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I. ORGANIZATION OF THE UNIVERSITY
A. THE UNIVERSITY
1. HISTORY
They came by boat up the Missouri River in 1858 from Nashville, Tennessee, the sixteen
Sisters of Charity. They came to serve the needs of a frontier people in Kansas. They
landed at Leavenworth, the oldest town in Kansas, and within days began teaching boys
and girls.
In 1859, the Sisters opened the first boarding school for girls in downtown Leavenworth.
It was soon filled to capacity with young women from Kansas, Missouri, and the
territories later admitted to the United States as the states of Colorado, New Mexico,
Wyoming, and Utah.
By 1870, the boarding school, called St. Mary’s Academy, moved to its permanent home
on a hilltop south of Leavenworth. The academy flourished, and in 1923, a junior college,
Saint Mary College, was established; it soon became a four-year college that conferred
its first bachelor’s degrees in 1932. The academy remained open until 1950. While the
college admitted men to many of its programs during most of its history, it did not
become residentially co-educational until 1988. Saint Mary College also offered a
master’s program in education between 1950 and 1970; it renewed that program in
1993. The college changed its name to University of Saint Mary on July 1, 2003. The
university currently offers master’s degrees in business administration, management,
psychology, and education.

2. MISSION
Mission Statement
The University of Saint Mary educates students of diverse backgrounds to realize
their God-given potential and prepares them for value-centered lives and careers
that contribute to the well being of our global society.

Values Statement
The University of Saint Mary believes in the dignity of each person’s capacity to
learn, to relate, and to better our diverse world.
We value
community
respect
justice and
excellence.
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Sponsorship
The University of Saint Mary is shaped by the educational mission of the Sisters of
Charity of Leavenworth.
In all our ministries we see Christian education as one of the great acts of charity:
Serving others at the fullest points of their needs and ministering to their need
to know and come to the truth
to be opened to the good and the beautiful
to understand the past
to confront and help shape the future
to be called to justice
to be more fully and completely human and Christian.
(Constitution of the Sisters of Charity of Leavenworth)
The University of Saint Mary takes its distinctive quality from a tradition of
commitment to baccalaureate and graduate education, which illumines and enlarges
the mind and spirit and informs professional and moral actions; commitment to the
Gospel and the person of Jesus Christ; and commitment to service. As a university, it
takes its evolving shape from timely and thoughtful response to needs. Thus, it
serves students of diverse ages, backgrounds, and religions in programs on and off
campus.
The University of Saint Mary is informed by a liberal arts tradition. This
statement reflects the longest and most distinguished tradition of American higher
education. It represents a philosophy that life-long education is general and broad,
rather than narrow and specialized. It is ultimately directed toward the good, the true,
the beautiful; it is concerned with thought, understanding, judgment, and creativity. It
frees us from ignorance, prejudice, and narrowness, and widens intellectual and
spiritual horizons. It opens people to be, to act, to think, to work, to enjoy, and to
create as more humane beings.
The University of Saint Mary holds also that a critical intelligence, depth, and breadth
of learning, and liberating aspects of the humanities and sciences are more
important than ever in the diverse, interdependent, global society of the 21st century.
Thus, Saint Mary’s concept of applied liberal arts embraces the rich history and
meaning of the liberal arts while intentionally connecting learning to the real world in
concrete and practical ways. In this way, the liberal arts combine with active,
experiential learning and career preparation so that students may use talents,
knowledge, competencies, and energies to make a positive contribution in the world.
Saint Mary is a Catholic university. The university is committed to the spiritual and
moral values of the Judeo-Christian tradition, and in particular to the Gospel of Jesus
Christ. In the spirit of the universal meaning of “catholic,” Saint Mary welcomes
students of all religious convictions and serves Roman Catholics as well as those of
other creeds. Saint Mary holds that knowledge should not be separate from
behavior, beliefs, and values; and that an education, which includes religious
knowledge, has a profound influence on the development of the person.
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The University of Saint Mary is a community. It is an academic community of
students, faculty, and staff. As a community, the university strives both to teach and
to be itself a model of what it teaches: of the humane, intellectual, and cultural values
of a liberal education and of continuous learning and professional competence. As a
community it proposes to reflect certain other ideals: religious conviction lived out in
behavior; Christian social consciousness that calls for knowledge, responsibility, and
world vision; and work that strives to better individual human lives as well as larger
human systems. As a community, the University of Saint Mary seeks those human
qualities that nurture growth, qualities such as friendliness, simplicity, and respect for
the individual person.

3. UNIVERSITY LEARNING GOALS AND OUTCOMES
University of Saint Mary Learning Goals
Participation in this course will advance University of Saint Mary goals by enabling
students to engage the following areas of investigation:
1. the values, histories, and interactions of social and political systems across
global cultures, with emphasis on American democracy.
4. spirituality, faith, and wholeness of the human person, understanding
interconnectedness of mind, heart, and hand.
5. ethical and moral dimensions of decisions and actions.

University Learning Outcomes
Integrated throughout the areas of investigation the graduate student will:
1. demonstrate ability of effective written and oral communication in a variety of
settings, to a range of individuals and within groups and teams, using various
modes.
2. demonstrate ability to formulate questions that reveal an intelligent curiosity
about texts or concepts and to analyze questions with imagination and
creativity.
3. demonstrate ability to apply both qualitative and quantitative analysis in a
variety of disciplines and situations.
4. demonstrate ability to use, evaluate, and interpret complex information, solve
complex problems, and understand complex systems.
5. demonstrate intellectual and emotional flexibility and adaptability to
understand and shape lives within a culture of change.
6. demonstrate ability to evaluate information from disparate sources, to
transform information into meaningful knowledge.
7. demonstrate ability to connect theory and practice.
8. demonstrate intellectual honesty, responsibility and accountability in learning
and life.
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4. BOARD OF TRUSTEES
University of Saint Mary is a not-for-profit corporation, organized and existing under the
laws of the State of Kansas. The primary objective of the Corporation is to foster the
management and operation of University of Saint Mary. Members of University of Saint
Mary, are those persons who are members of the Board of Trustees of the Sisters of
Charity of Leavenworth, Inc. Each member of the Corporation is qualified to vote on any
issue that may properly come before any meeting of the members.
The Board of Trustees of University of Saint Mary is comprised of Sisters of Charity and
lay members. They constitute the highest governing body of the university, responsible
to the Members of the Corporation. Their responsibilities include, but are not limited to
the following: further the mission and purpose of the Corporation by providing ongoing
planning and periodic evaluation for the future; review personnel programs, activities,
resources, and policies as they relate to the mission and purpose; oversee matters
relating to the financial stability of the university and approve operating and capital
budgets; evaluate the president of the university and, on the recommendation of the
president, appoint the members of the administrative council and promote faculty in rank
and tenure; approve personnel policies and programs, recommendations from the
faculty through the president, and the formation of the other university groups.
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B. FACULTY GOVERNANCE
The faculty of the university is charged with recommending to the Vice President for
Academic Affairs on matters related to academic programs and curricula, academic
policy and faculty welfare. Faculty concerns may also be sent directly to the president as
resolutions adopted by the Faculty Senate in ordinary or extraordinary meetings. The faculty
exercises these responsibilities through the faculty senate, membership on standing
academic committees and task forces as may be appointed on the recommendation of the
Vice President for Academic Affairs and faculty senate or directly by the president.

1. FACULTY SENATE
a) Membership
Faculty with at least a half-time appointment constitutes the membership of the faculty
senate. Unless otherwise provided, the Vice President for Academic Affairs or designee
is a non-voting ex officio member of the faculty senate.

b) Meetings
The faculty senate meets once each month during the academic year to confer,
deliberate and vote on resolutions and recommendations involving curriculum, academic
policy and faculty welfare. Faculty chair in consultation with the Vice President for Academic
Affairs may convene an extraordinary meeting in order to accomplish the academic work of
the university in a timely manner.

c) Resolutions and Recommendations
The faculty senate elects the faculty chair and vice chair. The faculty chair forwards
votes on resolutions and recommendations of the faculty senate, including results of
elections recommending faculty appointments to committees, to the Vice President for
Academic Affairs.

d) Professional Staff
The faculty chair in consultation with the Vice President for Academic Affairs may invite
professional staff to participate in presentations and deliberations as requested.
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2. OFFICERS OF THE FACULTY SENATE
a) Faculty Chair
The faculty chair serves as the chief officer of the faculty senate. The faculty chair:
(1) presides over meetings of the faculty senate;
(2) in consultation with the Vice President for Academic Affairs, sets the agenda for
the faculty senate;
(3) upon resolution or recommendation passed by the faculty senate, comments and
recommends to the Vice President for Academic Affairs on matters affecting
the academic functions of the university, including programs and policies,
faculty welfare and formation and membership on task forces as provided herein;
(4) on election by the faculty senate, recommends to the Vice President for
Academic Affairs on faculty membership on standing academic committees of
the university;
(5) forwards in writing to the Vice President for Academic Affairs all action taken by
the faculty senate;
(6) facilitates communication by and between members of the faculty senate;
(7) appoints a parliamentarian;
(8) sits on the president's roundtable; and
(9) receives release time or a stipend, as determined by the president.

b) Vice Chair
The vice chair serves in an advisory capacity to the chair, performs duties as delegated
by the chair and acts as chair in the absence of the chair.

c) Secretary
The secretary is appointed by the faculty chair or the faculty chair elect before the close
of the spring semester for a one (1) year term beginning the next August 1 and may be
changed thereafter only on simple majority vote of the faculty senate.
The secretary supervises all elections and votes of the faculty senate, takes minutes of
meetings and maintains the minute book of the faculty senate.
The minutes of the faculty senate are filed in the office of the Vice President for
Academic Affairs.

d) Parliamentarian
The parliamentarian is appointed by the faculty chair or faculty chair elect before the
close of the spring semester for a one (1) year term beginning the next August 1 and
may be changed thereafter only on simple majority vote of the faculty senate.
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Robert's Rules of Order, as most currently revised, shall be followed unless such rules
are suspended.

3. ELECTION OF OFFICERS
The faculty senate elects the officers of the faculty senate by simple majority vote.
Elections are held at the April meeting of the faculty senate for terms beginning the next
August 1.
Written notice requesting nominations will be presented to the members of the faculty
senate two (2) weeks prior to the election.
Nominations, accompanied by supporting documentation, including rationale and the
consent of the nominee, will be presented to the faculty chair one (1) week before the
election.
Nominations will be forwarded to members of the faculty senate six (6) days before the
election.

4. TERMS OF OFFICERS
The term of the faculty chair is one (1) year beginning August 1 following election. The
faculty chair may be elected to one (1) additional consecutive term of one (1) year only
and may not thereafter be elected faculty chair until a break in service of at least two (2)
years.
The term of the vice chair is one (1) year beginning August 1 following election. The vice
chair may be elected to one (1) additional consecutive term of one (1) year only and may
not thereafter be elected vice chair until a break in service of at least two (2) years. At
the conclusion of the vice chair's first or second term, the vice chair can be elected
faculty chair.
The term of the secretary is one (1) year beginning August 1 following appointment. The
secretary may be reappointed for one (1) additional consecutive term of one year after
which s/he may not be reappointed secretary until a break in service of at least two (2)
years.

5. QUORUM AND VOTE
A quorum consists of two-thirds (2/3) of the full membership of the faculty senate. A
quorum is required to conduct any and all business of the faculty senate.
Each member of the faculty senate membership except the faculty chair is permitted one
vote on each resolution or recommendation. The faculty chair, however, may vote in the
event of a tie.
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Voting is by show of hands or voice unless a member requests a vote by roll call or
secret ballot.
Provided a quorum is present and in attendance at the meeting, a simple majority of
members voting constitutes action by the faculty senate unless the faculty votes that a
particular resolution or recommendation will be by a specified supermajority.
Absentee votes. The faculty chair, on written request submitted at least twenty-four (24)
hours before any scheduled meeting, will permit vote by absentee ballot or by proxy;
however, no absent member may be counted for purposes of quorum.

6. AGENDA AND NOTICE OF MEETINGS
The faculty chair in consultation with the Vice President for Academic Affairs sets the
agenda for all meetings of the faculty senate.
The faculty senate membership shall receive twenty-four (24) hours notice of the agenda
for regular meetings by any reasonable means, including electronic mail.
The faculty chair shall call a special meeting at the written request of twenty-five
percent of the membership which request shall specify the purpose of the special
meeting. Such special meeting shall consider only the items specified at the written
request. Notice of the time, place, and specific purpose of the special meeting shall be
given to the membership of the faculty senate by any reasonable means including
electronic mail, at least seven (7) days before the special meeting. This meeting must
follow all procedures for a faculty senate meeting outlined in this document.

C. STANDING ACADEMIC COMMITTEES
1. GENERAL
Standing academic committees function to further the academic mission of the university.
Members of standing academic committees are accountable for maintaining professional
standards in all substantive and procedural work of the committee(s) on which they
serve including, among other things, exercising sound judgment in the interest of
academics and the university, attendance, timely completion of committee assignments
and active service as committee members.
Unless otherwise provided, recommendations of standing academic committees on issues
within the charge of the committee shall be voted on by the faculty senate and the faculty
chair shall transmit in writing to the Vice President for Academic Affairs whether the
recommendation is advanced or denied by the faculty senate.
Unless otherwise provided herein, the Vice President for Academic Affairs or designee is
an ex officio member of all standing academic committees.
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2. MEMBERSHIP
Unless otherwise provide herein, members of standing academic committees are
appointed by the president either on recommendation by the Vice President for
Academic Affairs after election by the faculty senate or directly by the president. If the
committee description does not provide for election, all members will be appointed directly
by the president.

3. ELECTIONS
Elections to standing academic committees are held at the April meeting of the faculty
senate for terms beginning the next August 1.
Written notice requesting nominations for membership on standing academic committees
will be presented to the members of the faculty senate two (2) weeks prior to the
election.
Nominations for membership on standing academic committees with or without supporting
documentation will be presented to the faculty chair one (1) week before the election.
Nominations for membership on standing academic committees will be forwarded to
members of the faculty senate six (6) days before the election.
Where one (1) or more vacancies exist on a standing academic committee for which the
faculty senate is permitted to elect members for recommendation, a vote for each such
vacancy will be conducted seriatim until complete. If the faculty senate does not elect for
recommendation all faculty members on a standing academic committee permitted to it, any
vacancies resulting therefrom will be by presidential appointment in addition to any other
presidential appointment as described herein.
Terms. Term limits are specific to each committee as outlined within this document.
Chairs. The Vice President for Academic Affairs appoints chairs unless otherwise
designated below.

4. APPRAISAL PROCESS FOR STANDING ACADEMIC COMMITTEES
Appraisal of the work of standing academic committees will follow a general rubric to be
developed by the faculty senate. Committee chairs will be responsible for the completion of a
simple performance appraisal of members of their standing academic committee at the end
of the academic year or, if the faculty is being considered for tenure or promotion,
during the academic year in which the faculty is being considered for tenure or promotion in
time for inclusion of the appraisal in the review process. Members of standing academic
committees will be encouraged to respond in writing to the appraisals of the standing
academic committees on which they serve. These appraisals will be submitted to the Vice
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President for Academic Affairs. All appraisals will be filed in the office of the Vice President
for Academic Affairs and will be used in decisions of tenure, rank and promotion.

5. COMMITTEES
a) Academic Affairs
The academic affairs committee seeks to extend the mission of the university through the
development of undergraduate-level programs on the main campus. Academic affairs
has such responsibilities including reviewing and coordinating recommended changes
to the curriculum. The committee then makes a recommendation to the faculty senate for
vote.
The faculty senate elects four (4) full-time faculty members for recommended
appointment and two (2) full-time faculty members appointed directly by the president.
Two (2) students may be elected by SGA for recommendation to the president for committee
service and, as appropriate, may provide input into curricular developments. Normally, the
Vice President for Academic Affairs serves as chair. All have voting privileges.

b) Assessment Committee.
The assessment committee is responsible for the coordination of the assessment
requirements of the University. Normally, the associate dean for assessment chairs the
committee.
Membership includes the Vice President for Academic Affairs (voting), professional staff
recommended for appointment by the Vice President for Academic Affairs, two (2) full-time
faculty members elected by the faculty senate for recommended appointment and two
(2) full-time faculty members appointed directly by the president. All have voting privileges.

c) Curriculum Committee for Undergraduate Studies at the Center
The Curriculum Committee for Undergraduate Studies at the Center seeks to extend the
mission of the university through the development of undergraduate-level programs at
the Center. The Curriculum Committee has such responsibilities including reviewing
and coordinating recommended changes to the curriculum. The committee then makes
a recommendation to the faculty senate for vote.

d) Graduate Council
The graduate council seeks to extend the mission of the University through the
development of master's level programs. The council has such responsibilities as
development of policy, review and recommendation of graduate programs, and
communications with university constituencies regarding such policies and programs.
Normally, the vice president of the Center and Dean for Graduate and Continuing Studies chairs
the committee.
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The membership on the graduate council will be as follows: representing departments
with graduate programs, the chairpersons and the graduate coordinators; representing the
faculty at large, with two-year terms each, two faculty members who ordinarily would not be
from the departments with graduate programs, holding terminal degree designate in their
academic disciplines - one elected by the faculty for recommended appointment and one
appointed by the president of the university; ex-officios, the Vice President for Overland Park
and Graduate Dean, and the vice president for academic affairs. All members have voting
privileges,

e) Experiential Learning
The experiential learning committee reviews and evaluates life experience profiles
submitted by students requesting experiential learning credits. The committee determines
the number of credits awarded.
Normally, the committee members are four full-time faculty members appointed directly
by the president. The chair is appointed directly by the president and is a non-voting
member. A representative of the department in which the student requests credit may be
especially appointment by the president.

f) Teacher Education Committee
The teacher education committee (TEC) is appointed by the president. The TEC
comprises representatives from the unit for professional education programs. The unit
has the responsibility and authority to develop, administer, evaluate, and revise all
professional education programs. TEC membership includes all full-time faculty in the
education department, selected faculty from the secondary education areas, the
coordinator for field experiences, the Vice President for Overland Park and Graduate
Dean, and the education coordinator from the center. The chair of the education
department, who is also the unit head and chair of the TEC, the Vice President for
Academic Affairs, and the Vice President for Overland Park and Graduate Dean serve as
ex-officio members. The TEC deliberates and approves applications for admission to the
Teacher Education Program and Student Teaching for the undergraduate programs. The
TEC serves as the initiating body for policies and curricula in teacher education for
undergraduate programs; and for the graduate programs through the appointed through the
appointed representation of the unit head and the education graduate coordinator to the
graduate council. The education unit/department chair takes policy and curricular decisions
to the Vice President for Academic Affairs, the academic affairs committee, or the
graduate council as appropriate to governance procedures of the university.

6. TASK FORCES
The president may appoint and the faculty senate may recommend appointment of task
forces for special assignment from time to time.
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D. OTHER COMMITTEES OUTSIDE THE SCOPE OF THE
FACULTY SENATE
1. ADMISSIONS
The admissions committee makes decisions on the admission of students whose
credentials are in question. It also may consider policies, which strengthen the
admissions program of the University. It refers its recommendations for policy change to
the faculty senate and the administration.
The committee members are three ex-officio: the director of admissions, the Vice
President for Academic Affairs and the vice president for student life or their
representatives. The president appoints three additional members representing faculty and
staff. The director of admissions is the chair. All are voting members.
The President or Vice President for Academic Affairs may appoint alternate faculty and
staff outside the academic calendar. Four of the six members should be included for
deliberations.

2. GRIEVANCE COMMITTEE
The grievance committee consists of five (5) members: three full-time tenured faculty
members elected by the faculty, one faculty member chosen by the grievant, and one
faculty member appointed by the president. All members must be University of Saint Mary
employees. The elected members are elected in rotation for two years; an alternate is
also elected for a two-year term to serve in the event that one of the elected members is
unavailable or ineligible. The grievant and the president each may reject the other's choice of
committee member one time only and any other member chosen by the grievance committee
or the president is not subject to rejection by the other absent a charge of bias or interest.

3. RANK AND TENURE COMMITTEE
a) Purpose
The rank and tenure committee recommends candidates for promotion in rank and
award of tenure or both.

b) Membership
The rank and tenure committee consists as an entity separate from the Faculty Senate.
The following are constraints on membership to the rank and tenure committee:
Membership is limited to current full-time faculty who hold the rank of assistant professor
or above and who have at least three years service at University of Saint Mary.
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All of the members must be tenured faculty members of University of Saint Mary.
The rank and tenure committee consists of five members. One member of the
committee is appointed by the president. Four members are elected by the faculty-atlarge. The committee elects the chair by majority vote of the full committee
membership.
Members serve two-year terms unless filling a vacancy.
Terms are staggered so that at least two members are elected or appointed to the
committee each year.
No one may serve more than four consecutive years on the committee.
No one may serve on the committee during the year in which he/she applies for
promotion in rank.

4. ACADEMIC LEADERSHIP COUNCIL
The Academic Leadership Council comprises the department chairs and other faculty
and administrative personnel appointed by the Vice President for Academic Affairs. The
ALC serves as an advisory council to the Vice President for Academic Affairs.
A department chair is responsible for academic and administrative oversight of a
department and for assuring that all aspects of its development and operation are in accord
with the mission and objectives of the University. The President appoints a department
chair for a term of no less than two years; the appointment is based upon the
recommendation of the Vice President for Academic Affairs, which is made after
consultation with other members of the department.
As the chief academic officer of the department, the chair cooperates with other faculty in
the department to develop and implement programs and curricula. The chair promotes
faculty development by assisting in the recruitment and retention of qualified faculty, by
encouraging participation in professional organizations and activities, and by encouraging
and exemplifying good teaching and scholarship. The department chair is responsible for
regular assessments of programs and faculty.
The chairperson is the department's spokesperson in internal and University matters.
Some of the official duties include leading department meetings, cooperating with other
departments and offices, budgeting, reporting, and record keeping. The chair is also
responsible for maintaining relationships outside the University with such constituencies as
alumni, professional associations, and prospective students.
The department chair reports to the Vice President for Academic Affairs. Service as a
department chair is compensated by a stipend and/or a reduced teaching load as
determined by the Vice President for Academic Affairs.
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II. PERSONNEL POLICIES
A. GENERAL UNIVERSITY PERSONNEL POLICIES
1. EQUAL EMPLOYMENT OPPORTUNITY STATEMENT
It is the policy of University of Saint Mary to provide equal opportunity in employment to
all employees and applicants for employment without regard to race or color, sex or
gender, national origin or ancestry, disability or handicap, religion or creed, age, sexual
orientation, marital status, past, present or future membership in the uniformed services
including the Reserve and National Guard, citizenship or intending citizenship status.
Equal employment opportunity includes, but is not limited to, hiring, training, promotion,
transfer and discharge and discipline.
If you feel that you have a complaint or problem relating to equal opportunity in
employment, you are encouraged to first use the Informal Procedures for Resolving
Questions, Concerns or Complaints of Equal Opportunity in Employment, Sexual
Harassment, Other Prohibited Harassment or Reasonable Accommodation and then the
Complaint Resolution and Open Door Policy. If for some reason, you feel that you
cannot bring your complaint under these procedures, you may bring your complaint to
any supervisor or member of the university administration with whom you feel you can
discuss the situation.
Employees will not receive unfavorable treatment for presenting a complaint of equal
opportunity in employment or for participating in an investigation or resolution of a
complaint or problem of equal opportunity in employment. All complaints and problems
will be considered confidential. Only those individuals involved in the complaint,
including its investigation or resolution, will be provided information concerning the
complaint.

2. SEXUAL HARASSMENT
Sexual harassment at University of Saint Mary is unacceptable conduct and will not be
tolerated. The harasser can be male or female, co-employee, administrator, faculty
member, Sister, student or prospective student, relative of a student or prospective
student, visitor or guest, vendor or any other person doing business with the university or
any person with whom the employee comes into contact in the performance of his or her
work.
Sexual harassment includes unwelcome sexual advances, requests for sexual favors
and other verbal or physical conduct of a sexual nature. Sexual harassment will be
regarded as a violation of this policy when (1) submission to such conduct is made a
term or condition of employment; (2) submission to or rejection of such conduct is used
as the basis for employment-related decisions such as promotion, performance
evaluation, pay adjustment, discipline, work assignments, or any other condition of
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employment; or (3) such conduct otherwise interferes with work performance or creates
an intimidating, hostile or offensive working environment.
If you feel that you have a complaint or problem relating to sexual harassment, you are
encouraged to first use the Informal Procedures for Resolving Questions, Concerns or
Complaints of Equal Opportunity in Employment, Sexual Harassment, Other Prohibited
Harassment or Reasonable Accommodation and then the Complaint Resolution and
Open Door Policy. If for some reason, you feel that you cannot bring your complaint
under these procedures, you may bring your complaint to any supervisor or member of
the university administration with whom you feel you can discuss the situation.
Employees will not receive unfavorable treatment for presenting a complaint of sexual
harassment or for participating in an investigation or resolution of a complaint or problem
of sexual harassment. All complaints or problems will be considered confidential. Only
those individuals involved in the complaint, including its investigation or resolution, will
be provided information concerning the complaint.

3. OTHER PROHIBITED HARASSMENT
Harassment because of a person's race or color, gender, national origin or ancestry,
disability or handicap, age, sexual orientation, marital status, past, present or future
membership in the uniformed services including the Reserve and National Guard,
citizenship or intending citizenship status is prohibited at University of Saint Mary. The
harasser can be any employee, administrator, faculty member, Sister, student or
prospective student, relative of a student or prospective student, visitor or guest, vendor
or any other person doing business with the university or with whom the employee
comes into contact in the performance of his or her work.
If you feel that you have a complaint or problem relating to prohibited harassment, you
are encouraged to first use the Informal Procedures for Resolving Questions, Concerns
or Complaints of Equal Opportunity in Employment, Sexual Harassment, Other
Prohibited Harassment or Reasonable Accommodation and then the Complaint
Resolution and Open Door Policy. If for some reason, you feel that you cannot bring
your complaint under these procedures, you may bring your complaint to any supervisor
or member of the university administration with whom you feel you can discuss the
situation.
Employees will not receive unfavorable treatment for presenting a complaint or problem
of harassment or for participating in an investigation or resolution of a complaint or
problem of harassment. All complaints and problems will be considered confidential.
Only those individuals involved in the complaint, including its investigation or resolution,
will be provided information concerning the complaint.

4. REASONABLE ACCOMMODATION
University of Saint Mary will reasonably accommodate an employee's known disability.
Any employee may request a reasonable accommodation from his or her supervisor or
the Human Resources Director. All requests for reasonable accommodation will be kept
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confidential except that supervisors and managers may be informed regarding
necessary restrictions on the work or duties of the employee and necessary
accommodations. In addition, first aid and safety personnel may be informed, when
appropriate, if the disability might require emergency treatment. Government officials
investigating compliance with applicable law shall be provided relevant information on
request.
If you feel that you would like an accommodation, contact the EEO Compliance Officer.
If you feel you have a complaint related to reasonable accommodation, you are
encouraged to use the Informal Procedure for Resolving Questions, Concerns or
Complaints of Equal Opportunity in Employment, Sexual Harassment, Other Prohibited
Harassment or Reasonable Accommodation and then the Complaint Resolution and
Open Door Policy. If for some reason you feel that you cannot bring your complaint
under these procedures, you may bring your complaint to any supervisor or member of
the university administration with whom you feel you can discuss the situation.

5. INFORMAL PROCEDURES FOR RESOLVING QUESTIONS,
CONCERNS OR COMPLAINTS OF EQUAL OPPORTUNITY IN
EMPLOYMENT, SEXUAL HARASSMENT, OTHER PROHIBITED
HARASSMENT OR REASONABLE ACCOMMODATION
a) Consultation with the EEO Compliance Officer
Consultation with the EEO Compliance Officer is available to any employee who has a
complaint or problem of equal opportunity in employment, employment discrimination,
sexual harassment, other prohibited harassment or failure of reasonable accommodation
against any employee, administrator, faculty member, Sister, student or prospective
student, relative of a student or prospective student, visitor or guest, vendor or any other
person doing business with the university or any person with whom the employee comes
into contact in the performance of his or her work. The university encourages
consultation with the EEO Compliance Officer before bringing an informal or formal
complaint. The EEO Compliance Officer is appointed by the President, announced
annually and published in the university directory.
The purpose of consultation is to determine the nature of and appropriate means of
addressing the perceived employment discrimination, sexual harassment, other
prohibited discrimination or failure of reasonable accommodation. Informal consultation
will afford an opportunity to clarify any perceived prohibited act, weigh and consider
various solutions for resolving any perceived prohibited act and determine further steps,
if any, to be taken. Often a confidential, open and frank discussion with the EEO
Compliance Officer may resolve any question or concern raised by the employee and
enhance overall understanding of prohibited employment discrimination, sexual
harassment, other prohibited harassment or reasonable accommodation.
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Consultation relating to prohibited employment discrimination, sexual harassment, other
harassment or reasonable accommodation will be held in confidence, unless the person
bringing the complaint (“complainant”) requests otherwise.
The employee should present the complaint as promptly as possible after the alleged
incident occurs and, whenever possible, within 15 working days of the events giving rise
to the complaint. If the employee is not satisfied with the results of consultation, the
employee should bring his or her complaint under the Informal Complaint Resolution
Procedure within 15 working days of the conclusion of consultation with the EEO
Compliance Officer.

b) Informal Complaint Resolution Procedure
For informal resolution of a complaint of violation of the Equal Employment Opportunity
Statement or the Sexual Harassment, Other Prohibited Harassment or Reasonable
Accommodation policies, the person bringing the complaint ("complainant") must
consent to be identified to the individual against whom the complaint is made
(“respondent”). Complaints of employment discrimination are often particularly sensitive
and all involved will respect strict confidentiality. To safeguard the privacy of all
individuals, dissemination of information will be limited only to those involved in the
investigation and resolution of the complaint or otherwise with a need to know.
To initiate the Informal Complaint Resolution procedure, the complainant must submit a
written statement to the EEO Compliance Officer stating the nature of the complaint and
identifying the respondent.
The EEO Compliance Officer will inform the respondent of the allegations, provide the
respondent with a copy of the written complaint and advise the respondent that the
university will not tolerate any retaliatory action and any retaliatory action on the part of
respondent against the complainant or any other involved in the investigation or
resolution of the complaint may result in discipline.
The EEO Compliance Officer will take whatever steps he or she deems appropriate to
effect an informal resolution of the complaint acceptable to both complainant and
respondent. In instances where a fact-finding investigation is necessary, the EEO
Compliance Officer will conduct a prompt, thorough and impartial investigation.
In instances where the EEO Compliance Officer determines harassment has occurred,
informal resolution of the complaint will include immediate and appropriate corrective
action.
If unsatisfied with informal resolution, the complainant may proceed as follows:
if the respondent is an administrative or staff employee, under the Complaint
Resolution and Open Door policy in this Administrative/Staff Handbook.
if the respondent is a student, under the Disciplinary Charge(s) policy of the
Student Handbook.
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if the respondent is a faculty member, under the policies applicable to complaints
against faculty.
The EEO Compliance Officer will, upon request, help the complainant determine the
appropriate policy under which to proceed.

6. SUBSTANCE ABUSE POLICY
a) Prohibition
(1) Illegal Drugs
The university prohibits all employees from using or being under the influence of any
illegal drug or controlled substance or involved in the manufacture, distribution,
dispensation, possession, sale, transfer or use of any illegal drug or controlled
substance during working time, on any university or Sisters of Charity property, including
the Leavenworth campus, the Wyandotte County site, the Johnson County site or any
distance learning site, while using university equipment, including university vehicles, or
while on university business. The term “illegal drug” includes prescription and over-thecounter drugs that are obtained illegally or not used in conformity with the prescription or
manufacturer's directions.

(2) Legal Drugs
The university prohibits all employees from using or being under the influence of any
legal drug during working time, on any university or Sisters of Charity property, including
the Leavenworth campus, the Wyandotte County site, the Johnson County site or any
distance learning site, while using university equipment, including university vehicles, or
while on university business to the extent such use or influence may affect (1) the safety
of another employee, administrator, faculty member, Sister, student or prospective
student, relative of a student or prospective student, visitor or guest, vendor or any other
person doing business with the university or any person with whom the employee comes
into contact in the performance of his or her work, (2) the employee's job performance,
or (3) the safe or efficient operation of the university.
An employee under a doctor's direction to use a drug that could affect the employee's
ability to work or impair the employee's work performance should notify his or her
immediate supervisor only of the effect of any such drug on safety or work performance,
but not the name of the drug or purpose for which the drug is taken. Where an employee
fails to notify his or her supervisor of the potential effect of the drug, instances of safety
or poor performance may subject the employee to discipline up to and including
termination.
The term "legal drug" includes prescribed drugs and over-the-counter drugs that have
been legally obtained and are being used for the purpose for which they were prescribed
or manufactured.
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(3) Alcoholic Beverages
The university prohibits all employees from using or being under the influence of alcohol
on any university or Sisters of Charity property, including the Leavenworth campus, the
Wyandotte County site, the Johnson County site or any distance learning site, while
using university equipment, including university vehicles, or while on university business
to the extent such use or influence may affect (1) the safety of another employee,
administrator, faculty member, Sister, student or prospective student, relative of a
student or prospective student, visitor or guest, vendor or any other person doing
business with the university or with whom the employee comes into contact in the
performance of his or her work, (2) the employee's job performance, or (3) the safe or
efficient operation of the university.
It is not prohibited for an employee to consume alcoholic beverages in reasonable
quantities with prior permission of university administration in the following
circumstances, if appropriate:
At social functions sponsored by the university where alcohol is served
During business dinners, or other events at which the employee is representing the
university and alcohol is served; and
In special circumstances as may be permitted by administration. Grant of permission in
any special circumstance is at the sole discretion of the administration.
Based on the judgment of the Vice President for Administrative Services regarding the
circumstances of each case, an employee may be disciplined up to an including
termination or referred to treatment for violation of the university’s Substance Abuse
policy.

b) Screening
An employee may be required to undergo a drug or alcohol screening if, in the judgment
of the employee's supervisor, the employee is exhibiting articulable characteristics of
prohibited drug or alcohol use. A drug or alcohol screening may also be required if the
employee is involved in a work-related accident and the university has probable cause to
believe the employee used, had possession of, or was impaired by drugs or alcohol
while working. If the test results indicate the employee is under the influence of drugs or
alcohol or has a drug or alcohol problem, the employee, at the sole discretion of the
university, may be subject to discipline up to and including termination or referred for
treatment. If the employee refuses to undergo a drug or alcohol screening or refuses
treatment after identification of a drug or alcohol problem, the employee may be subject
to discipline up to and including termination.

c) Reporting Convictions
Any employee working under a grant or contract with the Federal government who is
convicted of a criminal drug violation in the workplace, must notify the university within
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five (5) days of the conviction. The university will notify the government contracting
officer within ten (10) days of receiving notice that the employee has been convicted of a
criminal drug violation in the workplace. Based on the judgment of the Vice President for
Administrative Services regarding the circumstances of each case, any employee
convicted of a criminal drug violation in the workplace will be disciplined, up to and
including discharge, or will be referred and required to satisfactorily participate in a drug
abuse assistance or rehabilitation program.

d) Medical Insurance
The university's medical insurance includes coverage of some treatment for drug and
alcohol problems. We encourage employees to seek treatment when necessary.

e) Good Faith Effort
We believe that maintaining our workplace free of substance abuse is everyone's
responsibility. We all must make a good faith effort to continue to maintain the quality of
our workplace by carefully following this Substance Abuse policy.

7. EMPLOYMENT OF RELATIVES AND PERSONS IN SAME
HOUSEHOLD
University of Saint Mary accepts and considers applications for employment from close
relatives, such as parents, children, spouses or in-laws, and persons living in the same
household as a current employee. The university, however, does not permit employees
who are relatives or live in the same household to work under the direct or indirect
supervision of each other or to occupy a position where one has influence over the
other's employment, including such things as job duties or assignments, salary
adjustment, advancement, promotion or discipline and discharge. In addition, employees
who are relatives or live in the same household may not occupy positions that create the
potential for unfair treatment of any other employee, a conflict of interest or undue
influence of one over the other. This policy applies to all employees including direct
supervisory relationships between faculty members and student employees. Requests
for exceptions to this policy are brought to the Human Resources Director.

B. COMPENSATION POLICIES
1. PAYDAYS
The pay periods for faculty are the 1st through the 15th of the month and the 16th through
the last day of the month.
Faculty receive paychecks on the 15th and 30th of each month for the pay period ending
on the 15th and 30th or 31st (last day) of that month.
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When a payday falls on a weekend or holiday, University of Saint Mary will make every
effort to, but will not guarantee that it will, distribute paychecks on the Friday or last
working day prior to the holiday. Paychecks will be given only to the employee, unless
the employee signs a written request to release the check to another individual. Any
individual authorized to take possession of the employee’s paycheck must provide
identification satisfactory to the university.

2. PAYCHECKS
The Payroll Coordinator will distribute paychecks. If you are employed off the main
University of Saint Mary campus, checks will be mailed directly to the address on the W4. Any address changes must be reported to the Human Resources Director or Payroll
Coordinator.

3. PAYROLL DEDUCTIONS
Earnings and payroll deductions are shown on a voucher with the paycheck.
Deductions required by law or authorized by the employee, in general, are as follows:
Required by Federal or State Law
Federal Income Tax
State and Local Income Tax
FICA
FUTA
Wage Garnishments
As otherwise authorized by Law

Authorized by Employee
Medical Insurance
Life and AD&D insurance
Dental Insurance
Vision Insurance
Tax Deferred Annuity
Credit Union
By signed payroll deduction

Any questions about your paycheck should be directed to the Payroll Coordinator or
Human Resources Director.

C. BENEFITS
1. DENTAL INSURANCE
Full-time employees may participate in the dental insurance plan provided they are
otherwise eligible and qualified under the terms of the plan. The employee is responsible
for the full monthly premium for dental insurance and must sign a payroll deduction
authorization form permitting the university to deduct the premium from the employee’s
paycheck. Premiums are subject to change annually. Details and a Summary Plan
Description are available from the Human Resources Director upon request.
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2. GROUP LIFE AND ACCIDENTAL DEATH AND DISMEMBERMENT
INSURANCE
Group life and accidental death and dismemberment insurance is available to full-time
employees in an amount equal to their annual salary provided they are otherwise eligible
and qualified under the terms of the plan. Full-time employees may purchase dependent
coverage and supplemental life insurance and accidental death and dismemberment
insurance and part-time employees may purchase basic life and accidental death and
dismemberment insurance, provided they are otherwise eligible and qualified under the
terms of the plan. Details and a Summary Plan Description are available from the
Human Resources Director upon request.

3. DISABILITY INSURANCE
The university provides long-term and short-term disability insurance to all full-time
employees and part-time employees who work at least 20 hours per week, provided they
are otherwise eligible and qualified under the terms of the plan. Details and a Summary
Plan Description are available on request from the Human Resources Director.

4. MEDICAL INSURANCE
All full-time employees may participate in one of the university’s medical insurance plans
provided the employee is otherwise qualified and eligible to participate under the terms
of the plan. An employee is generally not eligible until the first day of the month following
the employee’s hire date. The university pays a fixed portion of the employee’s premium
and the employee pays the remainder. Premiums are subject to change annually.
Details and a Summary Plan Description are available on request from the Human
Resources Director.

5. VISION INSURANCE
All full-time employees may participate in the vision insurance plan provided they are
otherwise eligible and qualified under the terms of the plan. The employee is responsible
for the full monthly premium for vision coverage and must sign a payroll deduction
authorization form permitting the university to deduct the premium from the employee’s
paycheck. Premiums are subject to change annually. Details and a Summary Plan
Description are available from the Human Resources Director upon request.

6. WORKERS COMPENSATION
University of Saint Mary is covered by the Kansas Workers Compensation Act. All
injuries that occur on the job must be reported to the employee's supervisor and the
Human Resources Office immediately.
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7. SECTION 125 PREMIUM SAVINGS PLAN
University of Saint Mary offers a Section 125 Premium Savings Plan to eligible
employees who are otherwise qualified and eligible to participate under the terms of the
plan. In general, this plan permits the employees’ medical, dental and vision insurance
premiums to be paid with “before-tax” dollars and employee payments into the plan are
deducted from the employee’s gross pay before federal, state and social security taxes
are calculated and deducted. Details and a Summary Plan Description are available on
request from the Human Resources Director

8. PENSION AND ANNUITY PROGRAMS
All full-time non-exempt employees may participate in the defined benefit pension plan
after completion of one year of continuous service provided they are otherwise eligible
and qualified to participate under the terms of the plan. This plan is fully funded by
University of Saint Mary. Details and a Summary Plan Description are available on
request from the Human Resources Director.
Retirement annuities and supplemental retirement annuities by monthly contributions to
TIAA-CREF (Teachers Insurance and Annuity Association University Retirement
Equities Fund) are available to all employees who work at least 1000 hours each year
and who are otherwise eligible and qualified under the terms of the plan. In general,
TIAA provides fixed dollar retirement annuities; CREF provides retirement benefits
based on common stock investments.
After one year of continuous employment, eligible exempt employees who participate in
TIAA-CREF may also contribute an additional 5% of their gross annual salary into their
account with the fund, and in such event, the university will contribute an equal amount
up to 5% of the employee’s annual salary. Participating employees must sign a payroll
deduction authorization form permitting the university to deduct the payments from the
semi-monthly paycheck.
Details and a Summary Plan Description of the TIAA-CREF plans are available on
request from the Human Resources Director.
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9. TUITION REMISSION
Eligible individuals include full-time employees and part-time employees who work at
least 1000 hours per year for the university and spouses and dependent children of fulltime employees and part-time employees who work at least 1000 hours per year for the
university. The Internal Revenue Service determines a child’s dependent status and
taxability of tuition remission. If a dependent receiving benefits under this policy ceases
to meet the IRS definition of dependent, the benefit is withdrawn at the conclusion of the
semester in which the dependent status ceases and the employee may be responsible
for reimbursement for the tuition remission benefit for the semester in which eligibility
ceases.
The tuition remission benefit is available each semester provided the participant satisfies
all eligibility requirements. Each eligible individual must complete the Tuition Remission
Benefit Official Approval Form and receive the required approvals each semester of
participation to receive the tuition remission benefit. Forms are available from the Human
Resources Director.
For full-time employees, spouses and dependents, the tuition remission benefit may
change from time to time. Currently, the undergraduate tuition remission benefit is 100%
of tuition less all approved institutional financial aid and non-institutional grants and
scholarships. Part-time employees who work at least 1000 hours per year are eligible to
receive the benefit prorated based on the number of hours worked less all approved
institutional financial aid and non-institutional tuition grants and scholarships.
For full-time employees, tuition remission benefits will be limited to the equivalent of 18
undergraduate and six (6) graduate credits each sixteen-week semester at 100% of
tuition charges per individual. The tuition remission benefit for graduate study as
described in the preceding sentence will, for regular part-time employees who work at
least 1000 hours per year, be prorated based on the number of hours worked.
Participants are required to work with the financial aid office and apply each semester for
all federal and state tuition or scholarships for which they might be eligible as determined
by the university's Director of Financial Aid; and

(a) the tuition remission benefits is reduced by any tuition grant or scholarship
received.

(b) participants who do not apply for all federal and state tuition grants or
scholarships for which they might be eligible as determined by the university's
Director of Financial Aid or who are ineligible for any state or federal tuition
grant or scholarship because of a late application will be responsible for
payment of the portion of the tuition which the university determines would
have been available from a state or federal tuition grant or scholarship had
the eligible individual timely applied.

(c) the amount of any tuition remission benefit received for graduate studies in
excess of $5,250 per year will appear as wages earned on the employee’s
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W-2 and is subject to tax pursuant to the Internal Revenue Code as
interpreted by the Internal Revenue Service and courts of the United States.

(d) The tuition remission benefit is applicable to the university’s undergraduate and
graduate programs subject to the limitations stated in this policy.

(e) The tuition remission benefit covers regular tuition only and does not include any
special fee-bearing educational activity. Participants are required to pay all
admission fees, general fees, special fees, special charges such as those for
private or group music lessons, overload charges, independent study, books,
room and board and other non-tuition fees.

(f) An employee must obtain written approval of his or her supervisor prior to
enrolling and the class(es) should be taken outside of his or her regular work
schedule.

(g) If an employee wishes to enroll in classes that meet during his or her regular
work schedule, the employee must have the written approval of their
supervisor. In addition, the employee and the supervisor must sign a written
agreement, which details when the employee will be absent from work and
how the lost time will be made up. This signed agreement must be filed in
the Human Resources Office prior to the first class meeting.

(h) Tuition remission benefits during summer sessions are dependent upon
individual course enrollment. The Vice President for Academic Affairs will
make the final determination on course enrollment.

(i) All students must meet University of Saint Mary admission requirements,
maintain satisfactory academic standing and abide by the university's rules of
conduct and policies applicable to students.

(j) The university reserves the right to deny or remove a student from the tuition
remission benefit program if the university determines in its discretion that
such action is warranted, for example, the student is in default of a student
loan or owes monies due the university.
University of Saint Mary participates in tuition remission benefit programs with a number
of other universities under agreements with the Council of Independent Colleges.
Participation in tuition remission benefits under these agreements is pursuant to the
terms of the applicable agreement and at the discretion of University of Saint Mary and
the university at which the student would like to enroll.
For additional information about tuition remission benefits at University of Saint Mary or
another institution, see the Human Resources Director.
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10.

TUITION ASSISTANCE PROGRAM

A tuition assistance program is available to all full-time and part-time employees, as
defined below, taking graduate studies through University of Saint Mary.

(a) Eligible individuals include full-time employees and part-time employees who
work at least 1000 hours per year for the university. For full-time employees,
tuition assistance benefits will be provided at 100% of tuition charges per
individual. For regular part-time employees who work at least 1000 hours per
year, the percentage of tuition charges provided will be prorated based on the
number of hours worked.

(b) For full-time employees, tuition assistance benefits will be limited to the
equivalent six (6) graduate credits each sixteen-week semester at 100% of
tuition charges per individual, unless agreed to in writing, approved by your
supervisor and signed by the President. The tuition assistance benefit for
graduate study as described in the preceding sentence will, for regular parttime employees who work at least 1000 hours per year, be prorated based on
the number of hours worked.

(c) The amount of any tuition assistance benefit received for graduate studies, in
excess of $5,250, will appear as wages earned on the employee’s W-2 and is
subject to tax pursuant to the Internal Revenue Code. Any assistance
provided up to the $5,250 maximum, will be excluded from gross income.

(d) Any employee wanting to participate in the tuition assistance plan must complete
a Tuition Assistance Program Approval Form and receive the required
approvals each semester of participation. Forms are available from the
Human Resources Director.

(e) The tuition assistance program covers graduate classes taken through University
of Saint Mary only. The program covers regular tuition only and does not
include any special fee-bearing educational activity. Participants are required
to pay all admission fees, general fees, special fees, special charges such as
those for private or group music lessons, overload charges, independent
study, books, room and board and other non-tuition fees.

(f) An employee must obtain written approval of his or her supervisor prior to
enrolling, and the class(es) should be taken outside of his or her regular work
schedule. If an employee wishes to enroll in classes that meet during his or
her regular work schedule, the employee must have the written approval of
their supervisor. In addition, the employee and the supervisor must sign a
written agreement, which details when the employee will be absent from work
and how the lost time will be made up. This signed agreement must be filed
in the Human Resources Office prior to the first class meeting.

(g) All students must meet University of Saint Mary admission requirements,
maintain satisfactory academic standing and abide by the university's rules of
conduct and policies applicable to students. The university reserves the right

29

to deny or remove a student from the tuition assistance program if the
university determines in its discretion that such action is warranted, for
example, the student is in default of a student loan or owes monies due the
university.

11.

BOOKSTORE DISCOUNT

Employees receive a discount of 10% on purchases at the bookstore. The bookstore
discount does not apply to sale items or to books.

12.

ANCILLA CENTER DISCOUNT

Full-time employees receive a 10% discount off of childcare expenses through the
Ancilla Center.

D. FACULTY PERSONNEL POLICIES
1. FACULTY APPOINTMENTS
Appointments to full-time positions on the faculty may be with or without tenure. Notice
of whether a faculty appointment is with or without tenure is stated in the faculty contract.

a) Contracts
A formal contract, which includes the academic rank, salary, length of time of
appointment, and any other specific provisions, will be entered into between a faculty
member and the University at the time of appointment. The contract is ordinarily for one
academic year. The president’s approval, upon the recommendation of the Academic
Vice-President or the Vice-President for Overland Park and Graduate Dean, is required
for full-time faculty members to engage in graduate study, part-time teaching elsewhere,
tutoring, consulting, and any other such activity that could interfere or conflict with the
faculty member’s primary responsibility to the University during the time of contract or
appointment.

b) Tenure-track Appointments
Ordinarily, appointments to full time positions on the faculty are made with the
expectation that the faculty member will be eligible to apply for tenure when the
requirements for tenure have been satisfied. Any exception to this will be specified in
the faculty contract.
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c) Non Tenure-track Appointments
Non-tenure track appointments are made under conditions where the faculty member
may not hold the requisite or terminal degree in an area, is a visiting professor, or where
a faculty member comes to the faculty after having retired from a previous position in
industry or education. Non-tenure appointments are limited and renewable
appointments are contingent upon satisfactory annual evaluation in accordance with the
normal procedures for faculty evaluation and expectations of performance. These may
apply to either part-time or full-time faculty.

d) Adjunct Appointments
The president or the Vice President for Academic Affairs or the Vice President for
Overland Park and Graduate Dean appoints adjunct faculty as lecturers based on the
needs of the University. The position does not lead to or count toward tenure or lead to
promotion to the ranked faculty. Selection of adjunct faculty is consistent with the
academic standards of University of Saint Mary. Adjunct faculty shall meet the
requirements for instructor rank. In lieu of these requirements, experience and
accomplishment appropriate to the field may be substituted. Lecturers have the same
freedom and responsibility in the management of courses as other faculty. Adjunct
faculty are expected to be available for a reasonable amount of time to counsel students
regarding their course work via office hours or appointment.
Ordinarily staff will not be permitted to teach during regular working hours. Should an
occasion arise that necessitates the use of a staff member to teach during regular
working hours, the department chair should notify the Vice President for Academic
Affairs or the Vice President for Overland Park and Graduate Dean of the situation. The
appropriate Vice President will make the determination if the situation warrants the
employment of the staff member as an adjunct instructor and in coordination with the
person’s supervisor further determine if that employment is compatible with the
requirements of the staff office. Any staff member so employed must sign a written
agreement with his/her supervisor that details when the employee will be absent from
work and how the lost time will be made up. This signed agreement must be filed in the
Human Resource Office prior to the first class meeting.
A letter of agreement specifies the terms of the adjunct faculty’s employment and
responsibilities. Adjunct faculty are eligible to attend faculty meetings, department
meetings, and social gatherings of the faculty sponsored by the University or the faculty.

e) Hiring Guidelines
These guidelines are norms for the hiring of full-time faculty with contracts of
employment. Any variance from these guidelines is at the discretion of the University
and not subject to challenge under applicable procedure stated in this faculty handbook.
Hiring at University of Saint Mary is in conformity with Title VII, the Americans with
Disabilities Act, the Kansas Act Against Discrimination, and other federal and state
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employment-related statutes applicable to the University. The University reserves and
may exercise preference for a Catholic or a Sister of Charity of Leavenworth where
permissible.
The president is responsible for the final decision to hire a faculty member. This
decision will be made after consultation with the Vice President for Academic Affairs or
the Vice President for Overland Park and Graduate Dean.
The Vice President for Academic Affairs or the Vice President for Overland Park and
Graduate Dean will appoint a search committee of three to five persons, which will
include the chair of the department and, where feasible, at least one faculty member
recommended by the department for which the position is sought. At least one faculty
member must be chosen from another department. The chair of the committee will
provide the committee members with the qualification criteria for the position.
The availability of the position will be announced in the appropriate media, such as the
Chronicle of Higher Education, local and regional newspapers, and professional
publications.
The chair of the department will be the chair of the search committee. Usually the office
of the Vice President for Academic Affairs or the Vice President for Overland Park and
Graduate Dean receives and acknowledges the applications and maintains the file of
applications received and acknowledgements of receipt. This file will be available to all
members of the search committee.
The search committee will meet at a reasonable time after the search has closed, or as
determined by the committee, to discuss the candidates.
After discussion and agreement, the search committee usually will recommend three
candidates to be invited to the campus for interview. If it is not possible for a candidate
to come to the campus, the search committee, with the approval of the Vice President
for Academic Affairs or the Vice President for Overland Park and Graduate Dean, will
arrange for an alternate mode of interview. If a Sister of Charity of Leavenworth has
applied and she is not selected by the search committee to be one of the candidates
invited to the campus for an interview, she will be so advised.
Candidates who are invited for interview will spend at least one day on campus. During
that time the candidate will meet with the search committee and the Vice President for
Academic Affairs or the Vice President for Overland Park and Graduate Dean, and, if
possible, with the chair, the department, a representative group of students, and the
president.
Following the campus visit of the last candidate, the search committee will give its
recommendation to the Vice President for Academic Affairs or the Vice President for
Overland Park and Graduate Dean and, if requested by the Vice President for Academic
Affairs or the Vice President for Overland Park and Graduate Dean, rank the other
candidates in order of their preference for hiring.
The University may include in an offer of employment for faculty and administrators a
contribution toward the expense of relocation. The amount is negotiable.
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f) Administrators as Faculty Members
The president and Vice President for Academic Affairs or the Vice President for
Overland Park and Graduate Dean, as well as administrators who were appointed from
the faculty, may retain their academic rank as faculty.
The members of the administrative council who are ex-officio members of the faculty
serve 12 month terms and may retain their academic rank and tenure but are not eligible
for consideration for promotion in rank or tenure.

2. FACULTY RECORDS
a) Faculty Personnel Files
University of Saint Mary maintains personnel files on all employees. It is important to
keep records current because this information is used for tax withholding, administration
of benefits, notification in case of emergency and other proper purposes. An employee
should contact the Human Resources Director immediately if there is any change in the
employee’s home address, telephone number, tax withholdings, benefits, emergency
contact person or military status.
Access to personnel files is generally restricted to the Human Resources Department.
Upon request and in the presence of a representative of the university, an employee
may review his or her personnel file at reasonable times during business hours, but no
copies of the file are permitted.

b) Release of Information
Except for records and information that the university is required to provide to
government agencies, no information other than name, position and dates of
employment will be released to another unless the employee signs an authorization for
release of information.

3. EVALUATION OF THE FACULTY
a) Faculty Evaluations
Faculty are evaluated on a periodic basis through the following instruments of
evaluation: self-evaluation, formative evaluation by department chairs, student
evaluation of teaching, and advising evaluation by the faculty’s advisee. Faculty are
evaluated by department chairs who in turn are evaluated by the Vice President for
Academic Affairs. Nontenured faculty are evaluated annually and tenured faculty are
evaluated every five years. The evaluation process begins with the faculty member’s
self-evaluation. The self-evaluation is turned in to the faculty member’s department
chair or other supervisor who then writes a separate formative evaluation of the faculty
member. Evaluations are signed by both the supervisor and the faculty member. The
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purpose of the formative evaluation is to help faculty members improve as teachers and
as members of University of Saint Mary faculty.
Student and advising evaluations are an opportunity for students to give feedback to the
faculty. Ongoing feedback should be sought during the term of any course, with student
evaluations required at the end of all courses. Advising evaluations are administered
periodically through the Vice President for Academic Affairs or the Vice President for
Overland Park and Graduate Dean’s office.

b) Teaching Portfolios
(1) Purpose
University of Saint Mary recognizes excellence in teaching as the most important
attribute of a faculty member. The University also recognizes that it is also the
responsibility of all faculty to maintain a program of ongoing professional growth
including scholarship and research, professional contribution and service, service to the
University, and service to the community. The faculty teaching portfolio, which is
maintained by each faculty, contains evidence of the faculty’s performance in the areas
of teaching, professional growth, professional contribution, and service to the University
and the community.

(2) Contents and Longevity
The teaching portfolio should include the following types of information: evaluations, i.e.,
self-evaluations, department formative evaluations, student evaluations, and advising
evaluations; evidence of teaching and advising effectiveness (see Table I); and evidence
of professional growth, i.e., professional growth plans, end-of-year activity reports, and
summative measures of professional growth.
Maintaining a teaching portfolio is an ongoing process. Information contained in the
portfolio is used by the rank and tenure committee to evaluate teaching and advising
effectiveness and to make recommendations for promotion in rank or tenure.
Information maintained in the teaching portfolio should be timely. Information from the
teaching portfolio may be requested and used in the formative evaluation by the
department chairs.
Evidence of Teaching and Advising Effectiveness
Table 1 shows a matrix which illustrates the types of supporting information that could be
maintained in a teaching portfolio as evidence of teaching and advising effectiveness.
Sufficient supporting information from each column of the matrix should be maintained to
demonstrate effectiveness in each of the major areas.
Evidence of Professional Growth
It is the responsibility of all faculty to maintain a program of ongoing professional growth.
This process begins with the submission of a faculty growth plan. Usually, these plans
are submitted at the end of the preceding academic year and include plans for summer
and the following academic year. For nontenured faculty, the faculty growth plan is
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submitted annually for the next year. Faculty growth plans must be approved by the
department chair or Vice President for Academic Affairs. As evidence of professional
growth, all faculty are expected to participate in the review process of the rank and
tenure committee.
As evidence of professional growth, the following information should be maintained in
the teaching portfolio: faculty growth plan, end-of-year activity reports, and summative
measures of professional growth.
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Table 1
Evidence of Teaching and Advising Effectiveness

Supporting Information
produced solely by the
faculty member

Supporting Information
produced jointly by
faculty members and
others

Supporting Information
produced solely by
others

Knowledge of
subject matter

Course syllabi with
Bibliography
Lecture notes
Published or
unpublished works
Research
Grant proposals
Papers presented at
Professional
Meetings

Major graduate work
Reviews of peer works
Consulting work

Formative evaluations
Student evaluations
Summative measures
Awards

Pedagogical
techniques

Course syllabi
Tests
Assignments
Lesson Plans
Use of technology
Innovative teaching
Methods

Graded tests
Graded assignments
Grade distributions
Video tape of class
Participation in peer
collaboration
programs

Student evaluations
Supervisor observations
Formative evaluations
Summative measures

Advising and
out-of-class
activities with
students

Number of advisees
and frequency of
and
meetings
Meetings
Tutoring activities

Students’ advising
plans
Sponsorship of student
activities
Participation in
student-sponsored
activities
activities

Advising evaluations
Summative measures

Major Areas
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c) Rank and Tenure Committee
(1) Purpose
The rank and tenure committee recommends candidates for promotion in rank and
award of tenure or both.

(2) Membership
The rank and tenure committee consists as an entity separate from the Faculty Senate.
The following are constraints on membership to the rank and tenure committee:
Membership is limited to current full-time faculty who hold the rank of assistant professor
or above and who have at least three years service at University of Saint Mary.
All of the members must be tenured faculty members of University of Saint Mary.
The rank and tenure committee consists of five members. One member of the
committee is appointed by the president. Four members are elected by the faculty-atlarge. The committee elects the chair by majority vote of the full committee membership.
Members serve two-year terms unless filling a vacancy.
Terms are staggered so that at least two members are elected or appointed to the
committee each year.
No one may serve more than four consecutive years on the committee.
No one may serve on the committee during the year in which he/she applies for
promotion in rank.

(3) Recommending Promotions in Rank and Award of Tenure
In recommending candidates for promotion in rank or award of tenure, the committee
examines applications and associated materials from qualified candidates seeking
promotion or award of tenure. The committee ascertains whether or not the candidate is
currently in compliance with the requirements of the particular rank or tenure for which
the candidate has applied. In its deliberations, the committee may research and solicit
additional information as it deems necessary in order to make its recommendations.
The committee shall adhere to the following timetable:
On or before September 1, the committee posts a letter to all full-and half-time faculty
members referring them to the Faculty Handbook for promotion and tenure criteria and
guidelines.
No later than September 15, all candidates must notify the rank and tenure committee in
writing of their intent to apply for promotion in rank or tenure. No later than September
20, the committee notifies the president’s office of the names of the candidates
requesting promotion in rank or tenure. These names will be posted with the following
notification:
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All members of the University community are reminded that they are free to submit
letters and other materials to the rank and tenure committee on any candidate. All such
information must be submitted in writing on or before October 15.
Candidates must submit their letter of application for promotion in rank or award of
tenure and all supportive materials to the committee on rank and tenure on or before
October 15.
During the period October 15 to December 1, the committee deliberates the merits and
makes recommendations concerning each candidate. The teaching portfolio may be
clarified through written inquiries between the committee and the candidate. The
committee may gather appropriate information from the University community and other
sources in order to corroborate information submitted by the candidates or any other
person. All deliberations will be kept confidential. Upon the conclusion of deliberations,
the committee will vote on each candidate.
On or before December 1, the committee submits its report, including recommendation
on each candidate, and all application materials to the Vice President for Academic
Affairs. At the discretion of the Vice President for Academic Affairs, he/she may meet
with the rank and tenure committee to discuss the report, including recommendation on
each candidate.
On or before December 15, the committee submits its report, including recommendation
on each candidate and all application materials to the president. The Vice President for
Academic Affairs will submit a separate written recommendation. For each candidate,
the report will also contain the vote of the committee, and a narrative summarizing the
candidate’s achievements since his/her last promotion in rank or commencement of
employment at University of Saint Mary if this is the candidate’s first promotion in each of
the following areas:
(a) teaching effectiveness (see Table 1),
(b) service to University of Saint Mary including such things as leadership activities,
course or program development, grant writing or administration, significant
committee work within CMS, significant committee work outside CMS,
sponsorship of student activities and similar service to the University,
(c) professional growth including such things as additional degrees conferred or
formal studies, publications, summative measures of growth and similar
measures of professional growth, and
(d) professional contribution including such things as presentations or attendance at
professional meetings, active participation in professional societies, awards,
commendations for professional work and similar measures of professional
growth.

d) Promotion and Tenure
(1) Definition of Tenure
In general, tenure is a continuous faculty appointment at University of Saint Mary until
resignation, retirement, or dismissal due to financial exigency or cause as specified in
this handbook, declining enrollment in the University or in any department or unit thereof,
or reduction or discontinuance of a program, department, or unit.
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(2) Teaching Experience
The ranked teaching experience required for each faculty rank is detailed in this
handbook.
One year of full-time, ranked teaching experience means that an individual has fulfilled
the duties and responsibilities of a ranked faculty member for a complete academic year,
i.e., two semesters of full-time service per year.
One year of full-time, ranked teaching experience at any regionally accredited college or
university is equivalent to one year of full-time, ranked teaching at University of Saint
Mary, with the provision that a stated minimum of full-time teaching service at University
of Saint Mary is usually required before promotion to the next rank as described in this
handbook.

(3) Half-Time Faculty
Since a half-time faculty member only carries half the teaching load of a full-time faculty
member, half-time faculty are ordinarily expected to take twice the amount of time
necessary for promotion to the next rank, i.e., eight additional years for promotion to
associate professor, and six additional years for promotion to professor as full-time
faculty. Half-time faculty are not eligible for tenure.

(4) Criteria for Promotion
(a) Teaching and Advising Effectiveness
University of Saint Mary recognizes that effective teaching is the most important attribute
of a faculty member. It is also the most important criterion for promotion in rank or
tenure. Effective teaching and advising is evaluated in the following major areas:
knowledge and currency in one’s teaching field, teaching abilities, advising and other
out-of-class activities with students.
(i) Knowledge and Currency in One's Teaching Field
Effective teaching necessitates active involvement in the intellectual and scholarly
developments of one’s teaching field. Evidence of one’s knowledge and currency in a
teaching field includes, but is not limited to, the following:
Additional graduate education or other self-education or achievement; participation in
professional organizations, meetings, and workshops; changes in course syllabi and
textbooks to reflect current developments in the field; publication, invention, or artistic
work; review of submissions to peer review journals of creative works; and research
grants and projects.
Because appropriate research in one discipline may not be recognized as appropriate in
another discipline, an individual faculty member’s research, publication, or creative work
should be evaluated in terms of quality, level of recognition among peers, and
significance to the particular discipline.
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(ii) Teaching Abilities
The attributes and qualifications which should be considered and documented in
assessing teaching effectiveness may include, among others, the following:
demonstrated ability to organize subject matter and to present it clearly, logically, and
imaginatively; demonstrated ability to relate one’s subject to other areas of knowledge;
demonstrated ability to provoke and broaden student interest in the subject matter and
participation in the field of study; demonstrated ability to develop and utilize effective
teaching methods and strategies; and demonstrated possession of the attributes of
integrity, enthusiasm, open-mindedness, and objectivity in teaching.
The evidence which should be considered and documented in assessing teaching
effectiveness may include the following: course syllabi, samples of tests and assigned
homework, samples of graded student work, end-of-course student evaluations, advising
evaluations, classroom observations or video tapes, participation in peer collaboration
activities, utilization of innovative teaching techniques, and student surveys or
interviews.
(iii) Advising and Other Out-of-Class Interactions with Students
Advising plays a significant role in the education of students. Evidence of one’s advising
abilities and out-of-class interactions with students may include the following: advising
evaluations, number of advisees and frequency of meetings, sample students’ advising
plans, office hours, and sponsorship or participation in student activities.

(b) Ongoing Professional Growth, Including Professional Contribution and
Service
To be vibrant and growing, a University must depend on the ongoing professional growth
of its faculty. At all times, faculty members should maintain a high level of professional
competence. To be eligible for promotion in rank, a candidate must demonstrate a
major growth project, e.g., earning an additional degree, publishing a major work or
other significant professional growth, on an annual basis. Evidence of professional
service may include the following: active participation in the business of professional
organizations, e.g., election or appointment to offices or committees; reading papers
before learned societies; and service in the individual’s professional area as a consultant
or in a research capacity. Work completed since the last rank and tenure review will be
required and considered by the rank and tenure committee in subsequent reviews.

(c) Service to the University
Faculty members are expected to participate in other operational concerns of the
institution which include service in such areas as the following: service on department
committees, attendance at department meetings, and participation in the decision
making and curriculum development processes; service as a moderator of student
activities; fulfillment of special assignments, e.g., administrative assignments such as
recruitment, research for the University, or other similar service to the University; and
service as a chair of a department or a committee, or as a director of a program.
Evidence of one’s service to the University is usually contained in the end-of-year activity
report.
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(d) Service to the Community
Faculty members should make their unique expertise available to others in their
community or profession. Evidence of professional and community service may include
the following: appointment in a scholarly capacity to a state or national post; service on
local, state, or national boards; active participation in the business of professional
organizations, e.g., election or appointment to offices or committees; service in the
individual’s professional area as a consultant or in a research capacity; service as a
resource person; and lectures to community groups.

(5) Procedures for Promotion and Tenure
(a) Candidate Responsibilities
Nontenured faculty members are responsible for notifying the committee on rank and
tenure when they are in the sixth year of full-time service or its equivalent or as stated in
their contract of employment. Candidates for tenure are responsible for submitting to the
rank and tenure committee the same documents as required for promotion in rank. On
or before September 15, all candidates must notify the rank and tenure committee in
writing of their intent to apply for promotion in rank or award of tenure. Candidates must
submit their letter of application for promotion in rank or award of tenure and all
supportive materials to the committee on rank and tenure on or before October 15.
The application for promotion in rank or award of tenure must contain, but is not limited
to, the following: a letter of application outlining why the candidate should be promoted
or awarded tenure; a letter from the department chair which includes a recommendation
concerning the candidate’s application; an up-dated curriculum vita; the candidate’s
teaching portfolio containing all evaluations, i.e., all self-evaluations, formative
evaluations by department chairs, student evaluations, and advising evaluations since
the last review by the rank and tenure committee; evidence of teaching and advising
effectiveness; evidence of professional growth including professional contribution and
service since the last rank and tenure review or since initial appointment if this is the
candidate’s first application for promotion or tenure; and evidence of service to the
University and community since the last rank and tenure review or since initial
appointment if this is the candidate’s first application for promotion or tenure.
When a faculty member is eligible to apply for advancement in rank one year after
application for tenure, the application for both advancement in rank and tenure may be
made at the time the applicant applies for tenure.

(b) Rank and Tenure Committee Responsibilities
See Recommending Promotions in Rank and Tenure in Section II. D. 3. c) 3) above.
(page 38.)

41

(c) Administrative Responsibilities
After reviewing the recommendation of the rank and tenure committee, the Vice
President for Academic Affairs makes his/her separate recommendation on each
candidate. At his or her discretion, the Vice President for Academic Affairs may meet
with the rank and tenure committee to discuss any recommendation. The rank and
tenure committee and the Vice President for Academic Affairs forward their separate
recommendations to the president as stated in this handbook.
The president determines what action to take on the recommendations received from the
rank and tenure committee and the Vice President for Academic Affairs, and, if
appropriate, forwards his or her recommendation to the Board of Trustees for
consideration at the first Board meeting of the new calendar year. The president
communicates the final decision by the Board of Trustees in writing to the candidate no
later than March 1.

(d) Reconsideration for Denial of Promotion in Rank or Award of Tenure
Grounds for reconsideration must include at least one of the following: institutional
procedures not observed, error of fact at the time of application, bias on the part of the
decision-makers, or violation of academic freedom, prohibited discrimination or other
constitutional right. Any such appeal must be made prior to the first day of class in the
contract year immediately following the contract year in which the initial decision was
made.
For appeal of a reconsideration, the candidate uses the grievance procedures outlined in
this handbook.

(e) Terminal Contract on Denial of Tenure
If tenure is not awarded by the University to a faculty member on a tenure track
appointment prior to the beginning of his/her seventh year of continuous full-time
service, the seventh year of employment will be the final year during which the faculty
member is eligible for employment or employed at the University.

(6) Exceptions to Criteria for Rank and Tenure
Exceptions to the above criteria for promotion in rank or tenure may be made by the
president after consultation with the Vice President for Academic Affairs and the
candidate’s department chair, notice to the rank and tenure committee, and on approval
of the Board of Trustees.

e) Post-tenure review
(1) Rationale
Tenure is earned and awarded as a sign of a faculty member’s commitment to University
of Saint Mary and its Mission and, on the other hand, as a sign of the University’s
commitment to the faculty member. As such, tenure represents mutual trust and
responsibility.
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Recognizing that a tenured faculty member represents a potentially career-long
commitment and acknowledging that both the University’s and the faculty member’s
goals are ever-evolving, the faculty and administration view a regular post-tenure review
process as a means, but not exclusively, to assure continual growth of the University’s
Mission. A post-tenure review calls a tenured faculty member to look at and renew the
shared commitment in terms of his/her life-long career at University of Saint Mary.
Undergirding the post-tenure review process must be a strong and firm support of the
Mission of University of Saint Mary as well as the important issue of academic freedom
which constitutes the foundation of scholarship and teaching in all institutions of higher
education. Undergirding the post-tenure review process is the foremost recognition that,
in line with the University’s Mission, the heart of the University is its students, their
learning, and the assurance that they achieve such learning.

(2) Purposes
As part of continual evaluation on all levels of the University, a post-tenure review serves
the University and its administration in the following ways:
• To restore a shared commitment to collegial management and improvement of
the University;
• To affirm and reward outstanding performance and, conversely, to detect and
respond to areas of weakness of performance;
• To identify new ways of harmonizing faculty interest with department/University
needs;
• To assure internal and external accountability to students, faculty peers, the
University, the Board of Trustees, and the public.
A post-tenure review serves a tenured faculty member in the following ways:
• To renew a shared commitment to personal and professional growth;
• To celebrate on-going professional development that also celebrates the viability
of a life-long career at University of Saint Mary;
• To recognize and reward a tenured faculty member as he/she pursues advanced
levels of teaching, scholarship, and service;
• To create a way for a tenured faculty member to serve as a model for the
University community.

(3) Process
The post-tenure review will occur every five years to begin with the year following a
faculty member’s tenure award. (If this review comes within a year of promotion to
professor, the application for promotion and the post-tenure review may be combined.)
Materials will be reviewed by the Rank and Tenure Committee in the spring semester of
the year.
Materials from the tenured faculty member will be submitted to the Committee by
February 1 (materials will include a department chair review); the Committee’s
recommendations will be submitted to the Vice President for Academic Affairs by March
10 who will submit them to the President by April 15.
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The Committee will submit their written findings and recommendations to the Vice
President for Academic Affairs who reviews them and passes the Committee’s report
and a Dean’s report to the President.
The faculty member will meet with the Vice President for Academic Affairs to discuss the
findings of the reports. This discussion provides an opportunity to consider options for
recognition and reward, and if there are recommendations for growth or improvement, a
timeline will be mutually established.
The Vice President for Academic Affairs will publicly acknowledge and celebrate the
completion of such a review, perhaps making the person a “Scholar of Excellence” for
the next year or the faculty member’s giving a talk or being part of a panel on a subject
of the scholar’s choice. Given the financial situation of the University, if it is feasible, the
tenured faculty may be given remuneration for the completion.
The Vice President for Academic Affairs will inform the Board of Trustees that such
review has occurred for faculty members in a given year.
(In the unusual circumstances where a review is deemed necessary by the department
chair and/or Vice President for Academic Affairs, they will confer with the faculty member
and establish a review time out of the ordinary sequence.
For appeal for reconsideration of the findings or recommendations, the tenured faculty
member will use the Grievance Procedure in the Faculty Handbook.)

(4) Evidence
The post-tenure review process reiterates the University’s Mission to “educate[s] student
of diverse backgrounds to realize their God-given potential and prepares them for valuecentered lives and careers that contribute to the well being of our global society.” The
post-tenure review process is initiated and undertaken in the spirit of the University’s
values of “community, respect, justice, and excellence.”
The late educator Ernest L. Boyer said in one of his last interviews, “Excellence in
education means excellence in teaching.” This statement reiterated a theme developed
and propounded for many years of his life as a scholar and educator, a theme simply
stated as “the scholarship of teaching.”
With excellence in teaching as the goal of University of Saint Mary, a faculty member
undergoing a post-tenure review will give evidence of the ways he/she models and
exercises excellence in his/her scholarly life and classroom. The faculty member will
consider the following areas and/or questions to stimulate a response for the review.
Materials for review can include written, performing, oral, and/or visual evidence as the
faculty member deems appropriate to the field and his/her best representation of work.
TEACHING AS DISCOVERY
What new courses have I designed? Results of the research and rationale for the design
and its execution?
What recurring courses have caused me to do new research? Results of research?
How has the research changed my preparation for teaching the courses?
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What personal research and/or scholarly work have I been engaged in? To what
personal and classroom results?
How has reflection on my teaching changed what I do in the classroom?
TEACHING AS INTEGRATION
How do I relate my courses to other disciplines?
How do I relate my courses to a bigger world, a global view?
How have students shown in my courses that they can integrate their learning?
How have I shared my teaching and learning with colleagues?
TEACHING AS APPLICATION
What opportunities within the classroom have I given students so they can apply their
learning? With what results?
What activities outside the classroom have I encouraged for my students? With what
results?
How do I relate my courses to students for their future/present careers?
What kinds of service projects do student participate in as co-curricular to my courses?
What have I done that allows me to model life-long learning to my students and
colleagues?
In my field of study, what activities have I completed to ensure competency and
relevancy in my profession?
TEACHING AS CLASSROOM TIME
How do my courses reflect the University’s curricular revision?
How have I incorporated the University’s Learning Outcomes into my courses?
To what extent are students in my courses engaged in interactive learning?
What pedagogical principles do I exhibit in my teaching?
TEACHING AS (LARGE) OTHER
How do I advise students assigned to me? With what results?
How do I characterize my involvement in the students’ extracurricular activities?
What committee work, study and/or research, and services have I actively pursued in my
role as a faculty member of the University?
What outside-of-the University activities am I part of to enhance my own professional
interests as well as the University’s image?
What traditional forms of scholarship/publication do I engage in?
Perhaps most to the heart of the post-tenure review:
How has my relationship to the University, to my students, and to my profession
changed over the years? To what results to the University, students, and my
professional life? What do I have in place to assess and assure my success in
accomplishing all of the above, to assess and assure my students’ learning?
How do I describe my commitment to University of Saint Mary and its Mission?
Boyer, Ernest L. Scholarship Reconsidered: Priorities of the Professoriate. New
York: The Carnegie Foundation for the Advancement of Teaching, 1990.
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f) Academic Ranks
(1) Initial Appointments
Full-time and half-time faculty members may receive initial appointments to any of the
following ranks: instructor, assistant professor, associate professor, or professor. Initial
appointments to the faculty are for a period of one academic year unless stated
otherwise in the faculty contract. The president appoints full-time and half-time faculty
and determines initial rank after consultation with the Vice President for Academic Affairs
and the chair of the department concerned. Exceptions to the criteria for rank and
promotion may be made by the president at the time of initial appointment after
consultation with the Vice President for Academic Affairs and are stated in the faculty
contract.

(2) Full-Time and Half-Time Ranked Faculty
(a) Instructor
An initial appointment to the rank of instructor is for one year and is renewable annually
for up to five years. An instructor shall meet the criteria for advancement to the rank of
assistant professor and award of tenure within six years or be separated from the
University at the end of the seventh year.
The minimum requirement for initial appointment to the rank of instructor is a master’s
degree in the teaching field or its equivalent.

(b) Assistant Professor
The president may, at his/her discretion, initially appoint to the rank of assistant
professor faculty holding appropriate academic credentials.
Candidates may apply for promotion in rank to assistant professor during their fourth
year as an instructor. The requirements for promotion from instructor to assistant
professor include the following: evidence of teaching and advising effectiveness;
evidence of significant professional growth including professional contribution and
service since initial appointment to the faculty; master’s degree in the teaching field and
a minimum of one year of course work beyond the master’s, that is, additional graduate
study of 18-24 semester hours or its academic equivalent or other professional work*; at
least four years of full-time college ranked teaching experience at the rank of instructor;
at least two years of full-time ranked teaching experience at University of Saint Mary;
and continual service to the University through the Committee Management System.
*Other professional work including such things as foreign travel, creative work, or
publication may be substituted for formal graduate study with written approval by the
president, after consultation with the Vice President for Academic Affairs and the
department chair.

(c) Associate Professor
The president may, at his/her discretion, initially appoint to the rank of associate
professor faculty holding appropriate academic credentials, if they have had at least four
years of full-time ranked teaching experience or if they have held similar or higher ranks
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prior to joining the faculty of University of Saint Mary. Candidates may apply for
promotion in rank to associate professor during their third year as an assistant professor
unless otherwise stated in the faculty contract. When a faculty member is eligible to
apply for advancement in rank one year after application for tenure, the application for
both advancement in rank and tenure may be made at the time the applicant applies for
tenure.
The requirements for promotion to associate professor are as follows: evidence of
teaching and advising effectiveness; evidence of significant professional growth
including professional contribution and service since last promotion in rank or since initial
appointment as an assistant professor; master’s degree in the teaching field and a
minimum of two years of additional graduate study beyond the master’s, that is, 36-48
graduate semester hours, or its academic equivalent, or other professional work*; at
least seven years of full-time ranked teaching experience; at least three years of full-time
ranked teaching experience at the rank of assistant professor; at least two years of fulltime ranked teaching experience at University of Saint Mary; and continual service to the
University through and beyond the Committee Management System.
*Other professional work including such things as foreign travel, creative work, or
publication may be substituted for formal graduate study with written approval by the
president, after consultation with the Vice President for Academic Affairs and the
department chair.

(d) Professor
Initial appointments to the rank of professor are made only under unusual
circumstances. The president, at his/her discretion and after consultation with the Vice
President for Academic Affairs, may only appoint faculty to the rank of professor who
hold appropriate academic credentials and who have held the rank of professor prior to
coming to University of Saint Mary. The initial contract period may be made for a
number of years mutually agreed upon by the president and the faculty member.
Other candidates may apply for promotion in rank to professor during their third year as
an associate professor. When a faculty member is eligible to apply for advancement in
rank one year after application for tenure, the application for both advancement in rank
and tenure may be made at the time the applicant applies for tenure.
The requirements for promotion to professor are as follows: evidence of teaching and
advising effectiveness; evidence of significant professional growth including professional
contribution and service since last promotion in rank or since initial appointment as an
associate professor; an earned doctorate in the teaching field or the advanced academic
degree that is customarily accepted as terminal in that discipline* plus a minimum of
three years, that is, 54-72 graduate semester hours of study, or its academic equivalent,
or other appropriate work**; at least ten years of full-time ranked teaching experience; at
least three years of full-time teaching at the rank of associate professor; at least two
years of full-time ranked teaching experience at University of Saint Mary; continual
service to the University through and beyond the Committee Management System; and
significant and ongoing service to the community within the last three years.
Faculty who hold advanced degrees other than earned doctorates should consult with
the president for written acceptance of that degree by the University as the terminal
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degree. The president makes the decision after consultation with the Vice President for
Academic Affairs and the department chair.
**Other professional work including such things as foreign travel, creative work,
research, or publication may be substituted for formal graduate study with written
approval by the president, after consultation with the Vice President for Academic Affairs
and the department chair.

(e) Professor Emeritus/Emerita
This rank may be awarded to any member of the faculty in recognition of distinguished
service to University of Saint Mary at the time of retirement from full-time duties as
faculty or an administrator holding faculty rank. He/she shall have completed at least 15
years of cumulative full-time service at University of Saint Mary and have attained one of
the three professorial ranks. No compensation accrues by virtue of this rank unless, by
mutual written agreement, the faculty member is offered a temporary part-time position
to teach or fulfill other duties at the University. In such cases, supplementary benefits, if
any, will be set forth in the agreement.

(f) Visiting Professor
The president may also appoint individuals who hold or have held professorial rank at
another institution of higher education as “Visiting Assistant Professor”, “Visiting
Associate Professor”, or “Visiting Professor”. Such appointment is to teach at University
of Saint Mary for a specified period of time. Any visiting professorship shall be agreed to
in a signed written agreement between the visiting professor and the president. The
University recognizes such academic standings and accords visiting professors the
usual privileges of equivalently ranked faculty. Any supplementary benefits must be
agreed upon prior to the appointment.

4. LEAVES
a) Sabbatical Leave
The University grants a sabbatical leave in order to provide opportunity for a faculty
member to develop professionally through research or study and thereby enrich his/her
teaching. All proposals should focus the full-time of the sabbatical leave clearly on that
objective.
Each faculty member may apply for a sabbatical leave after seven years of continuous
full-time ranked teaching service to the University.
The granting of a sabbatical leave is not automatic but is based upon the application by
the faculty member including the faculty’s proposal for professional development,
recommendations of the department chair and Vice President for Academic Affairs,
evaluation of service, the number of sabbatical candidates in any given year, the needs
of the faculty’s department, and the needs and resources of the University.
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A sabbatical leave will be granted for one-half of the academic year at full pay or one
year at half pay. Each applicant must submit his/her request in writing to the department
chair during the fall semester of the preceding year, setting forth his/her plan of research
or study. On approval of the department chair, the faculty’s request will be submitted to
the Vice President for Academic Affairs and the president for action. The needs of the
departments and the needs and resources of the University are determinative factors in
consideration of the request. The decision of the president is final.
The applicant must submit in writing his/her intention to return to the University for at
least one year following the sabbatical year. Faculty granted a sabbatical leave are
obligated to return to the service of the University for at least one academic year
following the sabbatical and if the faculty does not return to the University for at least one
academic year following the sabbatical, the faculty may be required to reimburse the
University to the extent of the funding received during the sabbatical in direct proportion
to the percentage of the year the faculty has not remained a member of the faculty of
University of Saint Mary following the sabbatical and the faculty will sign an agreement
to that effect.
Within 30 days after returning from sabbatical leave, a faculty member submits a concise
written report to the president, with copies to the Vice President for Academic Affairs and
the department chair describing his or her professional development during the
sabbatical and how that professional development will enrich his or her teaching. This
report will become part of the faculty member's permanent file. Departments may
require more extensive reports.

b) Special Leaves of Absence Without Pay
Leaves of absence without pay may be granted to a full-time faculty for completion of
research, for formal study toward a higher degree, for scholarly writing, or for other
personal or professional reasons. The faculty member formally requests such leave
from the president in the fall of the preceding year after consultation with the department
chair and the Vice President for Academic Affairs. The decision of the president is final.
A faculty member with tenure, whose request for approved leave which necessitates
him/her to stop teaching for a time, will be entitled to a leave of absence without
compensation for the duration of his/her leave, up to one year without loss of tenure. In
cases of compelling need, extensions may be allowed.

c) Sick Leave
In the event of illness of any full-time faculty member necessitating absence from class,
the salary will be continued for one month. On the 31st day of absence due to injury or
sickness, the policies regarding the disability benefit take effect. A fuller explanation of
this insurance plan is available from the payroll and benefits coordinator. Sick leave
may be substituted for FMLA leave.
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d) Bereavement Leave
In the event of a death in the immediate family, faculty members may take a mutually
agreed upon leave. He/she discusses the time with the department chair and the Vice
President for Academic Affairs. For purposes of this Bereavement Leave policy,
"immediate family" is defined as: father or father-in-law, mother or mother-in-law, sister
or sister-in-law, brother or brother-in-law, spouse, grandparent, grandchild, son or sonin-law, and daughter or daughter-in-law. “Immediate family” does not include any relative
of a spouse from whom the employee is divorced or separated in law or fact. University
of Saint Mary may require proof of the death and of the employee’s relationship to the
deceased.

e) Family And Medical Leave Act Leave
Eligible employees who have 12 months of service and worked at least 1250 hours
during the 12 months preceding the leave request are entitled to up to 12 weeks of
unpaid leave under the Family and Medical Leave Act ("FMLA") for: 1) the birth of a
child, or placement of a child with you for adoption or foster care; 2) a serious health
condition that makes you unable to perform the essential functions of your position; or 3)
to care for your spouse, child or parent with a serious health condition.
If you are an eligible employee and want to take a leave of absence for any of the three
(3) reasons described in this policy, notify your supervisor or the Human Resources
Director as soon as the need for the leave becomes known. You will need to help the
Human Resources Director complete the "Employer Response to Employee Request for
Family or Medical Leave."
If you are an eligible employee, you may elect or the university may require the
substitution of accrued and unused vacation, earned and unused PTO or an unused
personal day for periods of unpaid Family and Medical Leave Act Leave.
If you have any question about Family and Medical Leave Act leave, contact the Human
Resources Director.

f) Jury Duty And Court Commitments
The university provides a maximum of 5 days of leave with pay for full-time and half-time
faculty who are called to court to serve in jury duty. When you receive notice to appear
from the court, promptly notify your department chair. If chosen to serve, ask the court
about the anticipated length of the service and advise your department chair as soon as
possible.
To receive your regular pay during jury duty, you must provide the Human Resources
Director with a copy of the notice to appear for jury duty and proof of your appearance.
You must also provide the university with any money received for jury duty.
Each full-time faculty member is permitted one (1) day off without pay per year for
service for other court commitments. Service for other court commitments includes
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service for an appearance as a witness in deposition or in court but only when the
employee is not a plaintiff or a defendant in the case. When you receive your notice to
appear for deposition or in court, advise your department chair. The university may
request a copy of your notice to appear and proof of your appearance on request.

g) Military Leave
University of Saint Mary provides leave of absence and reemployment rights to eligible
employees who are members of or who enlist in the armed forces, including the National
Guard, under applicable federal and state law.
If you receive military orders that will prevent you from reporting to work, or you intend to
enlist, notify the Human Resources Director of your orders or enlistment as soon as
practicable. The Human Resources Director will provide information on how to comply
with required procedures to be eligible to participate in benefits associated with your
military leave.

5. TERMINATION
At times, it may be necessary for the University or the individual faculty member to sever
their professional relationship. In order to protect the interest of both parties, the various
types of severance, including non-reappointment, resignation, termination, and dismissal
are defined here and the policies and procedures related to each category are set forth.

a) Resignation
Resignation is a severance action by which a faculty member severs his/her relationship
with the University. A faculty member may resign at the end of an academic year
provided he/she gives notice in writing at the earliest possible opportunity, but not later
than April 1 or 30 days after receiving notification of the terms of his/her appointment for
the coming year, whichever dates occurs later. The faculty member may request an
extension of this time period in case of hardship or in a situation where he/she would
otherwise be denied substantial professional advancement or other opportunity.

b) Retirement
In the best tradition of faculty responsibility, faculty members make decisions regarding
retirement in consultation with the department chair and Vice President for Academic
Affairs, taking into account the best interests of their students, their colleagues,
themselves, and the University.
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c) Non-Reappointment
Since all initial, nontenured appointments to the faculty at University of Saint Mary are
made with the understanding that both the University and the appointee will engage in a
period of mutual evaluation prior to establishing a continuous association, a severance
prerogative rests with both parties.
A nontenured faculty member may decide not to accept a renewal of his/her
appointment. In such an event, he/she should give notice in writing at the earliest
possible opportunity, but not later than April 1 or 30 days after receiving notification of
the terms of appointment for the coming year, whichever date occurs later. In case of
hardship, the faculty member may request an extension of this time period from the Vice
President for Academic Affairs.
The term “non-reappointment” means that the University has decided not to renew a
nontenured appointment at the conclusion of its term. A major responsibility of
University of Saint Mary is to recruit and retain the best-qualified faculty within its means;
therefore, wide latitude, consistent with academic freedom and University procedures, is
accorded the University administration in meeting this responsibility.
A decision not to reappoint a nontenured faculty member rests, in the final instance, with
the president. Such decisions are made, however, in consultation with the Vice
President for Academic Affairs, who seeks advice from the faculty member’s department
chair.
Notice of non-reappointment and termination of nontenure track appointments must be
given in writing by the following dates: prior to April 15 of the first academic year of
service if the initial appointment is not to be renewed and prior to March 15 of the
second and following academic years of nontenured service if the appointment is not to
be renewed.
Notice of non-reappointment is not necessarily dismissal for cause. If the faculty
member wishes to know the reasons for his/her non-reappointment, the request should
be made in writing to the president or Vice President for Academic Affairs and the
University will consider the request.
Reasons for non-reappointment may include, but are not limited to, the following:
cancellation of, reduction of, discontinuance of, or change in a program, department or
unit; declining enrollment; financial exigency; overstaffing; unprofessional behavior; lack
of excellence in teaching; inadequate service to the University; insubordination or lack of
cooperation; incongruence between interests of the faculty member and the educational
goals of the University; and failure to be awarded tenure by the end of the sixth year of
appointment in a tenure track position.
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d) Termination of Tenured Appointment
Termination is a severance action by which the University terminates the services of a
tenured faculty member and may be for such reasons as retirement, dismissal due to
financial exigency, dismissal for cause, declining enrollment in the University or in any
department or unit thereof, or reduction or discontinuance of a program, department, or
unit.

(1) Financial Exigency
Financial exigency is defined as a condition of severe financial constraint evidenced by a
series of net operating deficits. The Board of Trustees must officially declare that
financial exigency exists. In operating under conditions of financial exigency, the
University may redefine some of its programs, departments, or units and reallocate
resources to ensure that its mission remains intact.
In considering how to respond to financial exigency, the continued viability of the
University must be the primary goal. Recommendations for necessary program,
department, or unit reduction(s) or discontinuance(s) will be the responsibility of the
administration and will be based on consultation with the departments or units
concerned. The final approval of such recommendations rests with the Board of
Trustees.
The University administration is also responsible to recommend particular faculty and
staff reductions. When such reductions are considered, the rights of senior faculty will
be respected insofar as possible. Termination will be in reverse order to rank and
seniority in rank unless the requirements and balance in a program, department, or unit
dictate otherwise. In all cases, there will be due consideration of the essential needs to
maintain a viable University with strong and viable academic programs.

(2) Changes in the Educational Program
Termination of a tenured faculty member may occur as a result of the formal
discontinuance, change, or reduction of a program or department of instruction. The
recommendation to change, reduce, or discontinue a program or department of
instruction will be made by the University administration, with an advisory role of the
faculty, and must be approved by the president and the Board of Trustees.
Although such factors as enrollment, faculty, costs, space, and availability of other
resources will be taken into account in arriving at a recommendation, the final decision
will be based upon educational considerations which reflect the long range judgment that
the primary educational mission of the University will not be nullified by the change(s).

(3) General Procedures
Due notice to terminate tenured faculty for financial exigency or for changes in the
educational program shall be given as early as possible based on the needs of the
University.
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When financial exigency or changes in the educational program necessitates termination
of tenured faculty members, an effort will be made to find the faculty member another
position within the University provided that the faculty member is qualified for the
position and reassignment is acceptable to the academic or administrative unit, to
continue their work elsewhere, or to otherwise reduce the impact of exigency on faculty
members to the extent possible, including such things as changing the status of the
faculty member from full to part-time if the faculty member is agreeable to such an
arrangement.
If a tenured faculty member is terminated for reasons of financial exigency, the released
faculty member’s place will not be filled by a replacement within a period of two years,
unless the released faculty member has been offered reappointment to the position for
which terminated and has been given at least one month within which to accept or
decline the offer of appointment to that position.

(4) Dismissal
Dismissal is a severance action by which the University ends its professional relationship
with a tenured faculty member for adequate cause.
Adequate cause for dismissal must be directly and substantially related to the fitness of
the faculty member to continue in his/her professional capacity as a member of
University of Saint Mary faculty.
Dismissal proceedings may be instituted for, but are not limited to, the following reasons:
inability or unwillingness to further the aims of the University; insubordination; lack of
cooperation; professional incompetence or negligence in performance of Universityrelated responsibilities; continued neglect of individual or professional responsibilities
and growth; gross personal or professional misconduct; serious violation of the rights
and freedoms of fellow faculty members, administrators, or students; or conviction of
felony directly related to the faculty member’s fitness to practice his/her profession.
Because of the nature of dismissal, no fixed time can be specified for notice; however,
such action is usually not taken without prior discussion of risk of dismissal with the
faculty member.
The faculty member has a right to appeal the dismissal action to the grievance
committee described at section I of Chapter III of this handbook. The faculty member
may waive that right. Pending the recommendation of the rank and tenure committee,
the faculty member may be suspended or assigned to other duties in lieu of suspension,
if immediate harm to himself/herself or others is threatened by his/her continuance.
Suspension may be with or without pay.

(5) Dismissal Procedures
A dismissal will be preceded by a statement of reasons, and the individual concerned
will have the right to be heard initially by the grievance committee. Members of the
committee who are biased or with an interest will be deemed disqualified and remove
themselves from the case, either at the request of the party or on their own initiative.
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Pending a final decision by the grievance committee, the faculty member may be
suspended with or without pay or assigned to other duties in lieu of suspension at the
discretion of the Vice President for Academic Affairs. The grievance committee may
recommend to the Vice President for Academic Affairs that a suspension without pay be
converted to a suspension with pay the decision of the Vice President for Academic
Affairs is final.
The grievance committee may hold joint pre-hearing meetings with the parties in order to
narrow the issues, stipulate facts, provide for exchange of documentary or other
information, and achieve such other appropriate pre-hearing objectives as will make the
hearing effective and expeditious.
Service of notice of any hearing will be mailed or personally delivered at least 20 days
prior to the hearing to the parties. The faculty member may waive a hearing and may
respond to the charges in writing at any time before the hearing. If the faculty member
waives a hearing, but denies the charges or asserts that the charges do not support a
finding of adequate cause for dismissal, the grievance committee will evaluate all
available evidence and rest its recommendation upon the evidence in the record or order
a hearing prior to making its findings of fact and conclusions.
A verbatim record of the hearing or hearings will not be taken
The grievance committee may extend any deadline or continue any scheduled meeting
or hearing to permit either party to investigate evidence to which a valid claim of surprise
is made.
The administration will cooperate with the grievance committee in scheduling witnesses
and making documents and other evidence available.
The faculty member and a designated member of the administration will present their
respective cases by providing their own written or verbal statements, the written or
verbal statements of others with knowledge, and documents. No party may have an
attorney present at any hearing, but each may have a member of University of Saint
Mary community present for advice and support, however, such person will not be
permitted to present information or make a statement on behalf of the faculty member or
administration without the prior permission of the grievance committee. Both the faculty
member and the administration will have the right to be present at any hearing, present
evidence, ask questions of the other, and refute any evidence.
The hearing will be controlled by the grievance committee. The grievance committee will
not be bound by formal rules of evidence or procedure and may consider any evidence
presented or permit procedures which it decides will further resolve the case.
In findings of fact and the conclusions will be based in the record.
Except for announcements as may be required covering the time of the hearing and
similar matters, public statements and publicity about the case by either the faculty
member or administrative council will be avoided to the extent possible until the
proceedings have been completed, including consideration, if applicable, by the Board of
Trustees. The president and the faculty member will be notified of the committee’s
findings of fact and conclusions in writing. If the grievance committee concludes that
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adequate cause for a dismissal has been established, but that an academic penalty less
than dismissal would be more appropriate, it will so recommend to the president with
supporting reasons.
The president may reject the committee’s findings of fact and conclusions and if so will
notify the grievance committee and the faculty member and provide an opportunity for
response.
The president may accept or reject the committee’s report or parts thereof. If the
president’s decision is contrary to the conclusions or recommendations of the grievance
committee, the faculty member may appeal to the executive ad hoc committee of the
Board of Trustees. The appeal shall be filed with the secretary of the Board of Trustees
within ten working days of the president’s decision. The executive ad hoc committee,
excluding the president, will review the case and make its decision at its next meeting.
The executive ad hoc committee will advise the parties and the president of its decision.
The decision of the executive ad hoc committee is final.

6. GRIEVANCE COMMITTEE AND PROCEDURES
a) Definitions
A grievance is defined as an alleged
• violation of academic freedom; or
• infringement of a contractual right; or
• discrimination on the basis of race or color, sex or gender, national origin or
ancestry, disability or handicap, religion or creed, age, sexual orientation,
veteran’s status, citizenship or intending citizenship status; or
• sexual harassment; or
• unreasonable and/or unfair consideration at the University or department level
pertaining to:
• annual faculty evaluation; or
• denial of application for tenure or promotion in rank; or
• all terminations of appointments or other separations from the University.
The grievant may be any current faculty member who alleges cause for a grievance. A
grievance may be alleged against any employee or administrative officer of the
University or against the University.

b) Grievance Committee Membership
The grievance committee consists of five (5) members: three full-time tenured faculty
members elected by the faculty, one faculty member chosen by the grievant, and one
faculty member appointed by the president. All members must be University of Saint
Mary employees. The elected members are elected in rotation for two years; an
alternate is also elected for a two-year term to serve in the event that one of the elected
members is unavailable or ineligible. The grievant and the president each may reject the
other’s choice of committee member one time only and any other member chosen by the
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grievance committee or the president is not subject to rejection by the other absent a
charge of bias or interest.

c) Procedures
If any faculty member alleges cause for grievance, it is his/her responsibility to discuss it
with the appropriate persons, using the academic organizational chart of the Faculty
Handbook as a guide to proper channels of communication. During this informal
process, if both the grievant and the person or academic or administrative department or
unit at which the grievance is directed are agreeable, the parties may approach the
president together in an attempt to resolve the grievance expeditiously and informally.
If the faculty member is not satisfied with informal expeditious discussion between the
parties and the president, he/she may petition the faculty grievance committee for
redress. The grievance shall be in writing and shall set forth in detail the nature and
circumstances of the grievance including the permissible basis for bringing the
grievance. The grievance shall state the specific section(s) of the faculty handbook
alleged to have been violated, the person or persons who allegedly caused the alleged
violation, and a requested remedy. The written grievance must be filed with the chair of
the grievance committee within thirty (30) calendar days of the last day of informal,
expeditious discussions between the parties and the president. Any and all expense
incurred by the grievant in relation to a grievance shall be the responsibility of the
grievant.
The committee chair may request written statements concerning the grievance from
others with knowledge. Within ten working days of the filing of the grievance, an initial
meeting of the grievance committee shall be called to review the grievance and any
other information. The committee will meet together with both the grievant and the
person at whom the grievance is directed to review its procedures and establish a
schedule, including a time and date for the hearing.
The purpose of the hearing is to ensure that all parties involved in the grievance are
provided an opportunity to be heard and that facts and issues pertaining to the grievance
are clarified.
Within thirty (30) calendar days of the close of the hearing, the committee shall
deliberate in private and report its findings and conclusions and any recommendations in
writing to the grievant, the person or academic unit at which the grievance is directed,
and the president. The grievance committee shall not establish policy or procedure and
may not change any provision of this faculty handbook or a faculty contract. The
deliberations of the grievance committee are confidential.
Within ten working days of receipt of the committee’s findings, conclusions and
recommendations, if any, the president shall decide and notify in writing the committee,
the grievant, and the person or academic unit at which the grievance is directed of the
final decision.
If the president’s decision is contrary to the conclusions or recommendations of the
grievance committee, and if in the judgment of the executive committee the president is,
in the first instance, the cause of the grievance, the grievant may appeal to the executive

57

ad hoc committee of the Board of Trustees within ten working days of notification of the
president’s decision on the grievance committee’s recommendation. The executive
committee, excluding the president, will review the matter and give a final decision on
the grievance at its next meeting. The decision of the executive ad hoc committee of the
Board of Trustees is final.
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III. FACULTY RIGHTS AND RESPONSIBILITIES AND
ACADEMIC REGULATIONS
A. ACADEMIC FREEDOM
University of Saint Mary honors and upholds the primary goals of Catholic higher
education, those of intellectual, moral and spiritual growth. The University believes that
the pursuit of truth is fundamental for the expanding of knowledge, the transmitting of
wisdom, and the deepening of a faith informed and freely chosen. In affirmation of these
principles, Saint Mary’s statement on academic freedom is rooted in the Catholic
intellectual tradition and consistent with the best spirit of a liberal education.
In accordance with the purposes of University of Saint Mary as expressed in its mission
statement, the faculty, guided by habits of critical inquiry, is entitled to:
•

freedom in teaching and discussing course subject matter in the classroom and
in other academic settings in which the faculty participates as faculty of the
University ; and

•

freedom in scholarly research and publication.

University of Saint Mary faculty are also citizens, members of a learned profession, and
members of this academic institution. When speaking or writing as citizens, faculty shall
be free from institutional censorship or discipline. Faculty should remember, however,
that the public may judge their profession and this institution by their statements. When
speaking or writing as citizens, faculty should make every effort to communicate that
they are not institutional spokespersons speaking for or on behalf of the institution.

B. ACADEMIC HONESTY POLICY FOR STUDENTS
Academic honesty is expected of all members of the University of Saint Mary
community. It is an essential component of higher education and is necessary for true
academic growth. Christian tradition and professional excellence demand that truth,
honesty and academic integrity be valued in all of our interactions. Consistent with the
University mission and values, academic honesty is essential in achieving one’s Godgiven potential. Value-centered lives are meaningless if honesty is not one of those
values. The bonds of community require that none of us knowingly discredit the value of
a Saint Mary education. Respect for others requires that we acknowledge the sources of
our information. Justice requires that we possess the skills and learning that we profess
to have. Excellence requires that we do the best we can in everything we do, without
resorting to dishonesty or other immoral behavior.
Academic honesty is the policy of the University of Saint Mary. Academic dishonesty is
prohibited by the University of Saint Mary. Academic dishonesty includes, without
limitation, any form of cheating whether in or out of the classroom; the presenting of
purchased or stolen papers, computer programs, reports, or other written work as one’s
original work; failure to acknowledge the source of quotations, unique ideas, figures,
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tables, charts, and diagrams through academically acceptable attribution when these are
used in papers, reports or formal presentations; falsification of information; and
destruction, concealment or unauthorized modification of academic materials of the
University, faculty, other student or any other person(s) for purposes of self-gain or
diminishing the academic work of another. Because standards of citation, attribution and
use of materials may vary between academic disciplines or within various specialties
within an academic discipline, these general definitions should be considered base
levels of academic dishonesty. Individual faculty may define further academic honesty
expectations in course syllabi appropriate to their academic discipline.
Academic Honor Statement
I, _______________________commit to uphold the University of Saint Mary’s Academic
Honesty Statement as stated in the University Catalog and all academic honesty policies
that are communicated by my instructors in the syllabus or other areas of my course. In
addition I agree to adhere to these policies and to refrain from cheating.
I will not use unauthorized aids during coursework or tests, fabrication of ideas or
sources, plagiarism, or unauthorized collaboration or assistance from other students or
others outside of my class to promote my academic success or diminish other’s
academic work. I understand that violation of this Honor Statement will result in
penalties ranging from failure of an assignment, failure in the course, dismissal from the
program, and/or dismissal from the University of Saint Mary.
I also agree to communicate with my fellow students and instructors with respect and
integrity. *See page 75 for more information on student-initiated academic
grievance procedure.

C. INSTRUCTIONAL DUTIES
1. ACADEMIC POLICY
As part of the University ’s decision-making process and guided by its mission, the
faculty has the principal responsibility to study, make recommendations, and approve
academic policy related to admissions standards, curriculum and instruction, the general
education program, degree and graduation requirements, and norms for faculty rank and
tenure.
Academic policies are published in the University’s undergraduate and graduate
catalogs. Faculty should consult these publications for information regarding academic
policies.

2. TEACHING AND ADVISING
Saint Mary faculty members serve as models of scholarship to their students. Their
primary responsibility is to teach, and this includes formal and informal instruction in the
classroom, studio, and laboratory; supervision of field work, independent study, and any
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other type of learning experience for which the University grants academic credit. As
part of the normal teaching load, faculty members are expected to teach day, evening,
and weekend courses in both on-campus and off-campus programs.
Closely allied with teaching duties is the responsibility for academic advising. As
academic advisers, faculty serve their advisees and other students by being available for
personal consultation during regularly scheduled hours (a minimum of five hours per
week). Hours are scheduled at times convenient for students. All faculty members may
be asked to participate in the University’s orientation program for new students and to
participate in registration.

3. ORIENTATION PROGRAM FOR THE FACULTY
New faculty attend orientation programs planned by the Vice President for Academic
Affairs or the Vice President for Overland Park and Graduate Dean, and department
chairs. The Vice President for Academic Affairs or the Vice President for Overland Park
and Graduate Dean provides faculty members with a Faculty Handbook and University
Catalogs.
All faculty have the responsibility to attend Faculty Institutes and University Days before
the fall and spring terms and other University -sponsored professional development
opportunities.

4. TEACHING LOAD
The normal teaching load for full-time faculty members is 24 credit hours per academic
year. Adjustment in the load because of other University-assigned responsibilities may
be made by the Vice President for Academic Affairs. The direction of student
independent study is voluntary and not counted in the teaching load.

5. CLASS SCHEDULES
The schedule and classroom assignments are set each semester based on student
needs, after consultation with department chairs, site directors, and faculty. Faculty
members are responsible to review the schedule before it is finally printed. Thereafter,
any change must be approved by the Vice President for Academic Affairs or the Vice
President for Overland Park and Graduate Dean who is ultimately responsible for the
schedule of classes and classroom assignments. Each semester a period is designated
in the day schedule for University meetings.

6. CLASS MEETINGS
Faculty members meet their classes at assigned class hours in assigned classrooms
unless they change with the approval of the Vice President for Academic Affairs or the
Vice President for Overland Park and Graduate Dean.
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7. CANCELLATION OF CLASSES/INSTRUCTOR ABSENCES
It is the policy of the University not to cancel regularly scheduled classes. However,
when emergencies or other serious circumstances dictate, the Vice President for
Academic Affairs or the Vice President for Overland Park and Graduate Dean or their
designee makes the decision and releases the information to the public. Cancellation of
classes at a site other than the Leavenworth campus may be made by the dean of the
center for graduate and continuing education.
Instructors who must be absent from class meetings report the anticipated absence to
the Vice President for Academic Affairs or the Vice President for Overland Park and
Graduate Dean (or the dean of the center for graduate and continuing education for
classes offered through the center) and make arrangements with the department chair
as soon as possible. Faculty are expected to be on the home campus or another
teaching site throughout a major portion of the week. Absence for entire days is the
exception, not the rule.

8. COURSE SYLLABI
Faculty prepare a course syllabus for each course taught in a semester. The syllabus
follows the format approved by the faculty. Information regarding the format for the
course syllabus is provided by the office of the Vice President for Academic Affairs. A
copy of each syllabus should be forwarded to the department chair and the Vice
President for Academic Affairs or the Vice President for Overland Park and Graduate
Dean,. Faculty are responsible to review and up-date course syllabi and to share this
information with students early in the course.

9. SELECTION OF TEXTBOOKS
Faculty members are free to select texts appropriate to their courses and to department
programs. Faculty consult with colleagues in the department as appropriate, considering
longevity of use, total course cost to the students, and realistic expectations of material
to be covered in the course. Some departments and programs may have a policy of
adopting common texts for all sections of the same course.

10.

TESTING AND GRADING

Testing depends upon the nature of the course, department policy, and the judgment of
the individual faculty member. A final examination or the culmination of an ongoing
assessment process is required. Four or five examination days are provided in the
daytime schedule at the end of each semester for administering the traditional final
examination or for concluding the ongoing assessment. Final examinations or
assessments are given during the last scheduled class session of evening classes.
Faculty give final course examinations or complete the assessment process only at the
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time scheduled. Written permission from the Vice President for Academic Affairs or the
Vice President for Overland Park and Graduate Dean is required for a requested
change. Faculty file copies of final examinations/assessments with the department
chair. Faculty should make final examination/assessment materials available for review
and consultation with students within the first three weeks of the semester following the
final examination period.
Grading is by letter, A, B, C, D, and F. The “Grading Systems” section of the University
Undergraduate Catalog and the “Grading System and Policies” of the Graduate Catalog
detail standards for letter grades, their grade point equivalencies, and use and limitation
of the pass/fail option. At mid-term, the faculty report to the registrar grades for all
freshmen and grades of other students who are receiving grades of D or F.
Faculty submit final grade reports to the registrar’s office on the semester grade sheets
provided by that office, within a specified time after the final examination. Faculty may
choose to use the symbols + or – to designate more clearly a student’s performance.
This mark is determined by the instructor with reference to the weighting of term marks
and examination marks.

11.

INCOMPLETE GRADES

Instructors give a grade of “incomplete” only if the student’s work has been of
satisfactory quality as officially reported but circumstances beyond the student’s control
prevent completion of course requirements. Instructors or students do not use this
option to extend the length of the course. Instructors who intend to submit a grade of
“incomplete” contact the registrar for proper procedure and follow-through.

12.

STUDENT EVALUATION OF COURSES

In order to promote open communications between students and faculty and to maintain
high levels of instruction and student satisfaction, faculty in all courses allow students
the opportunity for written course evaluations at mid-term. Faculty discuss the mid-term
evaluations in light of the goals of the course and department with students in order to
provide on-going assessment of the teaching/learning process. Final course
evaluations, given at the end of the semester or term of the course, are confidential, kept
in the office of the Vice President for Academic Affairs or the Vice President for Overland
Park and Graduate Dean, and not distributed to faculty until after final grades are
posted. The Vice President for Academic Affairs or the Vice President for Overland Park
and Graduate Dean and department chairs reserve the right to request results of final
course evaluations.

13.

ASSESSMENT

Faculty participate in the assessment activities of the University which has adopted an
ongoing improvement model that dovetails with the Academic Quality Improvement
Program (AQIP) of the Higher Learning Commission.. These activities include syllabi
development which requires alignment among university outcomes, course objectives,

63

and student assignments (see syllabi requirements for more information), assessment of
student learning in relation to course, program and university outcomes, self-assessment
of faculty performance in relation to analysis of student performance, course evaluations,
and ongoing improvement initiatives, program evaluation through annual individual and
departmental reports and regular program reviews, and institutional self-study
improvement efforts based upon the ongoing and systematic use of data based decision
making. Institutional assessment activities are coordinated by the Vice President for
Academic Affairs.

14.

PRIOR LEARNING CREDIT

University of Saint Mary awards credit for the Advanced Placement Program (AP), the
College Level Examination Program (CLEP), the Defense Activity for Non-Traditional
Education Support (DANTES), the American College Testing Program Proficiency
Examination (ACT PEP), and other ACE approved programs. Information regarding
these programs is available from the office of the Registrar.
University of Saint Mary offers an Experiential Learning Assessment (ELA) program for
learning not covered by the ACE Guides. Students complete a one-credit hour course in
portfolio preparation and petition evaluation of that learning by completing a Life
Experience Portfolio. The Committee on Life Experience evaluates the portfolio based
on the Experiential Learning Portfolio Rubric. Information regarding this program is
available from the Academic Resources Center.

15.

STUDENT ATTENDANCE POLICY

Each instructor sets the attendance policy for each course taught and communicates it
clearly to the student at the beginning of the semester. Such attendance policy
recognizes the validity of required University-sponsored activities. Instructors should
keep a record of student attendance and advise the Vice President for Academic Affairs
or the Vice President for Overland Park and Graduate Dean of frequent absences by
any student. Records of student attendance are necessary for accurate reporting by the
financial aid officer to the various agencies involved in financial support to students.
Faculty submit requests to the Vice President for Academic Affairs or the Vice President
for Overland Park and Graduate Dean for a student’s absence to attend a conference,
convention, or field trip. They also inform other faculty members of the student's
absence.

D. EDUCATIONAL RESPONSIBILITIES
1. ACADEMIC CALENDAR
University of Saint Mary follows a two-semester academic year. The academic year
begins and closes as announced on the academic calendar for each year. Faculty will
be available as necessary for fall registration meetings specific to the various sites or
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tasks specific to particular departments. Opportunity to conduct study tours or to provide
for practice and internships for students is available to faculty members during May and
June. The University may offer a summer session at all sites; only faculty under contract
for the summer session or specific courses are required to provide summer services.

2. CATALOGS
Faculty should be familiar with the Undergraduate and Graduate Catalogs regarding
curriculum, degrees, degree requirements, majors, classification of students, grading
system, courses, grade reports, probation and dismissal, attendance, withdrawals,
honors, special programs, and courses of study.
Faculty discuss with their department chairs all department information contained in the
Catalogs, and the chair consults with departments affected by proposed curricular
changes. The Vice President for Academic Affairs or the Vice President for Overland
Park and Graduate Dean confers with the department chairs concerning academic
material for the Catalogs and approves copy for publication. Department chairs are
responsible for informing faculty outside their departments of approved curriculum
changes which go into effect between catalog publications.

3. ATTENDANCE AT COLLEGE FUNCTIONS, STUDENT-SPONSORED
EVENTS, AND MEETINGS
Faculty attend the following official University functions: University Days, Fall Institute,
Fall Convocation, Spring Institute, Spring Convocation, Baccalaureate, and
Commencement Ceremonies, and other days required by the University.
Faculty attend regular and special meetings of the faculty called by the president, the
University assembly, Faculty Senate meetings, department meetings, meetings of
assigned committees and task forces, workshops, and seminars pertaining to faculty or
institutional development.
Faculty are encouraged to attend all-school events and to serve as sponsors for
religious, department, special interest, and other organizations. Their presence
contributes to student morale, to faculty-student rapport, and to a sense of community
both on and off campus.

4. SERVICE ON COMMITTEES
Service on committees and work teams is an integral part of a faculty member’s
obligation to the University and its students. Standing and adhoc committees of the
faculty are described in the section on faculty governance.

5. REPORTING TO ADMINISTRATION
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Faculty inform the department chair, the Vice President for Academic Affairs, and the
president of anything significant that affects their professional responsibilities to the
University. Good judgment and confidentiality will be exercised in such cases.
Faculty respond promptly to requests from administrators for information and reports.
They report directly and regularly each term to the registrar on course enrollments and
student grades. The Vice President for Academic Affairs or the Vice President for
Overland Park and Graduate Dean’s office collects other materials, including syllabi.
Faculty who teach at sites other than the Leavenworth campus submit information to the
dean of the center for graduate and continuing education.

6. LIBRARY COLLECTION
Faculty members assume responsibility for assisting in the development of the library
collection. Faculty accept primary responsibility for the selection of materials in their
disciplines and cooperate with the librarian in weeding obsolete material.

E. CO-CURRICULAR AND EXTRA-CURRICULAR
RESPONSIBILITIES
1. PROFESSIONAL GROWTH
As faculty of a university, each faculty member accepts responsibility to continue to
develop as a liberally educated person and as an effective teacher; and the University
has a responsibility to foster that growth. As professional persons, faculty cooperate
with their colleagues and the administration to improve continually the total academic
program and climate of the University.
The administration encourages faculty members to grow both personally and
professionally by study, travel, research, creative activities, and participation in
professional organizations.

2. MEMBERSHIP IN LEARNED SOCIETIES
Faculty are encouraged to hold membership and take an active part in societies of their
fields of study. After planning with the department chair and other department faculty,
faculty apply to the Vice President for Academic Affairs for funding to attend professional
meetings. Departments take into consideration matters of travel distances, costs, and
absence from campus duties; relevance of meetings to the department; and the
particular interests of each faculty member.
The University pays transportation, lodging, and a per diem cost at a rate determined
annually for approved travel. Air travel should be tourist or economy class. Travel by
car is reimbursed at a rate determined annually.
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3. RECRUITMENT AND PUBLIC RELATIONS
Faculty may be asked to help with recruitment of prospective students in such activities
as interviews, career days, open houses, student visitations, and phonathons. On
occasion, faculty assist in hosting various groups and guests on campus.
The University encourages faculty, as professional persons, to contribute to the affairs of
their communities in off-campus civic, religious, and cultural organizations.

F. CONFIDENTIALITY
1. PURPOSE
The purpose of this provision is to set out the guidelines governing the protection of
privacy of student education records and to implement the Family Educational and
Privacy Rights Act of 1974: (Buckley Amendment: Pub. Law 93-830, as amended), and
implementing regulations.

2. DEFINITIONS. See 34 CFR § 99.3(b).
“Directory Information/Public Information” means information contained in an education
record of a student which would not generally be considered harmful or an invasion of
privacy if disclosed and includes, but is not limited to, a student’s name, address,
telephone listing, place of birth, major field of study, participation in officially recognized
activities and sports, weight and height of members of athletic teams, dates of
attendance, degrees and awards received, and the most recent previous educational
agency or institution attended by the student.
“Eligible Student” means a student who has reached 18 years of age or is attending the
University or another college.
“Education Records” are those records that are directly related to a student and are
maintained by the University. Those records made available under the law include:
student financial aid records, health records, disciplinary records, admissions file,
placement credentials, SCAT, interest inventory and personality test results, personal
and family background data, and academic records. The term does not include:
•

Records of instructional, supervisory, and administrative personnel and
educational personnel ancillary to those persons that are kept in the sole
possession of the maker of the record and which are not accessible or
revealed to any other person except a substitute for the maker of the record.

•

Records of the law enforcement unit of the University.

In the case of persons who are employed by the University, records made and
maintained in the normal course of business which relate exclusively to the individual in
the individual’s capacity as an employee where the records are not available for use for
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any other purpose; however, records relating to an individual in attendance at the
University or who is employed as a result of his or her status as a student are education
records.
All records on any college student which are made or maintained by a physician,
psychiatrist, psychologist, or other recognized professional or para-professional acting in
his or her professional capacity, or assisting in a para-professional capacity, and which
are made, maintained or used only in connection with treatment of the student, and are
disclosed to individuals providing treatment, provided that the term “treatment” does not
include remedial educational activities or activities that are part of the program or
instruction at the University .
Records that only contain information about the individual after he or she is no longer a
student at the University.
“Parent” means a parent of a student and includes a natural parent, a guardian, or an
individual acting as a parent in the absence of a parent or guardian.
“Party” means an individual, agency, institution, or organization.
“Personally Identifiable Information” includes, but is not limited to, the following
information: the name of the student, the name of the student’s parent or other family
member, the address of the student or student’s family, a personal identifier such as the
student’s social security number, a list of personal characteristics or other information
that would make the student’s identity traceable.
“Record” means any information or data recorded in any way including, but not limited
to, handwriting, print, computer media, video or audiotape, film, microfilm, and
microfiches.
“Student” means any individual who is or has been in attendance at the University and
on whom the University maintains education records.

3. NOTIFICATION
There will be annual notification to parents and eligible students currently in attendance
at the University informing them of their rights relating to education records.

4. PERSONS RESPONSIBLE
The persons responsible for the custody of records include the financial aid officer, the
director of student health services, the vice president for student life, the director of
admissions, and the registrar.

5. LIMITATION OF ACCESS
The University will not permit a student to inspect and review education records that are:
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(a) financial records of the parents of the student or any information those records
contain;

(b) confidential letters and confidential statements of recommendation which were
placed in the education records of the student before January 1, 1975, as
long as the statements are used only for the purpose for which they were
specifically intended;

(c) confidential letters and confidential statements of recommendation placed in the
student’s education records after January 1, 1975, if the student has signed a
waiver of his or her right to inspect and review those letters and statements
and the letters and statements are related to the student’s admission to the
University, application for employment, or receipt of an honor or honorary
recognition.

6. ACCESS RIGHTS
The right of a parent or eligible student to inspect and review education records includes:

(a) the right to have an opportunity to inspect and review the student’s education
records at the University;

(b) the right to have the University comply with a request for access to education
records within a reasonable period of time, but no more than 45 days after
the University receives the request;

(c) the right to a response to a reasonable request for explanation and interpretation
of the student’s education records;
if the circumstances prevent the parent or eligible student from exercising the right to
inspect and review the student’s education records, the right to have the University
either provide a copy of the records requested, which may be at the expense of the
student, or make other arrangements for the parent or eligible student to inspect and
review the requested records, and;
if any material in the education records of the student includes information on more than
one student, the parent or eligible student may inspect and review or be informed of only
the specific information about that student.

7. DESTRUCTION OF RECORDS
The University may destroy records if not otherwise precluded by law, provided that the
University will not destroy any education record if there is an outstanding request to
inspect and review the record.
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8. AMENDING EDUCATION RECORDS
If a parent or eligible student believes the education records relating to the student
contain information that is inaccurate, misleading, or in violation of the student's privacy
rights, he or she may ask the University to amend the records.

a) Informal Proceedings for Amending Education Records
The University official charged with custody of the records will attempt to settle informally
any disputes with any student regarding the content of the University’s education records
within a reasonable time after receiving the request. If the University official decides not
to amend the education records as requested, it must inform the parent or eligible
student of its decision and of their right to a hearing.

b) Formal Proceedings for Amending Education Records
A parent or eligible student may request a hearing to challenge the content of the
student’s education records on the grounds that the information contained in the
education records is inaccurate, misleading, or in violation of the privacy rights of the
student.
The request for a hearing shall be submitted in writing to the president who will appoint a
hearing officer or a hearing committee to conduct the hearing.
The hearing shall be conducted within a reasonable period of time following the request
for the hearing. The parties shall be entitled to ten days prior written notice of the date,
time and place of the hearing.
The hearing shall be conducted and the decision rendered by an appointed hearing
official or officials who shall not have a direct interest in the outcome of the hearing.
The parent or eligible student shall be afforded a full and fair opportunity to present
evidence relevant to the hearing. The parent or eligible student may be assisted or
represented by one or more individuals of their own choice, including an attorney.
The decision shall be rendered in writing within a reasonable period of time after the
conclusion of the hearing, setting forth a summary of the evidence and the reasons for
the decision. If, as a result of the hearing, the University decides that the information is
inaccurate, misleading, or otherwise in violation of the privacy rights of the student, it
shall amend the education records of the student accordingly and inform the parent or
the eligible student of the amendment in writing. If, as a result of the hearing, the
University decides that the information is not inaccurate, misleading, or otherwise in
violation of the privacy rights of the student, it shall inform the parent or eligible student
of the right to place a statement in the record commenting on the contested information
in the record and/or setting forth any reasons for disagreeing with the decision of the
University.
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9. DIRECTORY INFORMATION
University of Saint Mary recognizes “Directory Information/Public Information” to mean
the student’s name, address, telephone listing, place of birth, major field of study,
participation in officially recognized activities and sports, weight and height of members
of athletic teams, dates of attendance, degrees and awards received, and the most
recent previous educational agency or institution attended by the student. All students
must inform the office of the registrar in writing before the end of the two-week period
following the first day of classes if they wish that any or all of the information designated
as directory information not be released without the student’s prior consent.

10.

GRADE REPORTS

Grades are accessible on e-Spire to all students once they are submitted to the
registrar’s office and have been entered into the computer system. Final grade reports
are mailed to a student’s home address only upon request.
Parents may request access to grades and other education records without the student’s
permission if the student is a dependent as defined in Section 152 of the Internal
Revenue Code of 1954. Request must be made in writing.
If any material or document in the education record of a student includes information on
more than one student, the parent or eligible student may inspect and review or be
informed of only the specific information about that student.

11.

REPRODUCTION OF RECORDS

Students may request copies of education records from the appropriate offices.
Requests must be in writing and submitted by the eligible student or parent of a
dependent student as defined in Section 152 of the Internal Revenue Code of 1954.
The present policy of requests for transcripts is as follows: In-process transcripts will be
copied at $1.00 per copy; other records and/or final transcripts will be processed at
$3.00 per copy. Transcripts from high schools and other University s may be copied and
disseminated at the request of the student. However, it is the policy of the University
that copies of a record come directly from the issuing institution.
Written transcript-request forms and letters will be held in the registrar’s office for no
longer than one year.
Records which state for whom, when, where, and to whom transcripts have been sent
will be kept in the office of the registrar for not more than three years.
Transcripts will not be sent to another institution without the written request of the
student himself/herself.
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The present policy on maintenance of student health records is to destroy all health
records of anyone who is no longer enrolled as a student at University of Saint Mary. If
a student transfers, he/she may request the health record.

12.

PLACEMENT SERVICE POLICY

The Placement Service policy insures the student his/her rights regarding placement
files as outlined by the Family Educational and Privacy Rights Act of 1974. Placement
files are maintained for any senior or University of Saint Mary graduate who completes
the necessary forms and pays the one-time $5.00 service fee.
A University of Saint Mary graduate, current senior, or a Sister of Charity may set up a
placement file. The placement file consists of personal/educational data provided by the
candidate and letters of reference. A placement file is kept until the individual makes a
written request for its destruction or until ten years have passed from its last up dating.
Any individual’s file may be up-dated by his/her written request for the removal of
references, the addition of new references, or completion of new data. A candidate has
the right to review letters of reference submitted to his/her file unless he/she elects to
waive that right.
A candidate may choose to waive his/her right of access to references by signing a
statement to that effect. This establishes a confidential file. Confidential references may
be used to up-date a file.
Only references submitted by the candidate’s written request will be included in the
placement file. On request, a student may obtain the names of the individuals who
provided the letters of reference.
A waiver of the right to review letters of reference may be revoked in writing. Such
revocation is in respect to any action occurring after the revocation.
Placement files will be released only by written consent of the candidate. A candidate
may give the placement director the authority to release his/her file at the director’s
discretion or at the written request of an employer. The candidate must sign a statement
to this effect.

13.

DISCLOSURE OF PERSONALLY IDENTIFIABLE INFORMATION
WITHOUT CONSENT
The University may disclose personally identifiable information from an education record
of a student without the written consent of the student if the disclosure is to the following:

(a) other school officials, including teachers within the University, whom the
University has determined to have legitimate educational interests;

(b) officials of another school, school system, or institution of post-secondary
education where the student seeks or intends to enroll, upon condition that
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the student is notified of the transfer, receives a copy of the record if
requested, and has an opportunity for a hearing to challenge the content of
the record;

(c) authorized representatives of the Comptroller General of the United States, the
Secretary of the U.S. Department of Education or an official employee of the
Department of Education acting for the Secretary, or state and local
educational authorities;

(d) in connection with financial aid for which the student has applied or which the
student has received if the information is necessary for such purposes as to
determine eligibility, amount, or conditions, or to enforce the terms and
conditions of the aid;

(e) state and local officials or authorities to whom such information is specifically
allowed to be reported or disclosed pursuant to state statute adopted before
November 19, 1974, if such reporting or disclosure concerns the juvenile
justice system and the system’s ability to effectively serve the student whose
records are released, or pursuant to state statute adopted after November 19,
1974;

(f) organizations conducting studies for, or on behalf of, educational agencies or
institutions to develop, validate, or administer predictive tests, administer
student aid programs, or improve instruction, provided the study does not
permit the personal identification of parents and students by individuals other
than representatives of the organization and provided the information is
destroyed when no longer needed for the purposes for which the study was
conducted;

(g) accrediting organizations in order to carry out their accrediting function;
(h) parents of a dependent student, as defined in Section 152 of the Internal
Revenue Code of 1954;

(i) in compliance with a judicial order or lawfully issued subpoena, upon condition
that a reasonable effort is made to notify the parent or eligible student of the
order or subpoena in advance of the compliance, unless the disclosure is in
compliance with a federal grand jury subpoena or other subpoena issued for
a law enforcement purpose where the court has ordered that the existence or
the contents of the subpoena not be disclosed;

(j) appropriate parties in a health or safety emergency;
(k) others relating only to disclosure of information the University has designated as
“directory information”;

(l) the parent of a student who is not an eligible student or to the student;
(m)an alleged victim of any crime of violence, as defined in Section 16 of Title 18,
United States Code, of the results of any disciplinary proceeding conducted
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by the University against the alleged perpetrator of that crime with respect to
the crime.

14.

CONTENT OF CONSENT

Where the consent of an eligible student is required for the release of education records,
it shall be in writing, signed and dated by the student, and shall include a specification of
the records that may be disclosed, the purpose of the disclosure, and the identity of the
party or class of parties to whom the disclosure may be made.
Upon request, the University will provide the student with a copy of the records
disclosed.

15.

RELEASE OF INFORMATION FOR HEALTH OR SAFETY
EMERGENCIES
The University may release personally identifiable information from an education record
to appropriate parties in connection with an emergency if the knowledge of the
information is necessary to protect the health or safety of a student or other individual.
The factors which will be taken into account in determining whether the records may be
released under this section include the following: the seriousness of the threat to the
health or safety of the student or other persons, the need for the records to meet the
emergency, whether the persons to whom such records are released are in a position to
deal with the emergency, and the extent to which time is of the essence in dealing with
the emergency.

16.

RECORDKEEPING CONCERNING REQUESTS AND
DISCLOSURES
The University will maintain a record of each request for access to and each disclosure
of personally identifiable information from the education records of each student. The
record will indicate for each request or disclosure the parties who have requested or
received personally identifiable information and the legitimate interest each party had in
obtaining the information, except when the request was from or the disclosure was to the
student, a University official, a party with written consent from the student, a party
seeking directory information, or a party seeking or receiving records as directed by a
federal grand jury or law enforcement subpoena where the court orders that the contents
of the subpoena not be disclosed. This record will be maintained with the education
records of the student as long as the records are maintained.
This record of requests and disclosures may be inspected by the parent or eligible
student, the school official or his or her assistants who are responsible for the custody of
records, and University officials and authorized representatives of the Comptroller
General of the United States, the Secretary of the U.S. Department of Education, or
state and local educational authorities for the purposes of auditing the recordkeeping
procedures of the University.
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17.

TRANSFER OF INFORMATION BY THIRD PARTIES

The University should not release personal information about a student except on
condition that the party to which the information is being transferred will not permit any
other party to have access to the information without the written consent of the student.
The University shall include, with any information released to a third party, a written
statement which informs the party of the requirement that it may not be released without
the written consent of the student.

G. STUDENT-INITIATED ACADEMIC GRIEVANCE PROCEDURE
1. REQUIRED INFORMAL APPEAL PROCESS REGARDING THE
FINAL GRADE IN A COURSE OR ALLEGATION OF ACADEMIC
DISHONESTY
Absent a grade based on constitutional violations or prohibited discrimination, the final
grade in a course is within the sole judgment of the instructor. Allegations of academic
dishonesty are handled in accord with the Academic Honesty Policy Statement and the
procedures described below. In the event that a student disagrees with the final grade
assigned in a course, or disputes an allegation of academic dishonesty, the following
informal procedure will be initiated by the student.
The student informs the instructor that the grade or academic honesty allegation is under
dispute. If the dispute involves a final grade, the student must inform the instructor by
the end of the drop/add period of the following spring/fall semester. It is recommended
that the student do this as soon as possible after receiving the grade.
If the dispute involves an allegation of academic dishonesty, the student must inform the
instructor within three days of instructor notification to the student of the allegation of
academic dishonesty.
The student consults with the appropriate individuals at each of the three levels indicated
below and seeks resolution on the lowest possible level.
1) Absent unusual circumstances, the student consults with the instructor who
renders a decision and notifies the student personally or at the student’s last
address on file with the University within one calendar week of the
consultation.
2) If the matter is not satisfactorily resolved with the instructor, the student
consults with the department chair within one calendar week of the decision
of the instructor and the department chair will notify the student personally or,
if personal notice is not feasible, at the student’s last known address of the
instructor’s decision within one calendar week of consultation. If the dispute is
with the department chair who is the instructor, the student moves to step 3.
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3) If the matter is not satisfactorily resolved in steps 1 or 2 above, the student
may consult with the Vice President for Academic Affairs or the Vice
President for Overland Park Campus within one week regarding a formal
appeal process. The Vice President for Academic Affairs or the Vice
President for Overland Park Campus will confer with the instructor, the
student, and the chair to assure that informal process was followed and will
then advise the student within one week as to the appropriate steps in
initiating a formal appeal process, should the student desire to do so. The
role of the Vice Presidents at this juncture is to assure due process, not to
deal with the substantive matters of the appeal.

2. FORMAL APPEAL PROCESS REGARDING THE FINAL GRADE IN A
COURSE OR ALLEGATION OF ACADEMIC DISHONESTY
Notice of Appeal
If the issue cannot be resolved informally, the student may file a formal appeal in writing
with the supporting documentation within one calendar week of the notification by the
Vice President for Academic Affairs or the Vice President for Overland Campus with a
copy to the assigning instructor, and the assigning instructor may file a statement and
any supporting materials within one week of the filing of the appeal with the Vice
President for Academic Affairs or the Vice President for Overland Park Campus with a
copy to the appealing student

Review Committee Membership
The review committee will be formed within one calendar week of the filing of a formal
review of the final grade and will consist of three faculty members, to include the
department chair, if appropriate, a faculty member from a related discipline, and a faculty
member from an unrelated discipline.
The student may choose one of the three review committee members in which case the
student will identify his or her request for a committee member with the filing of the
appeal and the Vice President for Academic Affairs or the Vice President for Overland
Park Campus will appoint the remaining two members and appoint one of the members
as chair. The chair controls all aspects of the review committee and its work and the
instructor and the appealing student are to communicate on all matters through the chair
or as the chair may direct.

Review Committee Role and Procedures
The role of the review committee is to ensure that good academic practice and
adherence to USM policy was followed in the grade assignment or academic dishonesty
allegation and in the review process. The role of the committee is to make judgment
regarding the manner in which the instructor applies the criteria for grading or the
allegation of academic dishonesty, taking into consideration such issues as fairness,
consistency, and the communication of standards.
Although the committee may meet in private to form the agenda, review the materials
submitted by the student and the instructor, to deliberate, and to decide its final
recommendation(s), the student’s and the instructor’s presence are invited for the formal
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presentation of the appeal and to respond to questions from the committee. At any
meeting at which the student and the instructor are present, each may be accompanied
by a member of University of Saint Mary community for support and assistance;
however, only the student or the instructor may speak on their own behalf, including
asking and answering questions of the other and interacting with the review committee.
The committee must inform both the appealing student and the assigning instructor of its
findings and recommendations and send these to the Vice President for Academic
Affairs or the Vice President for Overland Park Campus for any action
.
For grade appeal, the committee may return the matter to the instructor for reevaluation,
recommend action or no action on the appeal, or in the case of a perceived
constitutional violation, including a perceived violation of academic freedom or prohibited
discrimination, submit a recommendation to the instructor and/or the administration to
change the grade.
For academic honesty violation, the committee may return the matter to the instructor for
re-evaluation, or recommend action or no action on the appeal. No action essentially
upholds the instructor’s decision.
The Vice President for Academic Affairs or the Vice President for Overland Park
Campus will act on these findings and recommendations or return the matter to the
review committee for further action and notify the appealing student and assigning
instructor of his or her decision, including further appeal rights, if any. In acting on the
findings and recommendations of the committee, the Vice President for Academic Affairs
or the Vice President for Overland Park Campus also weighs issues of fairness,
consistency, and communication of standards. For grade appeal, the decision of the
Vice President for Academic Affairs or the Vice President for Overland Park is final and
may not be appealed.
In the case of academic dishonesty, should the final recommendation of the instructor
and the committee be dismissal from the University, the case will be reviewed by the
President who consults with the Vice President for Academic Affairs or the Vice
President for Overland Park Campus before making a final decision regarding dismissal.

Records
A record of formal appeals will be kept in the office of the Vice President for Academic
Affairs or the Vice President for Overland Park Campus.

IV. ADMINISTRATIVE POLICIES
A. ANNOUNCEMENTS AND INFORMATION

77

Announcements and information from the University administration are normally made
through the University’s e-mail network. Copies of policies and forms are available on
the computer network. General information may be posted on the bulletin board in the
faculty/staff lounge.

B. MAIL
Mailboxes for internal mail and for incoming mail are located in the faculty/staff lounge.
A drop box for outgoing mail is located near the Bookstore across from the lounge.
Outgoing mail to be metered needs to have the proper account number marked in pencil
in the upper right corner.
The Saint Mary Postal Station is located on the ground floor of Berchmans Hall. This is
a full service post office with sales of stamps, package service, and all other services
available at the main post office. The hours are posted near the service windows.

C. TELEPHONE
Information about the campus telephone system and campus telephone directories are
available on the University’s computer network. Questions about telephones should be
addressed to the maintenance department.
Long Distance Calls - Each department has a phone code for the billing of long distance
calls.
The telephone is equipment critical to the University’s work. Personal telephone calls
should be brief and limited to emergencies and unusual circumstances. Personal long
distance calls must be recorded, reported to the University and paid for by the employee.
Personal outgoing long distance telephone calls will be reflected on the employee’s
monthly telephone bill and the amount should be remitted to the Business Office upon
receipt.
The University has several toll-free Kansas City lines that can be accessed by dialing 16.
Dial either 16-913-xxx-xxxx (Kansas) or 16-816-xxx-xxxx (Missouri).
For incoming
calls from Kansas City the toll-free number 772-0961.
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D. FAX USAGE
A fax machine is located in the support area for university use. Individuals receiving
personal incoming faxes will be charged a fee per page. Personal incoming faxes are
payable upon receipt of the fax. Personal outgoing faxes will be reflected on the
individual’s monthly telephone bill and the charged amounts should be remitted to the
Business Office upon receipt.

E. COMPUTERS, E-MAIL AND INTERNET
1. SYSTEMS
The University’s computers, copiers, e-mail, internet, network and all other electronic
equipment ("systems") are vital to its functioning. Software contained on the University’s
systems is licensed only to the University and any copying of this software can place you
and the University in violation of these license agreements. Further, there always exists
a potential for damage to all of the University’s electronic records caused by viruses
whether generated internally or imported from non-university sources.
All computer hardware, software and electronically stored data and other information
generated, received or stored on the systems is the exclusive property of the University
and constitutes confidential information and property. Employees are responsible for the
protection and security of all systems, software and electronic data and information.

2. SYSTEMS GUIDELINES
(a) Your use of the University's systems, software and electronic data is for
educational, administrative, research and other business purposes of the
University consistent with its objectives. It is the staff user's responsibility to
access only internal and external electronic data in performance of work and
files consistent with the objectives of the University.
Use of other
organization’s network or computing resources must comply with the rules
appropriate for that network. Transmission of any material in violation of any
federal or state regulation is prohibited. This includes but is not limited to
copyrighted material, threatening or obscene material, viruses or unsolicited
files or material protected by trade secret. Use for product advertisement or
political lobbying is prohibited.

(b) The use of the systems is a privilege, not a right, and any inappropriate use will
result in the cancellation of those privileges.

(c) You are expected to abide by generally accepted rules of network etiquette.
These include but are not limited to:

79

(i) Be polite. Respect the opinions and beliefs of others. The University
network and the Internet are a global community representing many
races, religions, cultures and social structures.
(ii) Use appropriate language. Do not swear; use vulgarities or any other
inappropriate language. Avoid using slang, as it is often
misunderstood and may be offensive to others of a different culture.
Correct English is the international language of the Internet.
(iii) Do not reveal your personal (home) address or phone number – as
well as those of other users or colleagues. Do not reveal information
that you think is personal in nature. Do not reveal your login name or
password to the network to anyone.
(iv) E-mail is not guaranteed to be private. Users must understand that
an e-mail message may pass through many servers on the way from
sender to recipient and is therefore subject to interception along the
way. See University of Saint Mary e-mail policy below.
(v) Do not use the network in such a way that disrupts the use of the
network by other users. Do not attempt to access files that are
outside the scope of your work or administrative objectives. This
includes but is not limited to university administrative information, user
or instructor records and the network operating system. All
communications and files accessible via the network should be
assumed to be private unless otherwise specified.

(d) The provision of the University-owned electronic mail system is for business
including the convenience of the members of University of Saint Mary
community. The University will make reasonable efforts to maintain the
effective operation of its electronic mail systems. Users are advised,
however, that these systems and other free e-mail packages, for example
hotmail, downloaded to the University owned network and student owned
computers should in no way be viewed as a secure medium for the
communication of confidential or sensitive information. Users of electronic
mail services are on notice that even though sender and recipient may have
discarded or deleted their copies of an electronic mail record, there may exist
retrievable back up copies of electronic mail records.

(e) Prohibited uses of the University-owned network or student-owned workstations
accessing the University owned network include but are not limited to the
following:
(i) Sending copies of documents in violation of copyright laws, including
the inclusion of the work of others into electronic mail communications
in violation of copyright laws.
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(ii) Capture and “opening” of electronic mail not addressed to you except
as specifically authorized by the President or Vice President for
Academic Affairs of the University to diagnose and correct the delivery
system.
(iii) Use of electronic mail to harass or intimidate others, including sexual,
racial and religious harassment or intimidation, or to interfere with the
ability of others to conduct university business.
(iv) Use of electronic mail systems for any purpose restricted or prohibited
by law or regulation.
(v) “Spoofing,” i.e. constructing an electronic mail communication so that
it appears to be from someone else.
(vi) “Spamming,” i.e. sending a large amount of electronic mail to a
particular site or workstation sufficient to harass individuals, down
servers, or otherwise effectuate denial of e-mail service to the campus
or other site.
(vii) “Snooping,” i.e. obtaining access to the files or e-mail of others for the
purpose of satisfying idle curiosity, with no substantial university
business purpose.
(viii) Attempting unauthorized access to e-mail or attempting to breach
any security measures or any e-mail system or attempting to intercept
any electronic mail transmissions without proper authorization.
(ix) Knowingly exporting, importing or downloading a virus on to the
University or any other computer system.
(x) Downloading or installing any program application onto the systems.

(f) Security on any computer system is a high priority, especially when the system
involves many users. You must notify a system administrator if you feel you
have identified a security problem on the University network or the internet.
Do not demonstrate the problem to other users. Attempts to break into the
University servers or network by any method will result in loss of privileges
and possible disciplinary action. Any user identified as a security risk or
having a history of problems with other computer systems may be denied
access to the University computing resources.

(g) Any attempt to damage, destroy, reconfigure, rewire, or otherwise change the
operation of any computer, server, cabling or other connectivity devices for
malicious purposes or individual whim, may result in loss of privilege and
disciplinary/legal action.

(h) There is no reasonable expectation of privacy in any use of the systems including
generation, receipt or storage of data. The University may from time to time
access any data on the systems for maintenance, compliance with policy,
investigation or any other reason. University of Saint Mary makes no
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warranties of any kind, whether expresses or implied, for the computer and
network services it provides. The University will not be responsible for any
damages suffered by employees. This includes but is not limited to loss of
data resulting from equipment malfunction, delays, non-deliveries, misdeliveries or service interruptions caused by its own negligence or employee
errors or omissions. Use of any information obtained using university
computer resources is at your own risk. The University specifically denies
any responsibility for the accuracy or quality of information obtained through
our information services.

F. DRESS CODE AND HYGIENE
All employees are expected to present a businesslike appearance in dress, personal
grooming and hygiene. On university approved dress-down days, casual attire is
acceptable.

G. ETHICAL STANDARDS, PROPRIETARY INFORMATION AND
CONFIDENTIAILITY
University of Saint Mary is committed to conducting its business activities with integrity,
fairness and in accordance with high ethical standards and every employee is obligated
to uphold these standards in performance of work and every activity related to work. If
there is doubt whether an activity meets the University’s ethical standards or
compromises the University's reputation, an employee should discuss the matter with his
or her immediate supervisor, the immediate supervisor’s supervisor, or any
administrator.
In the course of employment, each employee has access, uses, transmits and takes
possession of information and documents in hardcopy or electronic media and
equipment and other property. The information, documents, equipment and other
property which employees access, transmit, receive or use in the course of work is the
property of the University and is for work-related purposes only. Information and
documents are often very sensitive and must be held in the strictest confidence and are
not to be divulged, shared or otherwise used for any purpose other than in performance
of work or as directed by the employee’s supervisors in performance of university-related
work. No information, document, equipment or other property of the University may be
used for personal purposes unless stated in this Administrative/Staff Handbook or
permitted, upon request, by your immediate supervisor.

H. COPYRIGHT
Faculty are expected to be models of academic honesty especially as related to
copyright regulations in the preparation and teaching of course materials. See Circular
21, www.copyright.gov\circs\circ21.pdf. Further information is available in the USM
Library.
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I. ID CARD
Faculty and staff ID cards are issued by the Student Services Office. The first card is
free. If it is lost a replacement is available at the cost of $6.00. The ID card works as an
access card to most doors that have a scanner box on them. The scanners are located
on most doors of Maria Hall, Miege Hall, Library, Berchmans Hall, and Mead Hall
exterior first floor. These doors are secured by the card access system each night and
are open again in the morning. The following times are in effect most of the year:
Maria

6 am

to

11:00 pm

Berchmans

6 am

to

6:00 pm

Miege

6 am

to

9:30 pm

Mead/Saint Mary

7 am

to

6:30 pm

DePaul Library

7 am

to

5 pm

The ID card will also be used to check books out of the library and to attend any athletic
event on campus, with the exception of conference play-off games.

J. PARKING
Employees need to register vehicles that are parked on campus. Registration forms are
available from Human Resources, Business, Registrar or Student Services. Return
completed forms to the maintenance department. Employees are expected to observe
parking regulations; a copy of these regulations is provided by the maintenance
department.

K. DEPAUL LIBRARY
Library hours during the school year are 8:00 am to 9:30 pm Monday through Thursday,
8:00 am to 5:00 pm Friday, 11:00 to 4:00 pm Saturday and 2:00 pm to 9:30 pm Sunday.
Summer hours are posted at the Library entrance. De Paul Library has Special
Collections located on second floor including the Lincoln collection, the Bible collection,
the Shakespeare collection and a collection of Hummel figurines. Tours of the Special
collections can be arranged by contacting the head librarian.

L. BOOKSTORE
The University Bookstore is located on first floor of Mead Hall. Faculty and staff receive
a 10% discount on all personal purchases. Office purchases are made with a special
discount computed by the clerk at the time of purchase.
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M. HOLIDAYS
The following holidays are recognized by the University: The offices of the University
are closed and classes are not scheduled on holidays.
New Year's Day
Good Friday
Memorial Day
Independence Day
Labor Day

Thanksgiving Day
Day after Thanksgiving
Christmas Eve
Christmas Day

If a holiday falls on a weekend, the holiday will be observed on the closest Friday or
Monday, or in some circumstances on a day most beneficial to both the employee and
the University.

N. INCLEMENT WEATHER
The faculty and administration at University of Saint Mary value class time and do not
want to cancel classes without warrant.
When snow and ice make driving hazardous, a GroupWise e-mail will be sent to all
faculty, staff, and students to clarify if classes are cancelled or would be on a late start
schedule. Additionally, a recorded telephone message can be heard by dialing
extension 6300 on campus, 758-6300 in the local area, by calling the main phone line,
682-5151 or the Kansas City line at 913-772-0843, then press “7” to be transferred to the
recorded message. Under ordinary circumstances we will post this email no later than 6
a.m. for campus day classes and 3:00 p.m. for evening classes.
All faculty, staff, and students are responsible to either read their GroupWise e-mail or
check the recorded message. The media will be contacted only if classes are cancelled.
Safety is the utmost concern for faculty, staff, and students. If classes are on a late start
schedule then faculty and staff should report to work when they can do so safely but no
later than 9:30 am. If it is unsafe for a staff member to come in by 9:30, he/she should
contact their supervisor. If classes are cancelled, faculty and staff are not required to
report for work.
If you do not hear an announcement, then classes will be held as regularly scheduled.

O. SAFETY, SECURITY AND LOSS PREVENTION
Although not a guarantor of safety and security, University of Saint Mary has a detailed
security plan to protect the premises from natural disaster, fire, unlawful entry and theft.
The details of this plan are available for review from the plant manager.
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Employees are encouraged to assist the University in implementation of the plan and to
take actions to prevent compromise of the plan. Tampering with or improper activation of
any security or safety device may result in immediate separation. If you find property
missing or damaged, report it to your supervisor immediately.
Respect for and protection of university property and employee personal property is
everyone’s concern. The University expects all employees to conduct themselves in a
safe manner. Employees are urged to use good judgment and common sense in matters
of safety, to observe any safety rules posted in various areas and to follow applicable
federal and state safety regulations.
The campus security office is located on ground floor of Berchmans Hall. The office is
staffed from 3 pm to 6 am. Security can be reached by calling x 6446, or by cell phone
at 683-5201 or the beeper 651-1521. Employees are requested to lock their offices and
close windows when leaving offices. If there is electronic equipment in a classroom, the
room should be locked when leaving.
Copies of the campus security policy and of the emergency management policy are
available on the University’s computer network.

P. SMOKING
Employees are requested to confine smoking to designated smoking areas in order to
meet safety regulations and also to preserve the good care of the buildings. Smoking will
not be permitted at the front entrance of any University of Saint Mary building. Smokers
are requested to have consideration of nonsmoking members of University of Saint Mary
community, the Sisters of Charity and guests and visitors of the University or the Sisters
of Charity.

Q. NO SOLICITATION – NO DISTRIBUTION
No employee shall solicit, collect for, or promote support for any cause or organization
during his or her working time or during the working time of the employee or employees
at whom such activity is directed.
No employee shall distribute or circulate any written or printed material in any working
area at any time, or during his or her working time or during the working time of any
employee or employees at whom such activity is directed.
Working area is defined as any place where work may be performed. This designation
covers the workplace, even during non-working hours.
Any requests for exceptions to this policy must be presented in advance to the Human
Resources Director and the decision of the Human Resources Director is final.
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R. TRAVEL POLICY
1. BUSINESS TRAVEL
The University encourages participation in meetings of professional organizations and
recognizes that faculty may be required to travel for professional development. The Vice
President for Academic Affairs administers a fund to support faculty travel and
professional development. The University reimburses legitimate, reasonable expenses
incurred in the context of work-related travel as provided in this policy.
Application for faculty development funds may be made at any time, but faculty are
encouraged to submit requests early in the academic year. Requests should include a
description of the faculty development activity and an expense projection. Requests will
be reviewed by the Vice President for Academic Affairs after consultation with
department chairs. The faculty member will be notified in writing whether the request is
approved or not.
Cash advances may be requested for up to 90% of the travel expense projection. Upon
return, all employees must complete and file a travel expense form with the Business
Office. Receipts must be presented for all items purchased in excess of $10.00. No
reimbursement will be made for any expense item claimed in excess of $10.00 without a
receipt. If expenses do not exceed the approved travel expense projection, no further
approval is necessary. If expenses exceed the approved travel expense projection,
approval must be received from the Vice President for Academic Affairs prior to
reimbursement of claimed expense in excess of the approved travel projection.
Air travel is reimbursable only at coach rate at the lowest fare for a reasonable flight
route subject to reasonable time constraints related to advance purchase. Automobile
travel within the greater Kansas City area should be by use of one of University of Saint
Mary’s fleet of cars. With prior permission of the immediate supervisor, an employee
may use his or her personal vehicle in accordance with the Use of Personal Vehicle
policy in this Handbook. When renting a vehicle for travel is more cost effective or
otherwise beneficial to the University than the use of any other form of transportation,
the Vice President for Academic Affairs may permit the employee to rent a vehicle.
Taxi and limousine service fares including standard 15% tips are allowable if no public
transportation is available or reasonably convenient.

2. TRAVEL EXPENSES
The daily limit for out-of-town meal expense is $35.00, with an exception for travel to one
of the ten (10) most populated cities when the daily limit will increase to $50. If you have
a question relating to the ten (10) most populated cities, speak with the Business Office.
In travel to the Greater Kansas City area, the limit for meal expense is $10.00 per meal.
An employee is limited to reimbursement for one (1) meal for a business day of eight (8)
hours or less. Reimbursement for up to two meals per day may be permitted for
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business day travel to the Greater Kansas City area that is nine (9) hours or more. With
advance approval of the immediate supervisor, an employee may, in furtherance of
university-related business, pay for the meals of others.
When requesting reimbursement for any meal expense, identify the business purpose
and if appropriate, the attendees and the subject matter discussed at the meal. Retain all
receipts for meals; reimbursement for any meal will not be made absent a receipt.
Hotel arrangements must be made at reasonable rates, and if in connection with a
conference, at the applicable conference rate of the hotel hosting the conference. When
traveling overnight, one personal telephone call per day of short duration will be
reimbursed. No other personal expense, including entertainment, will be reimbursed. No
reimbursement will be made for hotel stays in the Greater Kansas City area absent
extraordinary circumstances and approval of the Vice President for Academic Affairs.
The University encourages employees with questions regarding reimbursement of
expenses to discuss them with the Vice President for Academic Affairs prior to travel.

3. USE OF PERSONAL VEHICLES
University of Saint Mary does not permit use of personal vehicles for university business
without the express permission of the employee’s immediate supervisor.
University of Saint Mary carries Non-Ownership Automobile Liability insurance for
employees who use their personal vehicles on university business. In the event of an
accident, Non-Ownership Automobile Liability insurance only protects the University
against automobile-related liability. Therefore, employees who use their personal
vehicles for any university related business must provide evidence that they are
otherwise carrying insurance satisfactory to the University and must maintain a current,
valid driver's license as required by state law.
When the University permits an employee to use their personal vehicle in the
performance of their duties for the University, the University will pay the employee a
mileage allowance. This allowance will not exceed Internal Revenue Service guidelines
for mileage.
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