contracted period of time (separation).

ADEQUATE NOTICE FOR TERMINATION OF SERVICE 2:172

In order to protect the integrity and continuity of the academic programs of the university, notice for the
termination of a faculty member's service for any of the reasons outlined in policy #2:170 above, should
be negotiated in writing bydth the faculty member and the institution at least three months prior to the
effective date. (For exceptions see polici2sl85:1 and®; 172:2 2:172:3 below; an@:180:9

Notice of Retirements/Resignations/Transfers 2:172:1
Written notice from a faculty member with respect to a reicfoegetirement, a resignation, or a transfer

to another denominational entity should reach the dean of a given school with copies to the president and
provostat least three months prior to the effective date. The appropriate time for such letteitslisfApr

the last academic year in which a teacher intends to serve. Other dates may also be considered provided
the three month leatime concept is maintained. Where not enough-tead is allowed, a teacher may

be obligated to continue teaching untihatually agreeable date can be negotiated.

Resignations are ordinarily effective at the end of spring semester, i.e. normally ten days after the last
scheduled examination at the end of a term, plus vacation time due a faculty member.

Notice of Nonrenewal of Appointments 2:172:2
Sincethenom enewal of a faculty member's contract amount
service, written notice of such neanewal shall be given in adequate time (see polcg3b:1for

details).
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Notice of Termination of an Appointment 2:172:3

Before the Due Date (Dismissal)

Andrews University may for Adequate cause under certain circumstancesaterenfaculty member's

service before a given appointment expires. The university may also for adequate cause terminate the
services of a faculty member who is on continuous appointment (see policy #2:175 below for further
details).

Terminating the serves of a faculty member who is on continuous appointment or -@@r@imuous
appointment faculty member before his/her appointment expires requires a specified procedure followed
by a termination notice as described in poligy¥8Q The termination notice under such circumstances
should be made considerably prior to the effective date (for details see [2liéd79.

ADEQUATE CAUSE FOR TERMINATING THE 2:175
SERVICE OF A FACULTY MEMBER

Adequate cause for the termination of a faculty member's services (also referred to as dismissal or
separation of a teacher) is related to:

1. The ability of institution to finance its operation (financiaigency),
2. The discontinuance of a program, or
3. Thefitness of the faculty member in his/her professional capacity as teacher/researcher or librarian

If the termination of a faculty member's contract before the date of expiration is for finausesas

listed in (1) or (2) above, it is referred to as a separation of a faculty member. Where the termination of a
faculty member's appointment before the due date is for cause related to fitness as listed in (3) above, it
shall be referred to as a dissal of a faculty member. Such termination follows the due process
procedures outlined in policy2#.80:19 below. The various elements of adequate cause are further
described below in policies #25:1 through 3.

Adequate cause shall not include an attempt to restrain a faculty member from exercising his/her
academic freedom. Termination of a faculty member for any cause shall be eligible for grievance
procedures (see polic#.60).

Financial Reasonor Program Discontinuance 2:175:1
Where the separation of a person on continuous appointment, or one without continuous appointment
before the end of a specified term, is based upon bona fide declared financial exigency or discontinuance
of a program or department ofstruction, regular termination procedures will not apply. A faculty
member shall be able, to have the issues reviewed by the Grievance Committee of a given school (see
policy #1:620:4, with ultimate decision made by the Board of Trustees on the requthatien of the
president. In every case of financial exigency or discontinuance of a program or a department of
instruction, the faculty member concerned will be notified as soon as possible, preferably not less than
twelve (12) months notice, but nevessehan is outlined in policy2#180:9 The provision of salary in

lieu of notice as outlined in policy2#180:9shall also apply.
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Before erminating an appointment because of the abandonment of a program or department of
instruction, the university will make every effort to place affected faculty members in other suitable
positions (see policy2t167). If an appointment is terminated before the end of a period of appointment,
because of financial exigency or because of the discontinuance of a program of instruction, the released
faculty member's place will not be filled by a replacetwdthin a period of two years unless the released
faculty member has been offered reappointment and a reasonable time within which to accept or decline .

Fitness of Faculty Member in Professional Capacity 2:175:3
Dismissal of a faculty membdrefore the end of a specified term on grounds of fitness in his/her
professional capacity can result from:

1. Gross and inextsable incompetence was defined in a New York Univelsity Reviewstudy,
1979, (pp. 84891) as a state of inability arising from a lack of talent, intelligence, training,
motivation, or professionalism. Incompetence encompasses a teacher's classreamogem
teaching methods, physical ability, and ability to maintain an environment conducive to learning.

2. Failure to meet established obligations including, but not limited to, frequent absences from class,
faculty committees, faculty meetings, or atbéficial appointments; deliberate naoempliance
with institutional policy requirements; boycotting specific official university events; keeping
inadequate office hours; frequent tardiness or failure in filing required reports, grades or other
agreementdailure to advise students adequately (see also pdidyi8regarding outside work.).

3. Moral turpitude such as academic dishonesty in teaching and research, plagiarism (see policy
#2:187), vulgarity, harassment or sexmagconduct.

4. Inability to develop and maintain collegial relationships withwaokers and others.

5. Repudiation or defiance of the standards and teachings of the Sdagrilulventist church as
contained in the statement of fundamental Beliefpeosistence in teaching or activities which by
their opposition to those doctrines and standards threaten the viability of the university as an
institution of the Seventtay Adventist church. (See al8ppendix 2A andAppendix 2B which
specifically deal with theological and academic freedom concerns in SalegntAdventist
institutions.)

Dismissal of a faculty membéar reasos outlined here in policy2t175:3is implemented according to
the due process procedures and conditions outlined in policy #2:180 below.

SEPARATION PROCEDURES FOR A FACULTY MEMB ER 2:180
BEFORE EXPIRATION OF APPOINTMENT

Dismissal of a faculty membevith continuous or regular appointment (before the end of the specified
appointment term) because the person is deemed unfit in a professional capacity (se@:h@bcy #
above) may take place only after the following steps have been followed. These procedures recognize
faculty employment rights and at the same time faculty obligations within the academic community. As
such, they are asked as a matter of course twipate in the dismissal processes outlined below.
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Informal Assessmentof Problem (Step 1) 2:180:1
When complaints about the professional suitability of a faculty member are received by his/hessuperior
the president, therovost or his/her designee may make an informal assessment that includes the
appropriate parties and deans that seeks to resolve the problem. If the problem has been resolved, no
further steps will be taken.

Informal Assessmentby Committee (Step 2) 2:180:2
Should the assessment in Step 1 reveal that the problem is serious, unresolved and worthy of further
attention, therovostshall, by mutual agreement with the relevant facukynber and administrators,

either appoint an ad hoc Committee of Inquiry of three persons uninvolved in the case or shall proceed
directly to Step 3. (See also polic®:#55:7). Two alternates selected as resssigall only serve when

regular members are unable to participate.

If an informal inquiry is chosen, this committee shall determine and confidentially report whether
dismissal procedures should be undertaken. Should the president receive a reportgrovostthat

dismissal should be considered, the next step (Step 3) would be taken. No further action is taken if the
president agrees that the problem was resolved or can be resolved without dismissal considerations. The
report of the Committee of Inqyiwill be made to the president only.

Formulation of Charges(Step 3) 2:180:3
Theprovostshall, at the request of the president formulate a statement of charges, using the findings of
the Committee ofnquiry if available. This statement of charges will be given to the president for action
after the department chair and dean of the relevant school have been informed of the action being
anticipated.

Letter to Faculty Member Concerned (Step 4) 2:180:4
Should the president decide to institute formal dismissal procedures against the faculty member, he/she
shall in writing inform the faculty member of the intent for dismissal, along with the following
information:

1. The specific charges against the fagcahember;

2. The faculty memberds right to review his/ her

3. The right to an interview with the president before responding officially to the charges;

4. The right to appeal to the president in writing for a hearing by a Grievameniftee of peers.

(The letter of appeal must reach the president within ten (10) working days from the receipt of the

president's letter.)

5. The procedural rights accorded him/her during a grievance process, if requested;
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6. The obligation to submit tdhe president and the Grievance Committee a written response to the
charges made. (The written response to the charges must reach the president and the Grievance
Committee five (5) or more working days before the date scheduled for the first committee
meetng.)

If no request for a hearing by the Grievance Committee is received from the faculty member, dismissal
procedures will be implemented.

Notification of Grievance Committee(Step 5) 2:180:5
Uponreceiving a request from the person charged, the president shall notify the dean of the relevant
school of the need for the school s Grievance Comr
#2:160:3.

After notification, the Grievance Committee shall be granted twirgy(25) working days (unless
extended by mutual agreement by the accused and the president) within which to conduct a hearing of the
grievance and render a written report te pnesident. The hearing shall not be open to the public and it
shall consider only the specific charges leveled in writing against the faculty member.

Suspension or Reassignmemf Faculty Member (Step 6) 2:180:6
Pending a final report by the Grievance Committee, the faculty member will be suspended, or assigned to
other duties in lieu of suspensia@mly if immediate harm to him/herself or others is threatened by his/her
continuance. Suspensiomdae instituted by the president without prior Board of Trustees' approval. Any
such suspension will be with pay.

Grievance Committee Procedures (Step 7) 2:180:7
Although circumstances may alter the procedures, generally the Grievance Committee Wi use t
following procedures in the process of hearing a grievance:

1. Prior to the initial meeting of the Committee, the chair of the Grievance Committee will
communicate with the parties in order to:

a. simplify the issues
b. effect stipulations of fets
c. provide for the exchange of documentary or other information;

d. achieve such other appropriate{earing objectives as will make the hearing fair, effective and
expeditious; and

e. give notification of the date of the grievance hearing.

2. Service ofotice of the grievance hearingll be made to the faculty member and the president at
least ten (10) working days prior to the meeting.

3. During the grievance hearing, the faculty member in question may bring a colleague of his/her
choice to serve as a n@peaking advisor and support. The president or his designee shall also be
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entitled to attend the hearing. Neither party shall be represented by legal counsel at the hearing. The
chair of the committee shall set the order of arguraediof presentation of evidence and may call

an executive session at any time during the hearing for consultations among the mémbers.
executive session shall mean that only the members of the Grievance Committee shall meet without
the principals or witasses present.

4. In consultation with therovost the chair may arrange for a full stenographic or taped record of the
hearing phase of the grievance procedure. Upon completion of the case, this record will be filed in
the office of thegorovost

5. The burden of proof that adequate cause exists rests with the institution and shall be satisfied only
by clear and convincing evidence in the record considered as a whole. The faculty member will be
afforded an opportunity to call necessary withesses dmmiisdocumentary or other evidence.
Typically, the faculty member will also have the right to question witnesses.

6. In hearings of charges of incompetence (see poficy/#b:3, the testimony shall include that of
gualifiedfaculty members of this or other institutions of higher education.

7. When the consideration of evidence has been completed the committee will enter an executive
session to reach its conclusions. The findings of fact and the decision will be basedrstiiel
record. The verdict should be reached and conveyed to the president and the faculty member within
five (5) working days after the grievance hearing has been concluded.

If the grievance committee concludes that adequate cause for a dismisegreastablished, but that a

major academic penalty less than dismissal, such as suspension from service without pay for a period of
time or a minor sanction such as a reprimand would be more appropriate, it will be so recommended by
the grievance committegith supporting reasons.

If the president rejects the report, he/she will state the reasons for doing so in writing to the hearing
committee and to the faculty member within five (5) working days and provide an opportunity for
response before transmitjim recommendation to the Board of Trustees. The president's final decision
shall be made known prior to making a recommendation to the Board of Trustees.

Public statements and publicity about the case by either the faculty member or any universitgeemploy
involved with the case will be avoided so far as possible until the proceedings have been completed,
including consideration by the Board of Trustees.

Action by the Board of Trustees(Step 8) 2:180:8
If dismissal is recommended by the president, the president will transmit to the Board of Trustees the
written report of the Grievance committee and the complete record of the case. The Board of Trustees'
review will be based upon the written report and thramete record of the Grievance committee. The
Board maintains the right to grant a hearing of an appeal by the aggrieved faculty member before making
its final decision.

Terminal Salary or Notice of Termination (Step 9) 2:180:9
If the appointment is terminated, the faculty member will receive notice of termination and may receive
separation salary.
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EXIT INTERVIEW AND P ROCESS 2:181

On the termination of a faculty member for any reason, the faculty mewmherned shall have an exit
interview with the Director of Human Resources on the last day of his/her employment. At this interview
the faculty member will:

1. Return his/her university identification card (ID), hospitalization insurance, PAC daidmtone
credit card, classroom/office/building keys and copy ofthdrews University Working Policy

2. Verify that any materials on loan from James White Library have been returned.

3. Record the reasons for terminating his/her employment at Waddaiversity and other matters of
mutual interest.
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[I. ACADEMIC ORGANIZ ATION AND ADMINISTRA TION

ORGANIZATION INTRODU CTION 2:201

Andrews University consists of five constituent schools (the College of Arts and Sciences, the College of
Technology, thé&chool of Business Administratipthe School of Education, the Sevedtly Adventist
Theological Seminary) and tisehool of ArchitectureThey are hereinafter referred to as the schools of

the university. Podbaccalaureate degrees in the schools (exbepininisterial professional training
degrees such as the master of arts in pastoral ministry, master of arts in youth ministry, master of divinity,
and doctor of ministry), are supervised by the governing body known as the School of Graduate Studies.

For all academic affairs of the university, the chief administrative officer iprilost The deans, as

head administrative officers of their respective schools are spokespersons and chief executive officers for
their schools and report directly to tpevost who in turn, works directly under the president of the
university (see Figure 2:1 below). The duties and respiitiss of theprovostand the deans are treated

in more detail in Section 1, of tndrews University Working Palicy.

This chapter dals primarily with the roles that depadnt chairs, faculty, and faculty committees play in
setting academic policy and carrying out academictions.

POLICY DEVELOPMENT 2:205

Academic policy is voted by the appropriatdaal faculty or the General Faculty, after study and
recommendation by appropriate committees or councils. The application of policy to specific cases is the
function of the appropriate administrator. When an administrator finds that a policy is so atetjequ
formulated that he/she cannot apply it, he/she shall recommend to the appropriate committees and
councils that the policy be reformulated.

Policies which are universiyide or involve more than one school, as determined by the president on the
advice of theprovost are voted by the General Faculty. A new policy may be created by a majority vote
of the general faculty, but a change in a major policy from what presently exists as determined by the
chair requires a twthirds vote of the faculty preseat a duly called meeting.

Policy making usually begins with a faculty committee, which studies a proposal and drafts a statement
for discussion by the appropriate faculty. New academic policies may also be recommended by the
president, therovost orby a dean. Individual faculty members may make recommendations to a faculty
committee, to the president, to a vice president, or to a dean but not directly to a faculty session by way of
a substantive motion or amendment which makes a substantive chpoligyt@xcept by permission of

the chair.

The Undergraduate and Graduate Councils of the university lay down minimum academic policy
standards which apply universilyide such as requirements for admission and graduation, program
review and developmerdurriculum requirements, policies on grading, honors, class attendance, student
| oads, et cé 2250.Ehe devebopmen af policg dealig with the work of faculty is the
responsibility of the Faculty relopment and Policy Committee.

FACULTY MEMBERSHIP 2:210
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Faculty membership is held within a department and school by appointment of the Board of Trustees (see
policy # 2:121, 2:124). Faculty appoimhents to a school or joint appointments in one or more other
schools may be made (see poligy#24:1,3. Full voting rights accompany an appointment to a school.

The faculty of a school is chaired by thedh of the school. The president, pinevost and the dean of

the school of graduate studies, are eligible to sit with all school faculty with full voting rights (see also
policy #1:428).

SCHOOL AND DEPARTMEN T RESPONSIBILITY 2:212

Each faculty member shaormally hold primary membership in one school and in one department. The
faculty member is responsible to the dean of the school and to the decisions of the department and school
in which primary membership is held. For service performed in anotheolsatin another department,

the teacher is also responsible to the dean of the other school and to the decisions of that department and
school.

When another school desires the services of a faculty member, the dean shall file a request with the
provostwho shall obtain the approval of the dean of the school as well as of the department chair in
which the faculty member holds primary membership.

MEMBERSHIP IN THE GR ADUATE FACULTY 2:213

Members of the Graduate Faculty are annually appointed by the prtagi® the recommendation of
the provostfrom faculty members at the university who are qualified, experienced, and productive
scholars. The selection criteria and appointment procedures for graduate faculty are described in

Appendix 1G.

Responsibilities of Graduate Faculty 2:213:1
Graduate facultynembers are categorized into groups accoriditigeir research experience and ability.
Graduate faculty responsibilities include advising, teaching, guiding research as productive scholars, and
serving on or direting students' thesis and dissertation committees.

Chairing Doctoral Committees 2:213:2
The responsibility of directing doctoral dissertations and chairing doctoral committees is limited to
members bthe Graduate Faculty who have been recommended by the Peer Review Committee of the
Graduate Council to the dean of the School of Graduate Studies (see below) for their distinguished
teaching experience and scholarly maturity. Criteria are found in thdu@te Handbook. This
designation is reviewed and renewed on a periodic basis.

The School of Graduate Studies 2:213:2
The School of Graduate Studies is comprised of the mewittbesGraduate Facultyhe school's major
functions are to promote research, and to coordinate and to establish the minimum standards of graduate
programs at Andrews University, (except the ministerial professional training degrees).
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The chief spokesperson and executive offioethe graduate faculty is the dean of the school of graduate
studies. He/she chairs the Graduate Council, which acts on behalf of the total graduate faculty
membership.

The Graduate Council membership is determined by criteAppendix 1G.

MEMBERSHIP IN PROFES SIONAL FACULTY 2:216

The profeswnal faculty is a body of selected graduate and undergraduate faculty charged with the
delegated final authority in matters touching the operations of the Andrews University professional degree
programs. (SeAppendix 1Jand1:620:2.

Officers and members of the professional faculty are annuatiiifidd and appointed by the president of
Andrews University in consultation with the dean(s). The dean(s) shall be designated as chairs
(co-chairs). The membership of the body shall be published in the bulletins of the university and shall
include all thegprofessional faculty of each professional program operating within the professional degree
council system plus no more than an equal number of participatingrafassional faculty selected from

the participating departments. At present the social walhlysical therapy, dietetics and clinical
laboratory science programs at Andrews University participate in the professional degree council system.

Meetings are called only when referrals are received from the respective graduate or undergraduate
faculty. The meetings shall be chaired by the dean of the school involved.

EX-OFFICIO MEMBERSHIPS 2:217

Ex-officio membership (membership by office held) with voting rights for all faculty sessions, councils,
committees, and subcommittees is held by the presplentyst and the dean of the School of Graduate
Studies (for graduate programs under his/her jurisdiction) Each academic school dean, associate and
assistant dean amex-officio members of each departmental session, each council, committee, and
subcommitee within their school. (See also policl. 428

FACULTY MEETINGS 2:220
School Faculty Meetings 2:220:1

The agenda for faculty meetings in a school is developaldebgiean in consultation with department
chairs ad faculty. School faculty meetings are usually scheduled monthly during each term of the regular
school year and during the summer as necessatry.

School committees responsible for developing and approving academic policies, courses and curricula
changese on behalf of the faculty of that school. The minutes of such committees are communicated to

the faculty of the school within ten (10) days of
pl aced on the agenda of idertdisusson bythe deénsofthe schoolbrtoyy me et i
the request of faculty members.

Minutes of all school faculty meetings are circulated to all regular members. Copies of minutes are filed
in the office of the dean, the registrar andptavost
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General Faculty Meetings 2:220:2
All General Faculty meetings are scheduled bytiegost Meetings are usually called monthly within a

term and in the summer as necessary. The agenda is circulated to all regular members of the General
Faculty one week beforedtaculty meeting.

Rules for Faculty Meetings 2:220:3
For the rules that govern the conduct of all meetings and the determination of a quorum see policy
#1:752:2.

ACADEMIC DEPARTMENTS 2:225

Organizing Instructional Departments 2:225:1
Organizing or dissolving of an instructional department is voted by the Board of Trustees on the advice of
the president after recommendation fromphevostand the relevant dean. Iid@pariment shall serve

more than one school, the recommeimiaof the deans of the schools involved are required.

Before theprovostand the dean(s) decide to make a revemdation to organize a new department or to
disband or reorganize an existidgpartment, the faculty of the school(s) affected, and in the case of an
existing department, the department faculty also shall be consulted as well as the Undergraduate and
Graduate Councils.

The decision to organize or dissolve a department shall leeiddarmony with the mission and priority
of the university and school within the budget parameters available to the department. Faculty budgets
may consist of regular budget positions (chairs), named chairs and endowed chairs (seg:p8licy #

Departments with Non-Adventist Faculty 2:225:2
Departments deemed essential to the mission of the university and the church, but for which qualified
Seventhday Adventist teachers aretravailable, may be designated as exceptional case departments. For
such designations and the concomitant authority to hireAdwentist faculty the department must (1)
justify itself as being important to the mission of the university and the churadert®nstrate the lack

of qualified Seventiday Adventist teachers for the program; and (3) provide evidence that such hiring of
non-Seventhday Adventists would not compromise the mission of the university. The Board of Trustees
may then grant such a desaion, which would be subject to review at regular intervals.

An exceptional case department (or division) must operate in harmony with these requirements:

1. The chair of the department (or director) is a SeveathAdventist.

2. At least half of he full-time faculty in the department are Seved#ty Adventists.
Faculty search committees, seeking to fill vacant faculty positions, are chaired by a $eyenth
Adventist; and more than half of the members are SexdayiAdventist. Such search comtaés shall
extensively seek, and demonstrate how they have sought, qualified Adventist candidates before
considering candidates who are not Sevelaty Adventist. The advice of the dean of the school should

be sought.

The department must follow a plan ¢émlarge the proportion of qualified Adventist personnel by
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providing advanced training to appropriate candidates as funds are allocated.

Before hiring a norAdventist faculty member, full disclosure will be made to him/her regarding the

limited natureot he empl oyment appointment and the Churchos
The beliefs and practices of the Seveddly Adventist Church are intentionally and fully explained to

non-Adventist faculty upon their hiring to facilitate their contributitmthe campus mission. The

guidance of the Office of Human Resources and the vice president of academic administration shall be

sought.

During the sponsorship of a Sevedwldy Adventist for advanced study, a pdventist faculty member

who is committedo Christian values and principles, and who is sympathetic to the religious concepts,
philosophy, teachings, and culture of Sevehdly Adventism (see policy2#01:3); may be employed on

an annuaappointment basis, provided there is full disclosure of the intent to hire a qualified Adventist
upon completion of the sponsored studies.

The annual department report includes information on the plan to enlarge the proportion of Adventist
teachers in thadepartment

CURRICULUM COORDINAT ORS 2:230

Curriculum coordinators are appointed to give leadership to departmental programs which have
specialized curricula or to any program or curriculum which includes more than one schooles cross
departmental lines. The curriculum coordinator shall be an experienced teacher appointed by the dean(s)
in consultation with the apppoiate deparhental chair(s), with the Graduate Dean (if appropriate) and

with theProvost

Among the duties of theurriculum coordinator shall be: to advise the department chairs and the dean(s)
regarding the coordination of courses required within the curriculum; to advise Enrollment Services
regarding promotion of the curriculum; to advisedstuts or prospectivudents who are interested in or

are following the curriculum, or if appropriate, to appoint a committee to advise students; to direct
assessment and improvement of the culwiimiand to foster interdepartmental cooperation regarding the
curriculum.

The curriculum coordinator shall conduct conferences with teachers and oiffidefisiually or in
groups, to consider plans for strengthening the curriculum and for better coordinating the courses that are
involved.

DEPARTMENT CHAIRS 2:235

In all mattergertaining to the department, the chair of an academic department is directly responsible to
the dean of the school to which the department belongs. If a matter affects two or more schools in
interdepartmental or interdisciplinary programs voted by thedBo&Trustees, the chair shall seek

counsel from the appropriate deans and where appropriate the dean of the school of graduate studies.
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Role and Functions of the Chair 2:235:1

The duties of the department chair include the following:
1. Promote the wil-being and effective functioning of the department.
2. Manage the department resources in a fiscally responsible manner.

3. Foster communication and faculty participation in departmental business including regular
department sessions.

4. Counsel he members of the department regarding their employment conditions and faculty
performance including annual reviews and plans for teaching, scholarship, and service including
participation in professional societies and presentations of scholarly paegrslisg2:143:3.

5. Give leadership to departmental improvement, including annual assessment and department report,
periodic selfstudies or program reviews, research agendas (see palRg4¢ recruiting and
orienting new faculty, visiting professor or guest faculty, student recruitment, and other activities
that may enhance the departmental programs.

6. Provide a communications lifdetween faculty and administration regarding departmental needs
and recommendations. Communicate departmental decisions to students.

7. Ensure the enforcement of the applicable policies of the university.

Department Sessions 2:235:2
The chair of thalepartment shall call regular departmental sessions, usually at least monthly, several
times during the year, and shall invite all regular members of the negrdrtMinutes shall be recorded

and copies given to members of the departmental faculty, #meal¢he school and, if appropriate, the

dean of the school of graduate studies, the registrar amprioiast

The agenda may include any matters germane to the strengthening and good functioning of the
department. Examples might include learning objest effective teaching techniques, faculty research,

course offerings, prerequisites and course require
Topics of general professional or departmental interest should be included. These discussiaubstmay |

formulation of recommendations or requests to be presented by the department to the proper
administrators or committees.

ENDOWED FACULTY CHAI RS 2:237
Approval Method 2:237:1

The Andrews University Bad of Trustees may institute endowed chairs on the recommendation of the
president after appropriate consultation with all parties concerned and after a written agreement has been
entered into between the donor(s) and Andrews University.
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Written Agreement with Donor (S) 2:237:2
The written agreement with respect to a proposed endowed chair shall contain the following elements:

Purpose 2:237:2:1

The statement will indicate whether the endowed chair(@jlfund an existing faculty budget or serve to

add a budget, (b) honor a person or idea, create a disciplinary or special emphasis, assure the continuation
of a particular teaching emphasis, or fulfill such other purposes as may be deemed apprdpnidie wit
mission of the university.

Nature of the Endowed Chair 2:237:2:2
The statement shall indicate the following:

1. whether the endowed chair is assigned to the university, to a specific school or to a department;
2. which of specific purposes above Heeen selected;

3. what the criteria shall be to qualify the occupant for the endowed chair and for continuation in the
chair.

The criteria developed are established by written mutual agreement of the donor(s) and university prior to
seeking approval for itituting the endowed chair and shall mark the total involvement of the donor(s) in
the endowed chair process and administration.

Dissolution of Endowed Chair: 2:237:2:3

The statement shall also indicate what is to happen to the endowment principakirenthef the
dissolution of the chair and the criteria for such dissolution.

Term of Occupancy of the Chair 2:237:3
While the term of occupancy of the endowed chair shall be continuous in contrast & annu
appointments, subject to evaluation by academic administration (by the department chair and/or the dean
of the school), the continuation of the incumbent holding the endowed chair shall be contingent on
fulfillment of the purposes and conditions spesdfi

Except where otherwise proscribed by the nature and purposes for a specific endowed chair, the
evaluation for continuation of the incumbent of the endowed chair shall be done every five years in the
year following the General Conference session.

If a faculty member, who already holds the continuous appointment status, is appointed to an endowed
chair position the continuous appointment status of that faculty member remains unchanged and apart
from the occupancy of the endowed chair position, providedaculty member continues to meet the
criteria for the continuous appointment status.

Future of an Occupant Relinquishingan Endowed Chair 2:237:4
When an endowed chair is vacated either voluntarily oh@sdsult of an evaluation, the continued
employment of the person who vacates the chair shall be given priority consideration subject to fulfilling

Section 2 Page66
January 28, 2009



the usual employment conditions and those governing continuous appointment and retrenchment
priorities acording to qualifications, status and years of service.

Selection Process for Occupant of Endowed Chair 2:237:5
The selection of the occupant of an endowed chair shall take place through an appropeaséyuni
search process (see policy 2:142:6:1). The method of announcing the occupant of the chair will be the
usual way of publicizing the appointment of any faculty member.

Endowment Amount 2:237:6
The unversity shall annually determine the minimum amount needed to fund an endowed chair. The
amount shall be determined with consideration to such elements as the expected percentage interest
return, percent inflation interest required to protect the prihcpa the specifics of the chair package

such as salary amount, travel allowance, benefits, research allowances and secretarial assistance.

Special Endowment Title 2:237:7
The assignment of an endowed clshiall include the assignment of a special endowment chair title
which shall be in addition to the rank the occupant already holds.

Departmental Funding for Endowed Chairs 2:237:8
Before recommending gartmental budgets to the Board of Trustees for final approval, the president also
recommends to the Board of Trustees the policies that shall govern the endowment of endowed chair
personnel budgets.

FACULTY SCHOLARSHIP: RESEARCH AND PUBLICA TIONS 2:244

Departmental Planning for Faculty Research 2:244:1
The chair of a department, in cooperation with the assdtiat@st the Dean of Scholarly Research, and

the deans shall give high priority to dissizs of and planning for research and professional publication
projects within a department. Planning shall include the calculation of teaching loads on an annual basis
to facilitate blocks of protected time for research and writing, and designationcef apa facilities
necesary for the project.

Continuing involvement of the members of a department in research and professional writing is a
prerequisite for departmental participation in graduate instruction.

Faculty Research: Reports, Recognition 2:244:2
Annually faculty members shall give tipeovostand the Dean of Scholarly Research a report of the
research completed or conducted and abstracts of articles and books published during Battyear.
reports are used in accreditation reports, annual faculty performance reviews and portfolio development in
applying for rank promotion and continuous appointment.

Faculty Research: University Funding 2:244:3
Faculty grants for research projects are awaahedially through a process conducted by the Office of
Scholarly Research. These grants are contingent on research proposals thatdenplidgeeened by
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anonymous committees of selected facuofigmbers. Faculty are expected to use university research
grants as seed money to obtain external funding support for their research projects.

FACULTY COMMITTEES 2:250

The administration of theniversity creates the General Faculty committees that are deemed appropriate
and necessary, and assigns terms of reference to these committees. Such committees may be standing
committees or may b&d hoccommittees with a limited linesman. Specific dgsttons of committee
organization and terms of reference are found itUthieersity Committee Handboo&ee also policies #

1:60% 1:630 for the major standing committees of the university.

Functions 2:250:1
Standing committees reporting to the Generalufg are usually policyecommending committees.

Their function is to review of existing policies and to formulate new policies as may be necessary. Such
committees may also be assigned speafiministrative or decisiemaking functions.

A committee reporting to the General Faculty may make a recommendation to any other committee
reporting to the General FaculBmy administrative officer and any faculty member may make a
recommendation to any committee reporting to teaedsal Faculty and vice versa.

Committee Membership 2:250:2
Universitywide standing General Faculty committeesl councils are annualiyppointed by the presi

dent according to specified formulae after consoltatvith theprovostand the deans. Representative
members are elected by the relevant school for three year terms on a rotational bpsésiddrat shall
designate the chair. The vichair and secretary may be designated by the president or magtbd bly

the committee at its first annual meeting.

A faculty member generally does not chaiore than one standing committee. The membership of a
committee may include any or all of the following categories of faculty: professors, associate professors,
assistanprofessors and instructors. Faculty loads ordinarily carry no more than three major committee
assignments. Generally, faculty in their first year of work at Andrews University are not appointed to
university standing committees.

In special cicumstances thgrovostor appropriate administrator may invite additional individuals to sit
with the committee with the right to vote on a particular issue.

Standing committees within each school or college are usually appointed by the relevant dean.

Students on Faculty Committees 2:250:3
After consultation with the undergraduate and graduate student associations and the deans, the president
shall appoint student representatives to certain standing reitfveommittees. The deans of the
respective schools and colleges may appoint stug@nésentatives to standing committees in their
schools.

Faculty ad hoc Committees 2:250:4
Items considered by a facultyember or administrator as needed for faculty action should be presented
first to the appropriate standing committee. The question of which committee is appropriate decided by
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the president qurovostor, within a school, by the dean. When justifigak president may appoint au
hoccommittee to which a matter may be referred. Sitthoccommittees report directly to the faculty.
The membership and mandate of eadthoccommittee shall be announced to the faculty as soon as
possible after it has beeetdrmined.

Committee Rules 2:250:5
Robertds Riglsedsas aglide®r all eommittee work. See policy # 1:752.

Committee Minutes 2:250:6
Minutes of a committee are prepared by¢ghe mmi t t eebés secretary, approved

the committee for adoption, and then distributed to the appropriate faculty. Official university committee
minutes are maintained in the office of the wizesident for academic admitregion; school committee
minutes are maintained in the office of the dean of the school.

Committee Directory 2:250:7

A list of committees and membership is provided each faculty member, staff person, and atimasistra
anAnnual Committee Directorgt the web sitehttp://commdb.andrews.edu/

Section 2 Page69
January 28, 2009


http://commdb.andrews.edu/
http://commdb.andrews.edu/
http://commdb.andrews.edu/

[ll. POLICIES GOVERN ING THE PROFESSIONAL STATUS
AND QUALITY OF FACUL TY MEMBERS

Policies included in this section govern the professional recognition of faculty, assessment of the
fulfillment of their accountability requirements and the provision of opportunities and service assistance
for in-servie growth and development.

A. ACADEMIC RANK

ACADEMIC RANK AS PRO FESSIONAL STATUS 2:305

The granting of academic rank to a faculty member signifies peer and University recognition of the level
of experience, professional expertise, academic achieveamehscholarly attainment of a person as
researcher/instructor/community servant in the cause of education.

Initial academic ranks are recommended at the time of employment by the constituent schools of the
University. With the assignment of rank aig@ation is usually made as to the area of expertise (see
policy #2:306:2.

The provisions outlined in this section represent the regular minimum requirements for the various
academic ranks for vith a faculty member, another employee, or a@mployee of the University may
be eligible.

For those persons engaged primarily in academic functions, the categories of academic rank are
designated as approved by firevostin consultation with the deasf a school. The advancement of

rank is not automatic and is not a matter merely of years of service, seniority, attainment of degrees or a
prerequisite for administrative appointment.

Academic rank is given in recognition of intellectual power, saidtual influence, scholarly skill and
competence, effectiveness in the classroom, citizenship, professional reputation, and devotion to the tasks
of teaching and research.

DETERMINATION OF ACA DEMIC RANK 2:306

The initial rank for a new faculty membas well as advancements in rank for faculty members are voted
by the board of trustees upon the recommendation of the president, after consultation with the appropriate
entities of the university.

For the assignment of rank to a new faculty memberafdoulty member transferring from one school

to another (see policy #2:306:2 below), or for advancement in rank, the president shall receive a
recommendation from th@rovostafter he/she has consulted with the dean and the department chair of
the relevat academic entity or the university Rank and Continuous Appointment Committee.

For purposes of the service record, the years of successful teaching or other academic experience are
determined by a fullime equivalent of college or university academities. A person who performs
academic duties full time for two semesters during a year receives credit for a full year towards
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retirement. Persons who perform academic duties part time shall receive partial credit based on the
fraction of a full load thatonstitutes their academic duties. The time spent in advanced study leave may
be counted toward the number of years of successful teaching and research for advancement purposes.

Types of Academic Rank 2:306:1

The University assigns three types of rank to persons who quaéfyular, temporary, or special rank.

Regular rank is assigned to regular faculty members who teach or do research-time kaful-time

basis for Andrews University and who do notch@nk at another institution. Regular ranks are assigned
to persons on both naxontinuous appointment track as well as continuous appointment track positions
(see policy £2:310:).

Temporary facultyank is assigned to patite or fulktime faculty who serve for a short period of time or
until the completion of a specific research or academic task. Temporary ranks are only assigned to
persons in noontinuous appointment track positions (see pai310:2.

Special faculty rank is assigned to persons who are regularly employed elsewhere and do not have regular
faculty membership but are recognized by the University by way of a specifbrainéir service to the
University. They serve either occasionally in some capacity or regularly as resource persons. Special rank
positions are only to persons in Roontinuous appointment track positions (see pol&g#0:3.

Academic Titles, Special Designations 2:306:2
When a faculty member is hired and assigned a rank by the Andrews University Board of Trustees, a
designation is madesdo the area in which the rank is held; e.g., English, Old Testament Theology,
Economics, Architecture, efc. A subsequent change in the area in which the rank isibelido voted

by the Andrews University Board of Trustees.

Professorial, instructiohaor special titlesuch as endowed and named professorstigssgnating the
field or fields of teaching and research, shall be determined Wyrtvestand recommended to the
president after consultation with the dean of the school, the departmepandahe faculty concerned.

ADVANCEMENT IN ACADE MIC RANK AND 2:307
CONTINUOUS APPOINTME NT

Andrews University is a community of scholars whose missigniged by the classical tradition of the

liberal arts, theprofessions, and the intellectual and spiritual heritage of the SedayptAdventist

Church, which acknowledges God as the source of all truth. The University values academic freedom
and responsibility, and encourages its faculty to pursue truth inthatysontribute to their disciplines,

the University and its schools, and its communities. Andrews University policies, procedures, and
practices for advancement in rank and continuous appointment; are driven by the mission, purposes and
objectives of thainiversity. (See policies #1:101 and 1:102).

Overview of Advancement Policy 2:307:1
For purposes of this policy, "advancement” shall mean promotion to the rank of Assistant Professor,
Associate Profess or Professor, or the granting of continuous appointment. The provisions of this
policy shallapply only to faculty who are eligible by policy or hiring provision for consideration for
advancement. (See policie2:8101 and2:136
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Advancement is granted to faculty who show promise of sustained development and professional growth
based on a record of teaching, scholarship, and service that meets specifiad criteri

The process of advancement consists of three steps:

1. The University develops differentiated advancement models each of which meets expectations set
by this policy.

2. Each faculty member develops an individualized advancement plan, based oprarecp
advancement model and its criteria. When the individualized plan is approved, it forms the basis
for advancement recommendations.

3. When eligible, a faculty member applies for advancement by submitting a portfolio, which is
evaluated according tbe model and criteria specified in his/her advancement plan.

Evaluators Involved in the Promotion Process 2:307:2
Annual Schedule 2:307:2:1
Advancement in rank will take effect on July 1 of eegi year. The process for review by the University

Rank and Continuous Appointment Committee, the entity concerned, and the administration of the
University proceeds according to a{oletermined annual schedule and according to certain criteria. (See
policy #2:308.

Committee Responsibility 2:307:2:2

The advancement process is implemented through two committees. The Advancement Criteria Committee
with wide representation from departments and schools ackrspus will develop standard
advancement models and will approve or disapprove additional models proposed by schools or
departments.

The University Rank and Continuous Appointment Committee will make faculty advancement
recommendations. It receives the leations of department chairs, faculty members, continuous
appointment faculty, and others as appropriate and makes promotion recommendations to the president
via theprovost The procedures for the Rank and Continuous Appointment Committee are defdiled i
Committee Handbook

University Schools 2:307:2:3
The rank and continuous appointment process for teacherslafgkades in the University Schools

differs from the process using the Umisiey Rank and Continuous Appointment Committee. Because
teachers in these schools have responsibilities in teacher preparation with the School of Education,
candidates for rank promotion or continuous appointment are reviewed and recommendations made by
the School of Education to the Operating Board of the school. Recommendations voted by the Operating
Board are sent to th@ovost who provides them to the president for approval by the Board of Trustees.

Advancement Models 2:307:3
Definition of Advancement Model 2:307:3:1
An advancement model is a plan for facaltyivities which apply toward advancemeni apon which
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individual faculty advancement plans are based.

Expectations for Advancement Models 2:307:3:2

All advancement models shall encourage vigorous, intellectual life exemplifying the highest standards of
integrity and rigor, and shall require teaching, service, and scholarship.

Teachingis creating an educational experience in which students learn, develop critical thinking, and
acquire knowledge, values, and skills in a discipline or profession.

Schohrshipis activity, which increases knowledge of a discipline or applies it in professional practice,
disseminates this knowledge through learned conversation incorporating critical review and
documentation by peers, and contributes important value tmmgoity, a discipline, the University, its
departments, or schools;

Serviceis activity other than teaching or scholarship, which directly benefits a community, a discipline,
the University, its departments, or schools.

Varieties of Advancement Models 2:307:3:3

Different advancement models may give different emphasis to teaching, scholarship, and service,
reflecting variations in roles played by faculty. A given department may use a multiplicity of
advancement nutels.

The Advancement Criteria Committee will develop standard advancement models. Departments and
schools are encouraged to propose such additional or alternative advancement models as may be
appropriate to their respective disciplines, subject to apphythe Advancement Criteria Committee.

All advancement models will be-evaluated by the committee as needed.

Individual advancement plans 2:307:4
Each faculty member will develop an individual pfanadvancement to the next rank and/or continuous
appointment, based on an approved advancement model, specifying goals and objectives that the faculty
member should meet for advancement. The faculty member will be evaluated for advancement based
upon thisplan. The advancement plan and any substantial alterations; must be approved by the
department chair, the school or library dean, anghtbeost

The faculty member may change his or her individual plan, subject to approvals as specified above. Once
afaculty memberés plan is approved, the University
the model upon which the plan was based, without the consent of the faculty member.

The advancement plan will take into account the interests and ahfittee faculty member while
ensuring that the goals of the department, school or library and University will be met. The advancement
plan and the longerm assignment of duties for the faculty member should be mutually supportive.

The faculty hiring pocess should include discussion of professional goals and advancement models.
New faculty should choose a model and construct an individual advancement plan before their first
annual review. Current faculty who will become eligible for advancement stleuédop an individual
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advancement plan within one calendar year after this policy becomes effective.

Annual Review 2:307:4:1

At each annual review, the department chair will evaluate progress toward the objectilexbiddtee
advancement plan, and will inform the faculty member whether satisfactory progress towardtireriong
objectives is occurring. The annual review is the most natural time to make a major change in an
individual advancement plan, or elect #atfient advancement model. See WR.326

The Portfolio 2:307:4:2
The recommendation for advancement is based upon achievement and performance as evidenced by a
portfolio prepared by theacn di dat e. This portfolio wildl be orga

advancement plan and will contain artifacts, peer evaluations of the artifacts, and any other materials
which may be necessary for the committee to judge whether the plan has fiéesh flihe candidate is
encouraged to seek advice from colleagues who can evaluate the adequacy of the portfolio and the
candidate's case for advancement.

Applying for Advancement 2:307:5
When eligible taapply for advancement, the candidate, his/her dean and chair will be notified by the
provostthat the time has come when a portfolio may be submitted for evaluation.

The Rank and Continuous Appointment Committee will conduct a comprehensive reviepooffthie,

its artifacts and peer evaluations, to determine if the candidate has fulfilled the individual advancement
plan. Advancement will be recommended if the Committee decides that the candidate has satisfactorily
fulfilled his or her individual pla.

Subsequent to the Rank and Continuous Appointment Committee procegsubstinforms each
applicant of the recommendation for approval or denial by the Rank and Continuous Appointment
Committee. The faculty member may submit an appeal of a recotati@mto deny by the Rank and
Continuous Appointment Committee to firevostwho may call for a revaluation by the Committee.

Following the recommendations made by the Rank and Continuous Appointment Commjbiee/atte
makes a recommendation tcetpresident on the merits of each case. The president presents the
recommendation to the Board of Trustees for approval.pidwst informs the faculty member of the
decision of the Board of Trustees.

Supervisory and Administrative Roles 2:307:6
Role of Department Chair 2:307:6:1
The chair of an academic department has responsibility fprdfessional development of every faculty
member in the department. This includes encouraging and directing the faculty members in that
department to maintain a portfolio or record of teaching, research, and other professional experiences.
However, thdaculty member is responsible for the maintenance and updating of the portfolio.

Development of faculty advancement plans

At the time of hiring, the chair of a newfgcruited faculty member explains tortther the available
advancement models and criteria, and facilitates the new faculty member in preparing the advancement
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plan for the next appropriate rank and/or continuous appointment. This plan will contain specific long
term expectations with respgeto teaching, scholarly activity, and service, including service to the
department, school and university (see also p&ik807:4:1above).

Approval of faculty advancement plans

The chair is responsible, in consultation with faculty colleagues, to review and approve individual faculty
advancement plans and recommend them to the dean for approval.

Monitoring of faculty progress

The chair shall periodically meet with and inform the dean of the school of the status, goals, and progress
of each of the faculty members in the department as well as situations in the department that help or
hinder the reehing of established goals.

Portfolio Submission

During the promotion process the department chair submits to the Rank and Continuous Appointment
Committee an evaluation and recommendation for tloeltia member under consideration. The
recommendation shall constitute part of the considerations for the promotion of a faculty member (see
also policy#2:307:4:2above).

Role of the Dean 2:307:6:2

The dean has overall responsibility for the professional developamehtadvancement of faculty
members and department chairs in the school.

1. Development and advanoent of department chairs
The dean has responsibility for the professional development of every department chair in his/her
academic unit. This includes encouraging and directing the chairs to maintain a portfolio or record
of teaching, research, and ettprofessional experiences.

At the time of appointment of a new chair, the dean reviews with the individual the changes, which
may be needed in the existing advancement plan so that the chair may prepare for advancement
and/or continuous appointmentaspropriate. On an annual basis, progress towards advancement

is discussed with each chair and adjustments may be recommended.

2. Approval of faculty advancement plans
The dean is responsible, in conatitin with the department chair, to review and approve
individual faculty advancement plans and recommend them twrakestfor approval.

3. Portfolio submission
The dean is responsible to periodically review with a department chair the statutaobittyen
the department with regard to advancement in rank and/or continuous appointment. The dean
confers with the chair on the readiness for portfolio submission of faculty who are eligible to apply
for rank promotion and/or continuous appointment.

During the promotion process, the dean submi
portfo
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Role of the Principal in the University Schoots Dean of Libraries 2:307:6:3

The principal or dean of libraries has responsibility for the professional development of every faculty
memberin their respective academic unit. This includes encouraging and directing the faculty to
maintain a professional portfolio.

At the time of employment, the principal or dean of libraries reviews with the faculty member what the
expectations and annualap will be in preparation for the promotion process. Progress towards
promotion is discussed with each person on an annual basis and adjustments may be recommended.

During the promotion process, the principal or dean of libraries submits a recommenaahen
appropriate committee for consideration

Role of Provost 2:307:7
Approval of Faculty Advancement Plans 2:307:7:1
Theprovostreceives recommendations from chairs a@aid for individual faculty advancement plans.

After consultation as needed with deans and reviewing these for consistency with approved advancement
models thgrovostapproves the advancement plans.

Eligibility Notification for Application for Advancement 2:307:7:2

Theprovostinitiates the promotion process by providing notification to faculty of their eligibility to apply

for advancement in the next cycle of review. Copies of this notifitatie provided to the deans and

chairs to encourage consultation on readiness of the portfolio. Faculty considered ready are provided with
appropriate forms by the deands office for compl et

Portfolio Development 2:307:7:3
Theprovostprovides portfolio preparation-igervice opportunities for interested faculty.

Administering the Advancement Process 2:307:7:4
Subseqant to the Rank and Continuous Appointment review proceggabestinforms each candidate

of the committeebs recommendation for approval or

Appeals, if sought are facilitated by thevostto the Committeésee policy #1:818).

After considering the recommendations made by the Rank and Continuous Appointment Committee the
provostmakes a recommendation to the president on the merits of each the casevdstinforms the
faculty member of the outcome and the decision oBibard of Trustees.

As part of theprovosb s responsi bilities to monitor the profes
personnel, therovost maintains orderly academic/professional records for each faculty member in the
University.

CRITERIA FOR PROMO TION 2:308

The minimum criteria for promotion in rank and assignment of continuous appointment, were developed
by the Advancement Criteria Committee; after consultation with the Faculty Development and Policy
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Committee of the Universitisee policy #1:818)

The criteria for promotion in rank and continuous appointment aim at assessing the level of teaching

expertise or professional practice of librarian where appropriate, service contributions and scholarly

activity of a faculty member as well as his/heceptability as peer and colleague. These criteria fall into

three categories: teaching, scholarly activity, and service. The application portfolio shall present evidence

of the faculty memberb6s achievements in these cate

Teaching Criteria 2:308:1
Andrews University is primarily a teaching university, and therefore expects its faculty to exhibit special
dedication to teaching. In fulfilling the university mission and the motedk knowledggeaffirm faith,

change the world, the faculty strive to integrate faith in the learning process and demonstrate how both
knowledge and faith can help change the world. Indeed, not only do the Andrews University faculty
teach on campus, but also onlineextension sites, and at other-ofmpus venues.

Desired characteristics of the effective teacher 2:308:1:1

Philosophical Foundation for Teaching. An effective teacher implements professional practices guided
by a clear philosophy of Christian teachimigich advances the mission of the university and department.

Designs Credible Courses. An effective teacher possesses core knowledge and understanding in the
discipline which is evident in the ability to develop representative, rigorous courses andglearni
experiences.

Implements Effective Courses. An effective teacher delivers well organized courses which engage
students in active pursuits of the discipline through various, appropriate teaching approaches.

Assesses Student Learning. An effective temabgesses important student learning outcomes regularly
in order to improve student learning and to provide data for decision making and to improve programs.

Reflects on Practice and Refines Courses. An effective teacher reflects on personal teatibegygrd
experiences to thoughtfully refine and revise courses.

Builds Relationships With Students. An effective teacher demonstrates a nurturing attitude towards
students while building and maintaining appropriate relationships with a diverse stodgnt b

Continues Professional Development & Receives Recognition. An effective teacher maintains the active
life of a learner by continuing to grow and remaining current in the discipline.

Description of Rating Scale for Teaching: 2:308:1:2

GOOD: the teaber displays the desired characteristics in varying stages of development, some being
more developed than others. As a result of assessment, professional reading and other professional
development activities, and reflection, the teacher shows evidefathelr developing and modifying
teaching philosophy/theory and modifying and improving teaching practice.

VERY GOOD: The teacher displays the desired characteristics to a mature level by having successfully
integrated the best practices of teachingafitaspects of his/her teaching. Nevertheless, s/he continues
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to refine philosophy, theory and practice through intentional changes and innovation.

EXCELLENT: The teacher displays the desired characteristics to a mature, creative and exemplary level,
andis regarded as a leader, mentor or model in higher education practices. This is partly evidenced by
some of the following:

successful mentoring of: teachers in earlier stages of development, students in the discipline and/or
students at risk; teachingvards voted by students and/or colleagues; requests for consultations,
workshops, etc. having to do with teaching.

Percentage of Portfolio Weighting for Teaching 2:308:1:3

In regard to the evaluation of the portfolio for advancement in rank or to comsippointment, the
weighting for teaching will normally be 70%. Some faculty, such as chairs, some program directors, and
research professors may have lower weighting.

Scholarly Activity 2:308:2

One of the hallmarks of a Christian scholar is the devedoggand pursuit of a scholarly agenda for new

di scovery, synt hesi s, interpretation or applicati
disseminated and critiqued through publication and leacoadersation with peers, and are made
available as appropriate to the gener al publ i c.

professional life. Recently, higher educatibas described and recognized four categories of scholarship
(scholarshp of discovery, scholarship of teaching, scholarship of integration, and scholarship of
application). Some scholars may focus exclusively on one of these categories while others may work with
two or more. Regardless of the type of scholarship, its nation in peereviewed presentations and
publications is what marks the scholar.

Desired Characteristics of Scholarly Activity 2:308:2:1

¢ Originality. Endeavors contribute new, creative activities/productions, expanding knowledge
and/or techniques withithe discipline

e Discipliner el ated. Activities are connected to the s
e Rigor & Integrity. Scholarly activity must embody structure, thoroughness and careful reasoning

and inquiry according to the standardithe discipline. It must be done with scrupulous honesty,
attribution, and adherence to high ethical standards.
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e Peer reviewed. Peer review is the process by which scholars judge the correctness, rigor, and
significance of the work of other scholars acliog to discipline standards, thus ensuring its
integrity and value.

e Sustained. Apatternofemoi ng activity is maintained over th

e Variety. Publication in appropriate journals and other resources or media, and preseatations
regional, national, and international venues, including appropriate SDA sponsored events.

Definitions
On going some dissemination of research/creative activity at least every other year.

Peer review there are several kinds:
Collegial peer revie@ both scholar and reviewer know one another
Anonymous peerreviedvs c hol ar doesndét know the identity
Blind peerreview nei t her the scholarés nor revieweros

Collegial peer review usually yields a less objectivagation than anonymous peer review, and blind
peer review yields the most objective; therefore the latter two are more desirable evaluations.

Examples of Different Kinds of Scholarship 2:308:2:2

Scholarship of Discoverg the traditional search for ndmowledge, ranging from laboratory or field
research in the natural sciences to the study of ancient manuscripts in the humanities. It also includes
original creation in writing (e.g. poetry), as well as creation, performance or production in thésfine ar
performing arts, architecture, graphic design, etc.

Scholarship of Teaching reflective and critical study into the art and practice of teaching and learning
and may include philosophy and research in pedagogy, curriculum development, and thiointegr
faith and | earning, et cé.

Scholarship of Integratiors the exploration of the connections within a discipline or across disciplines.

It may consolidate knowledge from different parts of a discipline, provide new exposition which clarifies
or unfies knowledge, or put knowledge in intellectual, social, and ethical perspective, and may include
metaanalysis or synthesis of literature or materials from two or more disciplines.

Scholarship of Applicatiors the practice of a discipline, in whidl insights are used to solve problems
in the professions, government, industry, church, and society. The products of such scholarship may
include peereviewed consultation reports, patents, and clinical research.

Scholarly Activity Rating Descriptors 2:308:2:3

The primary way the applicant is evaluated as a scholar is by the documentation of scholarly activity, but
the evaluation may include other forms of recognition, such as awards and prizes for scholarly products or
activity. In the evaluation of solarly activities, both the quality and quantity of the dissemination are
considered.
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Good:Applicants have a developing scholarly activity agenda/portfolio with dissemination in more than
one venue.

Very Good:Applicants demonstrate a maturation inrtiseholarly activity agenda with increased activity
in a variety of venues.

Excellent:Applicants are scholars of repute within their areas of expertise and display leadership in their
fields through an outstanding record of scholarly contributionyamiaty of venues. Examples of such
recognition: editing a scholarly journal, chairing peer review (jury) panel, awarded grants and/or
fellowships for research, awards or prizes won in area of research, and where diapiplopiate,
collaborating wih junior faculty and student scholars in research.

Percentage of Portfolio Weighting 2:308:2:4

In regard to the evaluation of the portfolio for advancement in rank or to continuous appointment, the
weighting of scholarly activity will be at least 10%.

Service Criteria 2:308:3
As a Christian institution of higher education, Andrews University takes seriously the need for and
desirability of service both within and outside its academic community. Tifespronal expertise and
spiritual gifts of its faculty can bless and enrich a variety of communities. Service for purposes of
promotion or continuous appointment may be provided to four types of communities:

« University Community
o  Church Community
« ScholarlyCommunities
o Other Communities

While all four types of communities are worthy, faculty members are expected to provide substantial
service to the university community, i.e. their department, school, and/or the university in general.

Desired characterists of service 2:308:3:1

« Reflects Christian care and concern for others

« Advances the mission of the University

« Advances the mission of the department

e« Connects to the faculty memberd6s area of acadel
« Is voluntary, when outside the wersity

In general, activities outside the University for which one receives compensation are not considered
service, though honorarium or incidental compensation is acceptable. An exception to the voluntary
criterion may be made by certain departmenth wlinical/practice service expectations.

Examples of service to the four communities: 2:308:3:2

University Community includes departmental, school, and univessitg levels. Examples of this kind
of service would be student academic advising, stualetitpeer mentoringlepartment chairship or
program director, student club sponsor, committees, councils, task force, recruiting, etc.
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Church Community includes the local, union, division and GC or international levels. While the primary
church communityvould be the SDA church, this category also includes other religious or spiritual
organizations, including ecumenical ones. Examples would include holding a church office or position,
intensive if temporary assistance in a special program/series, ceasyiieiskforce, writing articles in lay
church periodicals, etc.

Scholarly Communities include professional and scholarly groups/societies. Examples would include
serving as a board member or officer in a society, organizer or moderator of a professsiuel,
planning committee member, etc.

Other Communities include civic life, community service agencies, and local, national and international
humanitarian efforts. Examples of this type of service would include everything from helping with a soup
kitchen to being a member of a national or international task force appointed by a head of state.

Service Rating Descriptors 2:308:3:3

Good. Majority of the service contributions must exhibit the above desired characteristics and must meet
department/schookxpectation of service. Documentation: participation, contribution, and impact
particulars should be documented by |l etters, citat

Very Good. Majority of the service contributions must exhibit the above desired charastearstic

must meet department/school expectation of service. The service must include successful leadership of
committees or other units which have done significant work. Documentation: contribution and impact
particulars should be documented by letterstcat i on s , et cé.

Excellent. Majority of the service must exhibit the above desired characteristics and must exceed
department/school expectation of service. The service must be considerable and noteworthy with an
extraordinary/outstanding impact. Docurtaion: this level of merit must be documented through

of ficial Il etters, <citations and/ or awards received
Some individuals, such as chairs of academic departments, program directors and librarians, may choose

to makeservice their area of excellence. Documentation of excellence for a chair should include items

such as: a successful accreditation report, approval of a new program or renewal, evaluation forms from

his/her faculty and/or students showing he/she hasm@td or served them in an out

Percentage of Portfolio Weighting for Service 2:308:3:4

In regard to the evaluation of the portfolio for advancement in rank or to continuous appointment, the
weighting of service will be at least 10%.

FACULTY RANKS IN THE UNI VERSITY SCHOOLS 2:309

Recognizing the special educational partnership between Ruth Murdoch Elementary School, Andrews
Academy and Andrews University, especially with the School of Education in the training of educators,
Andrews Universy, assigns appropriate regular ranks to faculty in the above two schools. Advancement
in rank for faculty in the Andrews University-K2 system is processed with the advice of the faculty of

the School of Education (see polic®.807:1:3. Except where otherwise indicated, rank titles are given

to identify the area of expertise according to the relevant departmental/school rules (seg:B0Iicy) #
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Assistant Instructor 2:309:1
Eligibility 2:309:1:1
To qualify for this rank a person must hold a bachelor's degree. Limited or no teachingnegis
expected. The assistant instructor rank is assigned to beginning faculty in the Andrews Academy and
Ruth Murdoch Elementary School who hold entry level denominational and state certification in harmony
with the K-12 education code of the Lakaidn Conference of Seventtay Adventists, but who do not
otherwise qualify for higher rank. Because of involvement in the training of educators, the rank title shall
be Assistant Instructan Education.

Length of Term 2:309:1:2

Promotion of an assistant instructor will not be considered until the fourth year of service in this rank or
later.

Appointment Period 2:309:1:3
Faculty holding the assistant insttor rank qualify only for an annual appointment.

Expectations 2:309:1:4

Assistant instructors who are employed in regular and permanent positions are expected to show evidence
of promising and improving skills in teaching; scholarly activity by attecelaat scholarly
meetings/workshops/iservice training sessions; community involvement; and engagement in further
study. Assistant instructors fulfill the requirements for promotion to the next rank or should make
substantial progress towards such pronmotiithin the minimum years allowed in this rank.

Instructor 2:309:2
Eligibility 2:309:2:1

To qualify for this rank a person must hold a master's degtbe equialent OR must hold a bachelor's

degree with a minimum of three years of successful teaching or other academic or practical experience.
Teaching experience below the college level may be taken into consideration for the Instructor rank. A

faculty member inhe K-12 system will be considered for this rank on the recommendation of the relevant
principal, the school s operating board, and the t

When this rank is assigned to faculty in the Universitg Xsystem because of involvement in the
training of educators, the rank title shall be "Instructor in Education”.

Length of Term 2:309:2:2
Promotion of an instructor will not be considered until the fourth year of service in this rank, or later.

AppointmentPeriod 2:309:2:3
Faculty holding the instructor rank qualify only for an annual appointment.

Expectations 2:309:2:4

Instructors are expected to show evidence of promise and improving skills in teaching, appropriate
scholarly activity by attendance of starly meetings/workshops#Aservice training sessions, attendance
and participation in professional societies, research activities, community involvement, and engagement
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in further study. After the first year in this rank the faculty member may be edsigmmittee, advising,
or other responsibilities as deemed appropriate by his/her principabvast

Instructors in the K12 system should fulfill the requirements for promotion to the supervising instructor
rank OR should make substantial progresstds promotion to the supervising instructor rank within the
minimum years allowed in this rank AND retain the confidence of the patrons of the school as revealed
by formal evaluationgsee policy #2:326for information on faulty evaluations).

Supervising Instructor 2:309:3
Eligibility 2:309:3:1
To qualify for this rank a faculty member must be employed on-@irhdl basigor instructional purposes

in either the Andrews Academy or the Ruth Murdoch Elementary School. The faculty member must hold
the masters degree, work at the Professional Certificate 6 level, earn credit in at least one graduate course
in the area of supeision of instruction, and participate in supervision of student teachers enrolled in the
Andrews University School of Education for a minimum of three years. The rank shall be "Supervising
Instructorin Education” and shall be recommended to the president Bydkestafter being advised by

the dean of the School of Education in consultation with the relevant principal, the operating board of the
relevan K-12 school, and faculty of the Department of Teaching and Learning.

Length of Term 2:309:3:2

Promotion of a Supervising InstructafrEducation willnot be considered until the fourth year of service
in this rank or later and the accumulation of six years of teaching. Completion a doctor of philosophy
degree or its equivalent prior to the end of the term for this rank also justifies considergtiomfron.

Appointment Period 2:309:3:3

A faculty member who holds the rank of Supervising InstrustBducation and who has not attained the
continuows appointment status, (see policids7#t2 2:135 and2:320; shall qualify for a one year
appointment or, after six years of successful teaching experience, for-gdhregppointment.

Expectations 2:309:3:4

The Supervising Instructdn Education is expected to show appropriate scholarly involvement by
activities such as attendance at scholaggtings/workshops/ieervice training sessions; attendance and
participation in professional societies; participation in research activities; community involvement;
willingness to use appropriate experimental methods in the classroom; and continlvetrierbin the
supervision of student teachers. Completion of at least three graduate courses beyond the master's degree
is expected. The Supervising Instructor in Education should improve his/her modeling expadise
knowledge of supervision of insittion while ALSO maintaining the confidence of the patrons of the
school as verified by formal evaluation (see poli2y346).

Section 2 Page33
January 28, 2009



FACULTY RANKS IN THE UNIVERSITY 2:310

The eligibility, length of term, appntment period, and expectations for each of the regular, temporary,
and special ranks are described below.

Regular Faculty Rank 2:310:1
Instructor 2:310:1:2
Eligibility 2:310:1:2:1

To qualify for this rank a person must hold a master's degribe equivalent OR must hold bachelor's
degree with a minimum of three years of successful teaching or other academic or practical experience.
Teaching experience below thellege level may be taken into consideration for the Instructor rank..

Length of Term 2:310:1:2:2

Promotion of an instructor will not be considered until the fourth year of service in this rank, or until
completion of a doctoral degree.

Appointment Peod 2:310:1:2:3
Faculty holding the instructor rank, qualify only for an annual appointment

Expectations 2:310:1:2:4

Instructors are expected to show evidence of promise and improving skills in teaching; appropriate
scholarly activity by attendance sholarly meetings/workshopsfiervice training sessions; attendance

and participation in professional societies; participation in research activities; community involvement;
and engagement in further study. After the first year in this rank theyfaeathber may be assigned
committee, advising, or other responsibilities as deemed appropriate by his/her chair, dean, principal, or
provost

Instructors should fulfill the requirements for promotion to the assistant professor rank or should make
substariil progress towards such promotion within the minimum years allowed in this rank.

Assistant Professor 2:310:1:4
Eligibility 2:310:1:4:1
To qualify for this rank a faculty member must hold a doctor of philosophy degree or its equivalent
Candidates may apply who hold a master's degree or equivalent and have either three years of successful
teaching or academic experience as an instructor or supervising instructor, additional graduate study, or

practical/clinical experience in the faculty member's specialty. Teaching experience below the college
level may be taken into account.

Length of Term 2:310:1:4:2

Promotion from assistant professor will not be considered until the fifth year of sertigs rank or
later in this rank.
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Appointment Period 2:310:1:4:3
Faculty holding the rank of assistant professor qualify only for an annual appointment.

Expectations 2:310:1:4:4

Assistant professors are expected to show scholarly activity by attendaadc participation in
professional societies, participation in research, consulting, exhibitions and competitions, or professional
artistic performances; community involvement; efforts to improve teaching, and engagement in further
study where possibleThe faculty member must also fulfill his/her committee, advising, and other
responsibilities at the University. An assistant professor should fulfill the requirements for promotion to
the associate professor rank. Within the minimum years alloweddwoattk, the faculty member should
make substantial progress towards such promotion.

Associate Professor 2:310:1:5
Eligibility 2:310:1:5:1
The doctor of philosophy degree or equivalent is required for this rank, together withfatilegesirs of

successful teaching or other academic experience as an assistant professor, and evidence of continuing
scholarship; OR in special cases, a master's degree or for other justified reasons. Theahokseds

degree should manifest significant professional attainment with four years of successful teaching and

professional experience while at the rank of assistant professor along with evidence of continuing
scholarship.

Note: The disciplines and ggial cases where a doctoral degree is not considered necessary will be
designated by the dean of the school anghtbreostupon the recommendation of the department chair.

Length of Term 2:310:1:5:2

Promotion from associate professor will not be considi@ntil the fifth year of service or later in this
rank.

Appointment Period 2:310:1:5:3

Faculty holding the rank of associate professor and who have not attained continuous appointment status
shall qualify only for a one year appointment.

Expectations 2:310:1:5:4

While an associate professor, the faculty member should be in the process of establishing a reputation of
significant accomplishment in teaching and scholarly endeavors.

An associate professor who holds graduate faculty membership but wdoalgeogress in scholarly
activity may jeopardize promotion, may lose such graduate faculty membership, orengriagnent.
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