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Introduction History

l. INTRODUCTION

History

There are 102 historically Black colleges and 2%8n@Glic colleges in the United States, yet
only one is both historically Black and CatholicThat distinction belongs to Xavier
University of Louisiana, which strives to combire tbest attributes of both its faith and its
culture.

Located in New Orleans, the small liberal arts egdl dates back to 1915, when Saint
Katharine Drexel and the Sisters of the BlessedrgBaent founded the coeducational
secondary school from which it evolved. Saint laaithe, supported by the interest of a
substantial inheritance from her father, bankeatiirier Francis Drexel, founded and staffed
many institutions throughout the U.S. in an efftrthelp educate Native Americans and
Blacks. She was canonized by Pope John Paull@g.

Aware of the serious lack of Catholic-oriented eation available to young Blacks in the
South, Saint Katharine came to New Orleans andbksttad a high school on the site
previously occupied by Southern University. A Nainschool, offering one of the few
career fields (teaching) open to Blacks at the twees added two years later.

In 1925, Xavier University became a reality whea @ollege of Liberal Arts and Sciences
was established. The first degrees were awardee tyears later. In 1927, a College of
Pharmacy was opened.

Recognizing the University's need for a separatentiy and room to expand, Saint
Katharine bought a tract of undeveloped land faampus on the corner of Palmetto and
Pine Streets in 1929. Construction of the U-shagethic administration building (now a
city landmark) was completed in 1933. The Sistersain a vital presence on campus today,
providing much-needed staffing and limited finahc&ssistance, but today Xavier is
governed by a bi-racial Board of Trustees.

Even with its special mission to serve the Blac&tholic community, Xavier’'s doors have
always been open to qualified students of any macereed. In fact, today more than 70
percent of Xavier's students are of other religiaffdiations, and close to 25 percent are of
other races.

Recent years have seen a growing influx of outtatiesstudents, yet a little over one-half of
Xavier’'s students are from the state of Louisiaiae balance represents some 35 states and
numerous foreign countries.

Prospective Xavier students can get academic stuppararly as junior high school. Highly
successful, and equally popular, pre-college prograeach designed to improve the
analytical reasoning skills of students—are offegadh summer in various disciplines.

Xavier's curriculum is liberal arts oriented, witll students required to take a core of
prescribed courses in theology and philosophyatteand the humanities, communications,
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history and the behavioral sciences, and mathesatid the natural sciences, in addition to
more intensive work in their respective majors.

Xavier is recognized as a national leader in te&lfof minority science education, and has
been featured in media outlets such G¥N, USA Today, The New York Times, The
Chronicle of Higher Education, U.S. News & World Report, the Washington Post, the
Atlanta Journal-Constitution and Diverse Issues in Higher Education.

Graduates enjoy an acceptance rate at medical am@ldschools throughout the country
which is better than twice the national averagavir places more African Americans into
medical school than any other college in the UnSe&ates. A full 95 percent of those Xavier
graduates who enter medical and dental school g@oobecome practicing physicians.
Xavier also ranks first in the nation in the numloérAfrican American students earning
baccalaureate degrees in the physical sciencetharmological/life sciences.

The College of Pharmacy, one of two pharmacy schoolouisiana, is a top producer of
African Americans with the Doctor of Pharmacy degre

In all, Xavier offers training in over forty fielden the undergraduate, graduate, and
professional degree level. More than 30 percerXadfier's graduates from the College of
Arts and Sciences continue their education by ditgngraduate or professional school.

Mission Statement

Xavier University of Louisiana, founded by St. Katime Drexel and the Sisters of the

Blessed Sacrament, is Catholic and historicallycBId he ultimate purpose of the University

is to contribute to the promotion of a more justl fmmane society by preparing its students
to assume roles of leadership and service in aagykdriety. This preparation takes place in
a diverse learning and teaching environment trairporates all relevant educational means,
including research and community service.

Goals
So that they will be able to assume roles of legdprand service, Xavier graduates will be:
- prepared for continual spiritual, moral and intefilel development;

- liberally educated in the knowledge and skills eepli for leadership; and service;
and

- educated in a major field such that they are pexpao complete graduate or
professional school and to succeed in a careemdifd.

While Xavier maintains its historic role in proundj special support for the aspirations and
development of the African American community sitommitted to the ideal of a pluralistic
society in which creative interaction among divdrséitions enriches all of its citizens.
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Introduction

Seal of Xavier University

Seal of Xavier University

Description:

Symbolism:

Motto:

Date of adoption:

Designer:

A shield inscribed in a circle. On one side o tbhield is a lion

rampant in a field of white, or in the languagehefaldry, on a field of

silver. His claws are tinged with gold. On the othigle of the shield,

on a green field, is a crescent and above the emgsa golden head of
wheat. Woven in and around the shield we seeb@mmnilwith the motto

of Xavier University, "DEO ADJUVANTE NON TIMENDUM."

The gold and the white, or silver, are Xavier'toce The green field
signifies confidence in God; the lion, symbol olicage and strength,
represents the Xavier student, nourished with theat; which is the
symbol of the Blessed Sacrament; the wheat may stlsad for the

Sisters of the Blessed Sacrament who founded X&lnerersity. The

claws and the tongue of the lion are gold to indichat the source of
the Xavierite's strength is the Blessed Sacrantéet golden wheat).
The crescent symbolizes Mary, the Virgin MotheiGafd from whom

the Second Divine Person, the Blessed Wheat, aitassp represents
the city of New Orleans commonly referred to as the " Crescent City."

"DEO ADJUVANTE, NON TIMENDUM." A free translatiomf the
Latin may be rendered as, "WITH GOD AS OUR HELPEBR\E
MUST NOT FEAR." Or again, "IF GOD BE WITH US, NOTNG
IS TO BE FEARED."

This seal was adopted in 1950, at which time glaeed the seal
formerly used.

This seal was designed by Sister M. Lurana Ne8IB.S., former
Associate Professor of Art at Xavier University.
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Organizational Structure of Xavier University The University Corporation

Il. ORGANIZATIONAL STRUCTURE OF XAVIER
UNIVERSITY

The University Corporation

The Board of Trustees of Xavier University has tegal responsibility and authority to
manage and direct the affairs of the Corporatiefefred to generally as the University) and
the control and disposal of its property and furadhg] it has the power to carry out any other
functions which are permitted by the charter of @wgporation, the constitution and the laws
of the United States and the State of Louisiana.

Procedural and Historical Note

Operating under its founding charter from the Stdteouisiana granted June 18, 1918, the
University was governed for decades by the selpgieiating Board of Directors comprised
of five (5) Sisters of the Blessed Sacrament -réhgious community's Council General.

On July 6, 1966, the above Board of Directors o¥iEaUniversity of Louisiana (Council

General) approved the Articles of Incorporation #otouisiana corporation titled "Xavier
University of Louisiana,” which provided for threeew members who were not of the
religious community. The new expanded corporatepiaced the Council General.

On September 23, 1968, the new restructured Bofairectors of Xavier University of
Louisiana established a Commission of Governancesttmly the present governance
principles and structure. The Board approved,ringiple, a document entitled "Relevance
in Governance: Xavier's Top Priority,” and chargéd new Commission with the
responsibility to make recommendations evaluatireg drinciples outlined in the document
and indicating any other pertinent developmentghim area of governance relevant and
adequate for Xavier's commitments and objectivéss Tommission had its first meeting on
March 14, 1969.

The Board adopted the Commission's recommendatubish changed the composition of
the governing body from a nine (9) member boardsistimg of six (6) religious, one bishop,
and two (2) lay persons, to a twenty-seven (27) begnboard in which two-thirds (2/3) of
the seats are occupied by lay persons. The origioatd operated as a subsidiary of the
religious order. The new (current) board is congheindependent, has full ownership of,
total control over and ultimate responsibility tbe University.

Membership of the Board

The members of the Corporation consist of no lkas hine (9) and not more than twenty-
seven (27) persons, which number includes one-(fii®) representation from the Sisters of
the Blessed Sacrament.

The President of the University shall be an exeadfmember of the Board of Trustees.
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General Administration Organizational Structure of Xavier University

Duties of the Board of Trustees

bearing full and complete legal responsibility fibre University as a corporate
enterprise,

choosing a president for the University, who sbhalldirectly responsible to the Board
for the administration of the University,

approving the educational policies of the Universit

investing and reinvesting all funds of the Universand generally controlling the
financial administration of the University,

authorizing and supervising the construction of rmwildings, additions, and other
matters pertaining to expenditures,

examining and studying the business methods an@geament of the University, and

annually participating in the development of a coshgnsive report upon all aspects
of the University, physical, financial and educatib by the President of the
University.

General Administration

The President

All authority is vested in the Board of Trusteesdais delegated according to their
determination to the President and all other dffgi councils and committees of the
University.

Specific duties of the President of the Universitgiude:

choosing such other officers of administration hallsbe needed for the operation
and control of the University and its constituency,

acting as the chief executive of the Universityargfed with effecting its policies and
regulations,

exercising general supervision over the work of #aeninistrative officers of the
University, passing upon the satisfactoriness ofises rendered and deciding upon
the retention and dismissal of officers,

appointing faculty members,

representing the University to its constituency, ttee general public, and in
educational and social circles,

presiding at the regular meetings of the Univergitademic Assembly and calling
such special meetings as may be deemed necessary,

exercising superintendence over all departmentseotUniversity as the prosperity of
the University demands,

-2
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Organizational Structure of Xavier University General Administration

making reports to the accrediting agencies anbeéaonstituency of the University,
- supervising all official publications of the Unisgy,

- directing the attention of the faculty to changeducational thought and practice,
particularly as they affect higher education,

- maintaining amity and unity of purpose among allnmers of the teaching and
administrative staff, the alumni and the University

- assisting, as far as possible, in raising fundgHersupport of the University and for
endowments, and

- reporting to the Board of Trustees.

Provost and Senior Vice President, Academic Affairs

The Provost and Senior Vice President for AcadeAfifairs (SVPAA) serves as the

President’s chief advisor, providing leadershigesgtablishing priorities and in collaborating
with all organizational units to advance the miss@nd the continuing success of the
institution. The Provost and SVPAA is the rankifige President who coordinates the work
of the other University Vice Presidents. The Pstvand SVPAA is the chief academic
officer, and as such is responsible for implementacademic policy and coordinating
academic programs and activities. The Provost Sewior Vice President reports to the
President.

Reporting to the Provost and Senior Vice Presiddngdemic Affairs are: the Associate

Vice President, Academic Affairs; Assistant Vicee$tdent, Scholarship Coordinator; the
Dean of the College of Arts and Sciences; the Ddhe College of Pharmacy; the Dean of
Admissions; the Director of the Center for the Adeament of Teaching; the Director of the
Center for Undergraduate Research; the Registhar;Bxecutive Director of the Career
Advancement Center; the Director of the Confucnsitute; the Director of the Institute for

Black Catholic Studies; the Director of the QualEphancement Plan; and the University
Librarian.

It is the duty of the Provost and SVPAA to searchdnd to implement ways to affect a
favorable climate for learning at the Universitile/She shall encourage and promote good
teaching and scholarship by the faculty and engmugood scholarship by the students.
He/she shall administer the curriculum, advise lom hiring of new faculty, who may be
offered employment by the Office of the Presidamtgd advise on release of non-tenured
faculty, whose employment may be terminated byQffece of the President.

Specific duties of the Provost Senior Vice PredidenAcademic Affairs include:

- serving as the University’s chief academic offiedro oversees the implementation
of the University’'s academic mission, programs gmuolicies and has broad
responsibility for its faculty including the pronmat of excellence in teaching,
research, and service;
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General Administration Organizational Structure of Xavier University

- taking an active role in expanding economic, se@ald cultural engagement and
impact, increasing opportunities for outreach, atréngthening partnerships in the
Greater New Orleans area, as well as at the gstatenal, and global arenas, to
advance academic and University success;

- presiding at meetings of the University Academiai@ol;

- reviewing and approving curricula, courses, andhods of instruction in all the
colleges and schools of the University;

- working with the President and deans to review acad programs and recruit
faculty necessary to carry out these programs;

- serving as a member of the University Budget Comemiand thereby exercising
authority for approving budgets for academic protga

- monitoring policies and procedures concerning aslimns, registration, scheduling,
and academic guidance of the students of the Usityer

- approving and monitoring academic scholarships iwithniversity budget
guidelines;

- overseeing the operation of the University Library;

- serving as the Cognizant Officer to the Board afstees’ Committee on Faculty and
Academic Affairs;

- serving as Chairperson of the University Commitieédcademic Standing;

- reviewing the recruitment, orientation, and devetept of the faculty and the
evaluation of their performance;

- assuring proper University representation at mgstof academic associations; and,
- carrying out other responsibilities as delegatethieyPresident.

Senior Vice President, Administration

The Senior Vice President, Administration is themadstrative officer; and as such,
integrates all business and administrative funetitm achieve a level of efficiency and
effectiveness in support of the University's miasamd goals, and advises the President on
all fiscal, budgetary, and administrative mattefi$ie Senior Vice President, Administration
reports to the President. Reporting to the SeYlioe President, Administration are: the
Vice President, Facility Planning and Managemeiné tVice President, Technology
Administration; the Associate Vice President, Aiaty and Support Services; the Director
of Human Resources; the Director of Student Firen&id; the Internal Auditor; and the
Director of Environmental Health and Safety.
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Organizational Structure of Xavier University General Administration

Vice President, Institutional Advancement

The Vice President, Institutional Advancement répto the President and is responsible for
advancing the University's relations and resourdestitutional Advancement encompasses
the Development Office, Strategic Initiatives, ahe Public Affairs and Communications
Office. Daily operations of these offices are dieel respectively by the Associate Vice
President, Development, the Associate Vice Presid&rategic Initiatives, and the Associate
Vice President, Public Affairs and Communicatiomg)o report to the Vice President,
Institutional Advancement.

Vice President, Student Services

The Vice President for Student Services is the adhtnative officer directly responsible for

the coordination and overall development of the -academic areas of student life.

Reporting to the Vice President, Student Servicesthe Associate Vice President, Student
Services, the Assistant Dean for Student Life, #red Directors of the Center of Student
Leadership and Service, Health Services, Housirth Residential Life, Intramural Sports

and Recreation, Counseling and Wellness, CareevicBsy Campus Police, Campus
Ministry, Athletics, and the University Center.

Vice President, Fiscal Services

The Vice President for Fiscal Services is the cfirgincial officer, and as such shall be
responsible for implementing major policies andceaures relating to financial matters.
The Vice President reports to the President andeseas support to the President and the
Board of Trustees. The Vice President is direotigponsible for managing the Office of
Fiscal Services, and gives leadership and dirediiothe Controller, Accounts Payable
Manager, Accounts Receivable Manager, Loan CollaciManager, Payroll Coordinator,
and other administrative staff in the Office ofdékServices.

Vice President, Technology Administration

The Vice President, Technology Administration isspensible for developing,

recommending, and implementing policies associatiga the identification and integration

of technology into the instructional and adminig#e functions of the University. He/She
reports to the Senior Vice President, Administratfor all matters related to technology
implementation in the University.

Vice President, Planning and Institutional Research

The Vice President, Planning and Institutional Rede is responsible for coordinating the
University’s planning process, and overseeing tffe®©of Institutional Research.
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Academic Structure of the University Organizational Structure of Xavier University

Vice President, Facility Planning and Management

The Vice President, Facilities Planning and Manag@nreports to the Senior Vice
President, Administration and oversees the admatigé coordination of capital projects,
the physical plant, and the central plant.

Academic Structure of the University

The academic body of the University consists of Teaching Faculty, the Library Faculty,
the Academic Administrators, and the Students. datedemic body is broadly organized
into colleges or schools, and departments or dingsi

The Colleges

A college or school is an administrative unit of tniversity consisting of the Dean, who is
in charge of the Faculty of the college or schau af students registered therein. Xavier
University is organized into the College of Artdda®ciences and the College of Pharmacy.

Departments/Divisions

A department/division is an academic unit of thevérsity consisting of all those faculty
members who are engaged in instructional, admatigér or research work in a given
discipline under a departmental/division chair. ridally each undergraduate
department/division is responsible for all instroict and research in its field. Hence
departments/divisions may serve students registaneanore than one school of the
University.

Academic Officials and Administration

The Provost and Senior Vice President, Academic Affairs

The Senior Vice President, Academic Affairs shallthe chief academic officer, and as such
shall be responsible for implementing academicayadind coordinating academic activities.
(See “Senior Vice President, Academic Affairs” @cgon Il for specific duties.)

Associate Vice President, Academic Affairs

The Associate Vice President, Academic Affairs repdo the Provost and Senior Vice
President, Academic Affairs (SVPAA) and supportd assists the Senior VPAA in
accomplishing the goals of the Office of Academitais. Specifically, the Associate Vice
President:

- chairs the Planning Council for Academic Affairs;
- assists in supervising Deans/Directors as assignélde Senior VPAA,;
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Organizational Structure of Xavier University Academic Officials and Administration

conducts special projects as required to providzleeé information in the formation
of new academic related policies;

monitors/updates/edits Faculty Handbook;

works with the Deans and Director of academic ardas Director of Institutional
Effectiveness and the Vice President of Planning #mstitutional Research on
academic program assessment;

coordinates academic program reviews;

represents Academic Affairs at meetings at theesgof the Senior VPAA,
works with the SACS Accreditation Liaison on alteeditation efforts;
acts for the Senior VPAA in his/her absence; and

Carries out other responsibilities as delegatethbySenior VPAA.

Associate Vice President, Research and Sponsored Programs

The Associate Vice President for Research and $peds$rograms reports to the Provost
and Senior Vice President for Academic Affairs dmad primary responsibility for research
and sponsored programs and technology transfer.

The Associate Vice President for Research and $pedsPrograms’ duties include the
following:

Provides an effective grants information systemfémulty use and assists faculty
members in developing proposals to obtain extdumaling;

Develops/submits University wide, institution prgpts that assist the University in
moving forward in its strategic priorities;

Establishes and manages a coherent and effeceasacdice system for submitting
grant proposals and for soliciting gifts;

Establishes and manages a coherent and effecttensyo enter awarded grants into
University systems;

Manages compliance committees and oversees reqgogdrnment compliance
reporting;

Develops information and materials needed for rispamd presentations to the Board
of Trustees and other entities;

Collaborates with the Provost and Senior Vice Eledi for Academic Affairs, the

Senior Vice President for Administration, and thiee/President of Fiscal Services
on the implementation of university-wide policieslated to the receipt and
management of revenue from government and privatess;

Assures that affective systems are in place tostearUniversity-owned Intellectual
Property into public use; and
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- Performs other duties as assigned.

Assistant Vice President, Scholarships and Special Projects

The Assistant Vice President, Scholarships and i8lpBcojects reports to the Provost and
Senior Vice President for Academic Affairs and adisters the University Scholarship
Programs, expedites and monitors fund expenditameds,prepares all required internal and
external reports. In addition, the Assistant ViRresident is responsible for promoting and
supporting the wide-ranging goals of the Office Adlademic Affairs related to student
success (enrollment, retention, and graduatiopeciiically, the Assistant Vice President:

- administers, manages, reconciles, and reports @ Uhiversity Scholarship
programs,

- provides high level customer service assistance @inection to current and
prospective students and families in a welcomimgy supportive environment,

- serves as a liaison with the offices of Finanda Office, Fiscal Services, and
Institutional Advancement to ensure that awardsyaade in accordance with federal,
state, donor, and institutional policies,

- works in supportive partnership with the Advancem@fficers to maintain strong
relationships with current and potential donors,

- serves on the Enrollment Management Committee,

- coordinates the Commencement audit process in aiigun with the Registrar’s
Office and the Department Chairs,

- coordinates the preparation of the Commencememtr&mBooklet,

- works closely with the Senior VPAA and the AssceisPAA on any task required
for the efficient functioning of the Academic AffaiOffice, and

- Carries out other responsibilities as delegatethbySenior VPAA.

Deans of the Colleges

The Deans of the Colleges are the chief adminiggraand academic officers of their
respective colleges or school. The Deans:

- serve as leaders within the college or school,dmguon the mission and goals of the
University;

- oversee the formulation and enforcement of depantab@ivision, collegiate and
University academic policies;

- encourage collegiate and departmental/division rptan (including budget) and
assessment of goals and policies within the caoléegeol;

- facilitate interdisciplinary dialogue and decisimaking within the college/school;
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supervise curricula, courses, and methods of iostru within the college/school;

serve as managers with responsibilities in the afeaurse scheduling, faculty load,
and budget approval;

supervise the admission, registration and scheglolirstudents of the college/schooal;

review the progress and academic welfare of thdesits of the college/school and
provide for their academic guidance;

foster faculty scholarship and creativity;

represent the college/school within the Universaitg with other constituencies, e.g.,
collaborative arrangements with other colleges/ersities, at meetings of
educational and professional associations, etc.;

assure that there are summative and formative siteees of programs, courses and
instructors to assure quality through the colleg®dsl. Criteria for assessment will
include the outcomes of a liberal education asdish the current catalog; and,

approve exceptions to policy that fall within theyew of the college/school.

Dean of Admissions

The Dean of Admissions, the chief admissions offafehe University, is responsible for the
admissions and recruitment operations of the UsityerSpecific duties include:

developing and executing the admissions policiesth& University under the
supervision of the Senior Vice President, Acadesfiairs;

developing recruitment and retention strategiesHferUniversity;
monitoring course placement for entering students;

cooperating with the Financial Aid Director in tdevelopment of timely financial
aid awards to prospective students;

cooperating with departmental/division chairpersamgheir departmental/division
recruitment efforts;

collaborating with directors of pre-college progsafar the purpose of disseminating
college admissions information to their particigant

monitoring, in concert with University and Media |&&ns, the development of
admissions brochures and other public relationenads; and

collaborating with Student Services in new studergntation.

Associate Dean, College of Arts and Sciences

reports to the CAS Dean,;
chairs the CAS Planning Council;
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coordinates College assessment programs;
acts for the Dean in his/her absence; and
carries out other responsibilities as delegatethbyDean.

Associate Dean, Administration and Academic Support, College of
Pharmacy

assists the Dean with the overall administratiothef COP, overseeing the day-to-
day operations and activities, including both acsideand non-academic matters;

serves as acting Dean in the absence of the COR, Dea

coordinates curricular components and provides eedmp in curriculum
improvement efforts serving as Chair of the Acade@wuncil and as special advisor
to the Dean and Academic Council on all academittersain COP;

initiates and coordinates periodic reviews of tlwlege and curriculum such as
course evaluation, faculty evaluation and ovenalgpam reviews;

organizes and conducts an ongoing faculty developmeogram for the full-time
faculty in the COP;

serves as general administrator for all externafigssional services of the COP;

provides oversight and coordination of all basiesce and clinical research within
the College; and

carries out special projects and other duties sigrgad by the Dean.

Associate Dean, Student Affairs and Curricular Assessment, College of
Pharmacy

oversees the daily operations of the Office of 8tuwdAffairs and conducts annual
performance reviews of staff;

serves as a member of the COP Executive Committee;

serves as a liaison to other University officedudmg the Chemistry/Pre-pharmacy
Program, Student Services, Registrar, Admissiodssamancial Aid;

serves on relevant COP committees including, Assess Academic Standing, and
Academic Council;

serves as Chair for the Admissions committee;
oversees the development of an active studentitex@at program;

assures ongoing review and enforcement of policielsted to students and
admissions;

manages the budget for the Office of Student Adfair

[1-10
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- assists with the development of a Career Developfegram for the COP; and

- perform other duties as assigned by the Dean dCdtlege of Pharmacy.

Division Chairs - College of Pharmacy

The division chair is appointed or reappointed by President on recommendation of the
Dean of the College and after consultation with S®smior VPAA. Normally only persons
with the rank of associate professor or above bgidbke for the position of chair. Faculty
may be appointed from the faculty or be appointe@ aesult of a search. If no member of
the division qualifies or if a search yields no digates, then a division faculty members is

appointed acting chair on a temporary basis.

The division chair assures that minutes of all slon faculty meetings are submitted each

month to the office of the Dean of the College bafnacy.

Division chairs are immediately responsible toBrean of the College of Pharmacy.

The duties of the division chairs include the faling:

- Represent the Division internally and externally

- Faculty Development:

o

O O O O o o o

(@)

Supervise the work of division faculty, especiahgt of new members, and
assist them in promoting the objectives of theegsl

Assign mentors for new faculty

Recommend release time for the faculty to the Dean
Prepare teaching assignments for division faculty
Review student evaluations of faculty

Evaluate faculty members annually

Recommend faculty raises to the Dean

Make recommendations for the renewal of contratthvision faculty
members

Make tenure and promotion recommendations to tineoS¥PAA

Review faculty loads and communicate to the Deamted for additional
faculty, review applications, and interview candeta

Review and approve all grant proposals during tieelparance and final
clearance processes

Assign office/lab space to faculty in the Divisipn consultation with the
Dean)

Xavier University Faculty Handbook
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0 Set the agenda and conduct division meetings, rassgponsibility for
preparing meeting minutes to a faculty member

0 Assure that minutes of all meetings within the siomn are submitted to the
Dean

o Ensure that staff are properly trained on all Ursitg systems

o0 Write letters of recommendation for faculty as resed
- Ensure the effectiveness of the learning envirortrimethe Division:

o0 Review faculty syllabi
Ensure on-going relevance of courses to the acadamgram
Ensure that faculty are engaged in professionatldpment activities
Promote interdisciplinary activities within and ass divisions

o O O O

Cooperate with the Dean in carrying out the acadepriograms and
furthering the objectives of the College

- Recruitment, Retention, and Alumni Tracking:

0 Assist the Office of Student Affairs (OSA) in ite&uitment and Retention
Plan

o Provide leadership in recruitment and retentiostoflents

» Maintain contacts with high schools and arrangeaoperation with
the OSA for

* Faculty members to address high school students,

» Participation in "college nights" where this is nwsl
appropriate,

» Attendance at college nights in person or arrangiog
satisfactory representation

= Work closely with the Academic Enrichment Progrand gromote
the use of its services to faculty and students

» Collaborate with the OSA in organizing participaticn Lagniappe
weekend, Orientation, and other activities rela@decruitment and
the registration of the contingent admit and inaugr?1 students

- Consult with the Dean on the need for resources
- Administration:
0 Provide leadership in development of the stratptgia for the Division:
= Develop strategic objectives
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= Develop action plans for each objective

= Implement action plans

= Link budget to the strategic plan
Prepare and submit to the Dean the Division objestiplans, and budgets
Oversee the budget for the Division including appt®@f all expenditures
Review and prioritize travel requests in consultativith the Dean
Review and approve/reject all personnel actions
Review and approve/reject all non-grant requisgjand invoices

OO O O O o o

Recommend division policies to the Dean for apprawad supervise the
implementation and maintenance of division policies

o Provide leadership and guidance in the preparatfaeports for accrediting
bodies, government agencies, professional orgaoinzatetc. All reports must
be cleared by the Dean and the Senior VPAA befenegsubmitted.

0 Supervise the Division Administrative Assistantafft
o Perform Staff evaluations as directed by Human Ress

o Liaison with University and College committees resfiing information/input
on items under consideration

- Advising and Academics:
o Review mid-term and final grades

o Recommend to the Registrar and the Dean any exemspfrom academic
requirements

- Other responsibilities as assigned by the Dean

Division Chairs - College of Arts and Sciences

The division chair is appointed or reappointed by President on recommendation of the
division faculty and the Dean of the College angratonsultation with the Senior VPAA.
Normally only persons with the rank of assistandf@gsor or above are eligible for the
position of division chair. If no member of thevidion qualifies, one member is then
appointed acting division chair on a temporary fasi

Ordinarily, the term of office of division chair fer a period of three (3) years subject to
annual review. The chair is eligible for reapppiant for a second term at the end of a term
of office but ordinarily not for a third term immiadely following the second.

Division Chairs report to the Dean and receive @temnonth contracts. They also receive
between six and nine hours of release time per s&me contingent upon the respective
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Division’s composition. The duties of the Divisi@hairs include the following (in addition
to their duties as the Department Head of thepeaetive Department):

Represent the Division internally and externally

Faculty Development:

o

0]
0]

Supervise the work of division faculty, especiahgt of new members, and
assist them in promoting the objectives of theeg#l

Assign mentors for new faculty in consultation witle Department Heads

Recommend release time for the faculty to the O@aconsultation with the
Department Heads)

Review student evaluations of faculty

Review, write comments, and sign all annual faceltsluations prepared by
the Department Heads

Make recommendations for the renewal of contratthvision faculty
members

Make tenure and promotion recommendations to tineoS¥PAA
Consult with department heads on faculty compeoisati

Review faculty loads and communicate to the Deam#ed for additional
faculty, review applications, and interview candeta

Review and approve all grant proposals during tieelparance and final
clearance processes

Assign office/lab space to faculty in the Divisipn consultation with the
Department Heads)

Set the agenda and conduct division meetings, rassgponsibility for
preparing meeting minutes to a faculty member

Assure that minutes of all meetings within the siiomn are submitted to the
Dean

Ensure that staff are properly trained on all Ursitg systems
Write letters of recommendation for faculty as resed

Ensure the effectiveness of the learning envirornmetine Division:

o

Ensure on-going relevance of courses and/or acadegmbgrams (in
consultation with the Department Heads)

Ensure that faculty are engaged in professionakldement activities (in
consultation with the Department Heads)

1-14
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o0 Ensure that students have the opportunities fofepsmonal growth, e.g.,
through internships and research experiences

o Promote interdisciplinary activities within and ass divisions

o Cooperate with the Dean in carrying out the acadepriograms and
furthering the objectives of the College

- Recruitment, Retention, and Alumni Tracking:
o Develop, maintain, and assess Recruitment and RatdPlan(s)
o Provide leadership in recruitment and retentiostoflents

» Maintain contacts with high schools and arrangeaoperation with
the Admissions Office for

* Faculty members to address high school students,

» Participation in "college nights" where this is nwsl
appropriate,

» Attendance at college nights in person or arrangiag
satisfactory representation

» Responsible for effective use of recruitment artdnon budget

=  Work closely with Student Academic Success Offind promote the
use of its services to faculty and students

= Collaborate with the Department Heads in organizhng Lagniappe
weekend, Orientation, and other activities rela@decruitment and
the registration of the incoming freshmen during shmmer

- Secure resources for the Division:
0 Consult with Department Heads on the need for ressu

o Collaborate with Office of the Sponsored Programsviiting grants as well
as encouraging faculty to write grants

o Collaborate with Institutional Advancement staffitientify potential donors
for various programs offered by the Division

- Administration:
0 Provide leadership in development of the stratptgia for the Division:
= Develop strategic objectives
= Develop action plans for each objective
* Implement action plans
= Link budget to the strategic plan
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0 Prepare and submit to the Dean the Division ohjestiplans, and budgets in
consultation with the Department Heads

o Oversee the budget for the Division including appi®f all expenditures
o Review and approve Faculty Load Forms

0 Review and prioritize travel requests in consutatwith the Department
Heads

o Review and approve/reject all personnel actions
o Review and approve/reject all non-grant requisgjand invoices

0 Recommend division policies to the Dean for appravad supervise the
implementation and maintenance of division policiasluding processing of
students for admission as majors into the Division

0 Provide leadership and guidance to various Depattrhieads /faculty who
need to prepare reports regarding their departrf@ntccrediting bodies,
government agencies, professional organizatiors, At reports must be
cleared by the Dean and the Senior VPAA beforegisiibmitted.

0 Supervise the Division Administrative Specialist
o Perform Staff evaluations as directed by Human Bess

o Liaison with University and College committees resfing information/input
on item being considered

- Advising and Academics:

o Review applications, make offers, and submit nanwés Department
Scholarship awardees to Office of Academic Affairs

o Review mid-term and final grades

o Recommend to the Registrar and the Dean any exemspfrom academic
requirements (in consultation with the Departmeaadk)

o Recommend to the Dean, candidates for graduation

- Oversee the Lagniappe weekend Orientation, and otceuitment activities and the
registration of the incoming freshmen during thenmser in collaboration with the
Associate/Assistant Division Chair

- Other responsibilities as assigned by the Dean

Associate/Assistant Division Chairs - College of Arts and Sciences

The associate/assistant division chair is appoirdedeappointed by the President on
recommendation of the division chair and the Defath@ College and after consultation with
the Senior VPAA. Normally only persons with th@kaof assistant professor or above are
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eligible for the position of associate/assistantision chair. If no member of the
department/division qualifies, one member is th@poimted acting associate/assistant
division chair on a temporary basis.

Ordinarily, the term of office of associate/assistdivision chair is for a period of three (3)
years subject to annual review. The associatetassi division chair is eligible for

reappointment for a second term at the end ofra tdroffice but ordinarily not for a third

term immediately following the second.

Associate/Assistant Division Chairs report to theispective Division Chairs and receive
nine-month contracts. They also receive betweeeetland six hours of release time per
semester - contingent upon the respective DivisiooOmposition. The duties of the
Associate/Assistant division chairs include thddeing (in addition to their duties as the
Department Head of their respective Department):

- Assist the Division Chair in all aspects of hisher duties
- Provide leadership in assessing learning outcooresaich Department:

o Provide guidance to Department Heads/faculty inetitgpment of learning
outcomes and assessment methods

o Create a system which will ensure that faculty irely collect the data
needed for assessment and that data is enteredhmtassessment tracking
system in a timely fashion

o Analyze the data and make recommendations to DapattHeads/faculty for
making improvements - "closing the loop"

0 Assist departments undergoing Program Review

0 Review/revise external agreements in collaboratigth Department Heads
and the Dean

- Advising and Academic

o Cooperate with the Librarian in the improvementidrary holdings relative
to the Departments in the Division (in consultatieith Department Heads),
and promoting the use of the Library by faculty ahelents in the Division

o0 Work closely with the Division Chair for registrati issues during fall and
spring registration/preregistration, e.g., respalesior doing overrides and/or
assigning override authority to various facultythie Division, communicating
with the Dean and the Registrar in resolving regisin issues, etc.

- Other duties as assigned by the Division Chair

Department Heads - College of Arts and Sciences

The department head is appointed or reappointeétidiPresident on recommendation of the
department faculty and the Dean of the Collegeadtst consultation with the Senior VPAA.

Xavier University Faculty Handbook 11-17



Academic Officials and Administration Organizational Structure of Xavier University

Normally only persons with the rank of assistandf@ssor or above are eligible for the
position of department head. If no member of tepadtment qualifies, one member is then
appointed acting department head on a temporarg.bas

Ordinarily, the term of office of department headar a period of three (3) years subject to
annual review. The department head is eligibleréappointment for a second term at the
end of a term of office but ordinarily not for arthterm immediately following the second.

Department Heads report to their respective DiwisiBhairs and receive nine-month
contracts. They also receive between zero ane tiwars of release time per semester and a
stipend - contingent upon the respective Departmermmposition. The duties of the
Department Heads include the following:

- Faculty Development:
o Faculty Evaluations:

= Perform thorough annual evaluations of the facutigmbers in the
department;

= Make recommendations to the Division Chair for ttemewal of
contracts of department faculty members;

= Make tenure and promotion recommendations to tineoE&PAA.

0 Set the agenda and conduct departmental meetiesggnang responsibility
for preparing meeting minutes to a departmentalltgenember

0 Assure that minutes of all department faculty nmegtiare submitted each
month to the Division Chair

0 Collaborate with the Division Chair on departmeffiéaulty release time

o Prepare the teaching schedule of the departmentityasubject to the
approval of the Division Chair

0 Recommend faculty raises in consultation with tivestbn chair
o Review and approve/reject all non-grant requisgjand invoices

o Confer with the Division Chair relative to the nefat and hiring of new
faculty members

o Consult with the division chair on matters pertagto the department
- Program Development and Assessment:

0 Prepare, in consultation with the department fgcuéécommendations for the
revisions of department objectives, programs, newrses, and course
descriptions for the catalog, in harmony with teaeral aims of the college

- Advising and Academics:
0 Pre-Screen students as majors into the department
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0 Supervise, with the aid of the department facuhg, academic counseling of
students majoring in their respective programs

o Administer comprehensive examinations to majothéDepartment
o Recommend to the Division Chair, candidates fodgadion

o0 Review applications, make offers, and submit nanoés Department
Scholarship awardees to Division Chair

o0 Review faculty syllabi
0 Supervise co- and extra-curricular activities clpsies to the discipline

University Librarian

The University Librarian is responsible for plangirorganizing, and directing all initiatives
that focus on the collection, organization, and afsgublished and unpublished information.
The purpose of these activities is to provide Xasidéaculty and students with the tools
necessary for teaching, learning, and researche primary goal of the Library Resource
Center is to provide students with a firm underdilag of information in its many forms, the
ability to seek and find information relevant taideing and research, and the ability to
recognize and distinguish between information ihauthoritative and that which is not. A
secondary goal of the Library Resource Center isoltect, organize, and store University
records, and to quickly provide material from thoseords upon the request of University
administrators. Specific duties of the Univerditgrarian include:

- developing annual budgets that will provide contigugrowth in Library collections;

- allocating budgets to department/division chairat twill insure the acquisition of
Library materials that support curricular goals;

- overseeing the activities of senior Library faculty
- planning for the growth and development of Libratgffing and services; and
- advising the Office of the Vice President for Acaile Affairs on future changes and
needs of the Library Resource Center.
Registrar

The Office of the University Registrar performs #esential roles of supporting, facilitating,
and promoting the academic mission of the uniwer3ibhe Registrar organizes and manages
all of the activities related to academic studesttords, including serving as the official
authorized keeper of the university's academicestudecords. Specific duties include the
following:

- organizing registrations, class scheduling, witlhadda and processing of academic
transcripts and all processes related to providiagimum service to students
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- supervising the coordination of graduation funcsioavaluation and certification of
all graduation applications.

- collecting, recording, maintaining and reportingidgnt records protecting the
privacy of student records in accordance withRaderal Family Educational Right
to Privacy Act ( FERPA).

- researching, analyzing and resolving student issiseshey relate to records and
registration.

- collaborating with administrators, deans, faculhddT to facilitate and improve
services to students.

- analyzing request for statistical and other repontstudent data and produce official
student lists, reports and statistics.

- preparing reports required for state, federal attereal agencies.
Chief University Assemblies, Councils and Committee S

University Academic Assembly

The Constitution of the University Academic Asseynbf Xavier University confirms the
primary responsibility and authority of faculty iacademic policy matters under the
governance system of the University. The geneuwthaity under this Constitution is
delegated in accordance with the corporate eduwticharter from the State of Louisiana,
and the Constitution and By-Laws of the Board afstees of Xavier University.

In its framework of governance, the University mde that each constituent group within the
University community will have primary responsibjlifor those matters in its professional
sphere, including issues most closely affecting ghmup's endeavors, while sharing joint
responsibility with other constituent groups foncerns relating to the institution as a whole.

Under this Constitution, the primary responsibilfiyr academic matters rests with the
faculty. The structure and form of this Assemifffyria this principle in that the faculty has,
by the weight of its voting membership in this Asédy, the functional determination of
academic policy pronouncements. While ultimatdauity rests with the Board of Trustees,
the development of these academic policies willsbared with other members of the
University academic community, namely administretand students. This Constitution
specifies, therefore, the order wherein all membarghis University community may
effectively participate in the exercise of thisulg responsibility. In essence, this Assembly
attempts to assure involvement to all in the acad@nocess at Xavier.

The exercise of the Academic Assembly's authoribpcerning academic matters is
delegated in part to the college academic couraild assemblies and to the Graduate
Council.

The academic implementation process includes, $utot limited to, the deliberations of
standing committees such as the Rank and Tenuremiitas, the Admissions Committee,
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the Planning Councils, and other academic-relatetiels which, of necessity, must operate
in smaller working units and on more frequent nregetichedules.

Students are recognized as a responsible grolne icallege community and they must share
the responsibility with the faculty and adminisimatin evaluating and developing academic
policies.

The University recognizes further the need whicly meist for teaching faculty to assemble
separately in a forum for discussion and the foatioh of faculty opinion on academic and
other matters, including those which relate sokelyfaculty interests. This constitution
provides the process wherein any matter of factdtycern may be addressed and referred
for proper and equitable consideration.

The University Academic Council

The Academic Council is an executive committee lné tAcademic Assembly which
exercises the Assembly's authority concerning nagstdemic matters in the University.
Proposals impacting university academic progranaspaiicies are submitted to the Council
through the Senior Vice President for Academic #é$favho sets the agenda. Unless there is
a vote to suspend the rules, a proposal is prasattene meeting, and then voted on at the
next regular meeting. A quorum consists of fiftgrgent of the voting membership.
Acceptance of a proposal requires an affirmativie wd two-thirds of the voting members.

The minutes of the Academic Council are to be itisted to all departmental/division
chairs, deans, and other academic officers. Mesntifethe Academic Assembly may request
a review of the exercise of its delegated authdsitythe Academic Council concerning any
matter. The signatures of 5% of the voting membéthe Academic Assembly on a request
for review are sufficient to mandate that the Camating Committee place the review on the
agenda of the next scheduled meeting of the Acad@ssembly.

The composition of the Academic Council is as feko
Chair: Senior Vice President, Academic Affairs

Voting Members: The Presidengx{officio), Associate Vice President, Academic

Affairs, Dean of Arts and Sciences, Associate Ddaean of
Admissions, Division chairs, Department Heads, &nd (5)
elected faculty members of the College of Arts &atknces; the
Dean, Associate Dean, Departmental/Division chen one (1)
elected faculty member of the College of Pharmaoygt two (2)
students representing the Student Government AssmTi
(modified 2013)

Non-voting Members: Directors of Special Programms the academic area, the
University Registrar and the University Librarian.
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Additions and Changes to Academic Programs, Curricu la and
Policies

Proposals for the creation néw programs (majors, minors, concentrationsjyre initiated

by academic units (i.e., departments, divisions, @rograms) with all undergraduate majors

required to consist of at least 128 semester howflsen a unit reaches consensus favoring a
new program or major, the appropriate division clpagsents a proposal to the dean of the
College or School. The proposal must contain ¢tlewing components:

1. a precise statement of the proposed change;

a statement of the relevance of the new progratimetdniversity mission;
a rationale;

a needs assessment;

o bk DN

an analysis of any budgetary implications, and @entification of resources to
support the program; and

6. a statement of how the proposed change will atidetr educational programs.

The Dean will review the proposal, consult with tBenior VPAA, and then provide
feedback to the division chair. With approval lo¢ iSenior VPAA, the dean will submit the
proposal to the appropriate Planning Council feiew. The Planning Council will make a
recommendation to the dean who, after informing 8enior VPAA, will present the

proposal to the college Academic Council for a voté the proposal is approved by the
Academic Council, the Senior VPAA will present tmposal to the Board of Trustees for
final approval.

Changes texisting academic programs and curriculaare also initiated by academic units.
Academic units and academic administrative offioemy also recommendhanges to or
new academic policies When a unit reaches consensus favoring a progracarriculum
change, the division chair responsible for the ymésents a proposal to the Dean of the
College. The proposal must contain the followingiponents:

1. a precise statement of the proposed change, imguavhere applicable, a course
syllabus;

a statement of the relevance of the change to tireetsity mission;
a rationale;
an analysis of any budgetary implications; and

o bk~ N

a statement of how the proposed change will afitedr educational programs.

The Dean will review the proposal, consult with tBenior VPAA, and then provide
feedback to the division chair. Any proposal tladters the core curriculum must be
submitted to the CAS Planning Council for its reviand recommendation. With approval
of the Senior VPAA, the proposal will then be plhoen the agenda of the Academic
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Council. Acceptance of the proposed change wiltli&ermined by a vote of the Academic
Council.

Proposals taliscontinue educational programsrequire a rationale, and must be presented
to the Dean, the Senior VPAA, the appropriate Aaaideand/or Planning Councils. The
Board of Trustees will be consulted for final apgabof the proposed change.

Program Review and Assessment

Academic units will engage in ongoing strategicnpiag, budgeting, and self-assessment.
Each year, academic units will assess whether dineyeffectively achieving their learning
outcomes, and will use the results of assessmantpmve their programs. Strategic plans,
budgets, and assessment reports will be submittedadly to the Dean, the Senior VPAA,
and the Vice President, Planning and InstitutidRakearch. Units will keep appropriate
documentation of the planning, budgeting, and assest processes on file.

The University will also conduct ongoing reviewsitsf academic units. On a cyclical basis,
selected units will be reviewed for educationaleefiveness. At the beginning of each
academic year, the VPAA Planning Council recommefatsulty for appointment to

committees which are assigned to review specifi@damic programs. The committees
develop a program review report that makes recomdateons regarding program

improvements. The program review report is senth® department/division, and after
meeting with the academic administration, the dapamt/division develops an

implementation plan for review by the VPAA PlanninGouncil which makes

recommendations for implementation to the Seniae\Rresident for Academic Affairs.

A Core Curriculum Assessment Committee, a committéethe College of Arts and

Sciences, will provide ongoing assessment of the coirriculum.  This committee will

assess whether the learning outcomes of the cerieldum are being effectively achieved.
It will not make recommendations for changes todbee curriculum. The committee will
report its findings to the Dean of the College ofsfand Sciences and the Senior VPAA.

Policy for the Review of Consortial Relationships a nd Contractual
Agreements

Xavier has consortial relationships and contracagaéements in four areas:
1. Student Exchange Programs

N

Articulation and Consortium/Partnership Agreements
3. Study Abroad Agreements, and
4. Affiliation Agreements

Review Responsibility

It is the responsibility of the appropriate Plargni@ouncil to systematically review these
agreements and provide recommendations to the Dletire appropriate College or Senior
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VPAA. As new University relationships and agreetseare established, they will be
subjected to periodic and systematic reviews.

Review Schedules

Specific plans and schedules for the review of odiad relationships, partnership and
contractual agreements are listed below:

In general, scheduled, periodic reviews will ocasifollows:

Agreements and Relationships Review Cycle
Student Exchange Agreements Four Years
Articulation and Consortium/Partnership Agreements Five Years
Study Abroad Agreements Four Years
Affiliation Agreements Five Years

University Committees

Faculty at Xavier serve on numerous committeessarth service is a factor when faculty
are considered for promotion and tenure. A nundfecommittees have elected faculty
members chosen from the University at large andettadfect the entire University. These
committees are described in the pages which follow.

Other committees are drawn from and/or affect cmlportion of the University or are
established as ad hoc committees. Chairs of soiecimittees should file information about
the purpose of the committee and the work expecteanembers with the Office of
Academic Affairs and the Secretary of the Univgrgcademic Assembly, so it will be
available for faculty reference.

Committee chairs fromlectedUniversity committees are responsible for subngtininutes

of all meetings and a summary of activities for leaemester to the secretary of the
Academic Assembly Coordinating Committee and to@ffice of Academic Affairs. The
summary should include such things as: dates eftings, attendance, subjects discussed,
actions taken, motions requiring Academic Assenaggroval, and any additional pertinent
information. Service on a given (elected) comreits@all be limited to two (2) consecutive
terms unless otherwise specified. A one-yearwalds expected before the faculty member
is eligible for re-election, unless otherwise spedi

Terms of committee service shall be two years gnietherwise specified. Committee

membership shall be limited so that there are nmtenthan two members elected from the
same academic department on any given committéés lifnitation shall be determined by

the number of votes received, not by limiting thenber of persons nominated from any
given department/division.

In the event that a faculty member is unable topete his/her elected term on a committee,
the University Academic Assembly Coordinating Comtea will appoint a qualified faculty
member to serve until a time that a new membeleisted to complete the unexpired term.
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Such election will take place as part of the redulacheduled annual University Academic
Assembly elections.

Two class days prior to the close of nominations dodiscipline-specific seat on any

committee, if there is no candidate from the spedifiiscipline, then that seat will become

an at-large position for that term. The seat ballopen again to discipline-specific nominees
at the end of the term of the at-large member.

Unless otherwise specified, the committee chadio ise elected by and from the members of
the particular committee. Election of chairs skaiake place at the first called meeting each
year. The Chair of the University Academic AssgmBbordinating Committee shall call
the first committee meeting at the beginning ofreacademic year for those committees that
do not have a standing chair.

Academic Standing Committee, University
Chair: Senior Vice President, Academic Affairs.

Members: Deans of the Colleges; two faculty whoveseon the COP
Academic Standing Committee (appointed by the Detmge
faculty who serve on the CAS Academic Standing Cdtem
(appointed by the Dean); Director of Academic Suppo
Programs; Student Services representative appoioyedice
President for Student Services; Athletic Advisorirelbtor of
Counseling (or designate); Financial Aid Directex (fficio);
Registrar (non-voting).

Workload: Convenes once a year for two-to-threesgagditional meetings
as necessary.

Functions: The committee hears appeals of decisiohsthe college
Academic Standing Committees.

Admissions Committee
Chair: Dean of Admissions.

Members: Three elected faculty members, the Facuhyhletic
Representative (NAIA Guidelines), four faculty memb
appointed by the Senior Vice President, Academifaifsf, and
the Dean of Admissions.

Work Load: The committee reviews admission file®tighout the year. The
busiest season runs from November to April. Sévesetings,
usually in March, April and May, are held to disssrategies to
achieve a desired enrollment of new students.
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Functions:

Athletic Committee
Chair:
Members:

Work load:

Functions:

The committee evaluates records of egplis for admission to
the University and recommends guidelines and pedicegarding
undergraduate admissions.

Senior Vice President, Administration.

Eleven members. Three are elected faoudtylbers who serve
three-year terms, plus one who serves as the Adadem
Coordinator for the athletes; four administrat@presenting the
following areas: Admissions, Financial Aid, Fis&#rvices and
Student Services; one staff person; the Sportsrrivdbon
Director and the Athletic Director; one male andedemale
student representing the Student Government Adsatia

Bi-monthly meetings of approximately tlours; more often if
the need arises.

The committee oversees all the actwitef the Athletic
Department and makes recommendations to the Pnesi@@me
of the specific responsibilities include the atitlebudget,
scheduling, hiring of staff and review of coachpegformance.

Biohazard Safety Committee (modified 2008)

Chair:

Members:

Work Load:

Jointly appointed by the Senior Vice Presidécademic Affairs
and the Senior Vice President, Resource Developrtienthair
must have expertise in research involving reconmitibiNA
molecules, organisms and/or viruses containingméaoant
DNA molecules.

Jointly appointed by the Senior Vice Riesi, Academic Affairs
and the Senior Vice President, Resource Development
Membership must include no fewer than five memietis
expertise in research involving recombinant DNA ecoles,
organisms and/or viruses containing recombinant DNA
molecules, and must consist of at least: two mesniher
affiliated with the University that represent tieéarests of the
community; a Xavier faculty member with expertisegplant,
plant pathogen, or plant pest containment prinsip@d a
Biological Safety Officer. Members with a confliat interest
will recuse themselves from committee deliberati@iated to
the conflict.

Convened as needed, but no less tham @year; staff
assistance is provided by the Office of Sponsorediams.
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Functions:

The Biohazard Safety Committee has #&pansibility for
formulating policy and procedures regarding thetcnsafe use
and disposal of biologically hazardous materiaksdus research
involving recombinant DNA molecules and organismsd a
viruses containing recombinant DNA molecules, impbance
with NIH Guidelines. It also is responsible for atlag
emergency plans covering accidental spills and goersl
contamination resulting from recombinant DNA resbaias well
as for making recommendations on risk managemesuess
related to biohazard safety.

Coordinating Committee of the University Academic Assembly

Chair:

Members:

Work load:

Functions:

Elected from the Teaching Faculty by thevdrsity Academic
Assembly.

A total of eight members: two teachingnbers who have both
faculty rank and one year of service at the Unitgrghe
secretary of the Assembly, and the chair of therdioating
Committee (who also must be elected from the teacfaculty)
all of whom will serve two-year terms; the Presiden his
representative; the Senior Vice President for AnadeAffairs;
and the President and Vice President of the Fa&dbpciation.
(University Academic Assembly Constitution, Art. Sec. 2.).

An average of one meeting per month \ajiproximately one
hour of work required.

1. The Coordinating Committee prepahesagenda for the
Assembly meeting by collecting and organizing albtions
passed by the other committees which are neceskary
submission to the Assembly, together, wheneverilplesswith
the rationales for these motions. The Secretasiribdutes this
agenda to the membership a week before the meeting.

2. This committee is empowered to transact theombusiness
matters which arise between scheduled Assemblyimgseand
which need immediate attention. However, resunfesuch
action shall be distributed to the voting membeyshithin one
week, and if twenty-five members of the voting memnsiip
think that the matter transacted is of such impbet the
Assembly should have been consulted on the deasaite, they
may present a formal written protest to the Conesitivhich in
turn shall present the protest and matter at hatigket Assembly.
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3. This Committee receives reports of major faiu to
implement policies approved by the Assembly and,thé
majority of the Committee deems it advisable, pessisuch
complaints with the personnel involved.

4. This Committee functions as a body for coraigh by the

administration for all major administrative decissoin the areas
of co-responsibility as outlined in Article | oféiConstitution of

the University Academic Assembly.

5. This Committee functions as a nominating cottaai for
faculty service on University committees.

6. A sub-committee of this Committee is elected the
Committee to serve as a forum for concerns of amg which an
individual faculty member may wish to report. Thssib-
committee serves as a direct liaison with any dperdaculty
organization. The Chair of the Coordinating Conteeitshall
serve as chair of this sub-committee.

Executive Committee of the Faculty Association
Chair: President of the Faculty Association.

Members: See Amendment Il, Faculty Association af/i¥r University of
Louisiana Constitution (Appendix D)

Work load: An average of one meeting per month \&pproximately three
hours of work required. Work load is distributectely over the
course of the academic year.

Functions: The purpose of the Executive Committeetoi serve as the
representative of the faculty organization betweesetings. It
shall receive the recommendations of the admitistrathe
recommendations of any study body, the recommenaanf all
standing committees, as well as those which ateatied by a
faculty group. Faculty members may present in imgita
recommendation to this Committee in order to haygesented
to the total voting faculty.

Duties of the Committee: 1. The Executive Comaeitshall prepare the agenda for the
total faculty meeting by collecting and organiziath motions
passed by the other committees for submission & tthal
faculty, together with the rationales for these iomgt. The
secretary shall distribute this agenda to the tiatelility a week
before the meeting.
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2. This Committee shall be empowered to trandatminor
business matters which arise between schedulettyfanaetings
and which need immediate attention. However, resuaf such
action shall be distributed to the voting membeyshithin one
week, and if ten members of the faculty think thia matter
transacted is of such import that the total votiagulty should
have been consulted on the decision made, theypresent a
formal written protest to the Committee which inrntushall
present the protest and the matter at hand todta voting
faculty.

3. This Committee shall receive reports of mdplures to
implement policies approved by the faculty andth# majority
of the Committee deem it advisable, shall pursuehsu
complaints with the personnel involved.

4. This Committee shall function as a body fonsudtation by
the administration for all major administrative tsens.

Faculty Load Advisory Committee
Chair: Elected from membership.

Members: Five full-time faculty elected by the Umisity Academic
Assembly with staggered two year terms.

Work Load: Most of the committee’s work takes placethe fall when the
annual report to the faculty and administratioprispared.

Functions: The Committee gathers information orultgcworkload across
disciplines to prepare an annual report for thaulfgcand the
administration, including recommendations for niasm action
and long-term strategic planning to provide inci@gs
opportunities for release time for teaching, serviand
scholarship.

Faculty Salary Advisory Committee

Chair: Elected from membership.

Members: Five full-time faculty elected by the Aeaidc Assembly, one of
which shall come from the College of Pharmacy.

Workload: Most of the committee’s work takes placehe fall when the
annual report to the faculty and administratioprispared.

Functions: The Committee gathers information omryatanges according
to rank in the colleges of the University, reseascldlata from
relevant sources pertaining to salary levels aterotbimilar
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institutions and prepares an annual summary fofdbelty and
the administration. Using the relevant data, tleenmittee
recommends salary ranges according to rank andgeolio the
administration. The Committee makes no recommenusat
concerning specific salaries of individual faculty.

Faculty/Staff Fringe Benefits Committee

Chair:
Members:

Work load:
Functions:

Hearing Committee
Chair:
Members:

Work Load:

Functions:

Appointed (from membership) by President.

Four faculty members elected for three-yeams; four staff
members; and Fiscal Office representatmeofficio).

Seasonal and heavy at times.

This committee regularly reviews theufadstaff fringe benefit
package and investigates the possibility of impnoset and
change.

Vice President of Student Services.

Eleven members including two members ayppaiby the Office
of Student Services, three students appointed éyEttecutive
Board of the Student Government Association, amdfagulty
members elected for three-year terms by the Uniyers
Academic Assembly.

An average of two three-hour meetingsgase; number of cases
varies by semester. Each case will require thécgaation of
only three of the six faculty members.

The Hearing Committee is one of the amsti under the
University Judicial System available for case nefetby the
Office of Student Services or at the request ofstuelent when
she/he is charged with a serious violation of aversity policy
or regulation such that review by this committeemsrited.
Such violations involve the incidents of miscondactl breaches
of University policy and those acts which are ingaent or
inconsistent with accepted standards of morality mxanners of
the University and in society at large. Theseations shall
also include behavior which places the student, meynber of
the Xavier community, or any other individual inopardy or
danger of any magnitude. This committee shall nad@sions
regarding the student's (or students’) continueskgmce and
level of participation in the University's acaderaitd social life.
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Institutional Animal Care and Use Committee (IACUC) (modified 2008)

Chair:

Members:

Workload:

Functions:

Jointly appointed by the Senior Vice Presidécademic Affairs
and the Senior Vice President, Resource Developrtienthair
must have expertise in animal research.

Jointly appointed by the Senior Vice Riessi, Academic Affairs
and the Senior Vice President, Resource Development
Membership must include at least: a veterinariao \Wwhs been
given direct or delegated program responsibilitytfee IACUC,
a person not affiliated with the University, butshgeneral
community interest in proper care and use of arsmal
practicing scientist in research involving animaleg a member
whose primary concern is in a nonscientific aréxcept for the
veterinarian and the non-affiliated member, membesd
typically be Xavier faculty members. Members watbonflict of
interest will recuse themselves from committee dghtions
related to the conflict.

Convened when necessary and no lessttinae a year; staff
assistance is provided by the Office of Sponsoredfams.

All faculty members using vertebrate naals in research,
teaching or training are required to seek this cdtesis prior
approval for use of animals.

The IACUC ensures that Xavier is in compliance wigderal
regulations related to the humane care and treatofesemimals
used in education and research by:

* Reviewing of all research involving animal subjeatl
establishing policies and procedures regarding such
research;

» Assuring the proper training of all investigators,
committee members and staff;

* Inspecting semiannually all animal care and usditias
at Xavier to ensure compliance;

* Ensuring activities involving the use of laboratory
animals are in accordance with the practices define
The Guide For The Care and Use of Laboratory Arsmal

* Investigating concerns raised by faculty and staff
regarding the humane care and use of laboratoryads
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Institutional Review Board (IRB) (modified 2008)

Chair: Jointly appointed by the Senior Vice Prestdécademic Affairs
and the Senior Vice President, Resource Developrigaichair
must have expertise in research with human subjects

Members: Jointly appointed by the Senior Vice Riesi, Academic Affairs
and the Senior Vice President, Resource Development
Membership must include at least five members with
professional backgrounds that promote complete adethuate
review of human subject activities commonly conddcby the
University and: may not consist entirely of menemtirely of
women; may not consist entirely of members of oredgssion;
must include at least one member whose primaryearonis in a
nonscientific area; and must include at least oeenber who is
not affiliated with the University and who is noarp of the
immediate family of a person who is affiliated witthe
institution. Except for the non-affiliated memberembers will
typically be Xavier faculty members. No member may
participate in the IRB’s initial or continuing rew of any
project in which the member has a conflicting iagty except to
provide information requested by the IRB.

Work load: Convenes as needed, but will typicallgemat least quarterly, at
the chair's discretion. Assistance is provided dbgff of the
Office of Sponsored Programs.

Functions: The role of the IRB is to safeguard tilgats and welfare of all
human subjects who patrticipate in research aas/iionducted
by faculty, staff or students at Xavier. This resgoility
includes review of protocols involving clinicaldts. Any faculty
member at Xavier who is using human subjects, grragearch
proposal which involves Xavier and uses human stbjeust
have the approval of the Xavier IRB. Use of humabjects
includes tissues derived from humans, such as Blangd, organ,
etc. Most surveys administered to students req&RBzapproval
(except those conducted in the classroom as parthef
educational process or those involving observatibnpublic
behavior).
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Intellectual Property Committee (added 2008)

Chair:

Members:

Workload:

Functions:

Library Committee
Chair:
Members:

Jointly appointed by the Senior Vice Presidécademic Affairs
and the Senior Vice President, Resource Development

Jointly appointed by the Senior Vice Riesi, Academic
Affairs and the Senior Vice President, Resource dlmment.
Membership consists of six faculty members withe onember
each from the Departments of Biology and Chemiatrgl from
the Divisions of Basic Pharmaceutical Sciences@lnmacal and
Administrative Sciences; one member from a STEMidige
other than Biology or Chemistry; and, one membemfreither
the Division of Humanities and Fine Arts or the Bign of
Social and Behavioral Sciences. (modified 2013)

Members serve no more than two consecutive tefriisee
years each.

Convened when necessary and no lessahes a year; staffed
by the Office of Sponsored Programs.

The Intellectual Property Committee will

* Implement the University’s Intellectual Propertyliey;

* Review annually the ongoing process used by The®ff
of Sponsored Programs in facilitating technolognsfer
to assure it is effective, appropriately implemettie
University’s intellectual property policy and prots the
rights of participating faculty and the University;

* When appropriate, review disclosures and assist in
decisions regarding pursuit of patents and licepsin
opportunities;

* Act in an advisory capacity to the president ineadp by
faculty inventors regarding the ownership and hiagd|
of their intellectual property.

Elected by membership.

Seven elected faculty members, five from €ollege of Arts
and Sciences, one from the College of Pharmacy,oaedfrom
the Library, elected for three-year terms, the &we of the
Library, and two student representatives appoifgdhe SGA
President in consultation with the Vice Presidemt $tudent
Services. (modified 2013)
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Work load:

Functions:

An average of two, one-to-two hour megsi near the beginning
and end of each semester. Other meetings maygoested by
the Director of the Library as the need arises.

The Committee advises the Director qor@griate policies and

actions in a variety of areas, including: the dilyr budget,
compliance with accreditation standards, use of sjglay
facilities and space, security, fines and penaliibsary hours,
and general services. The chief objective of tbenfittee is to
help the staff develop the library's service calfgds and to
promote library use.

Planning Council for Academic Affairs

Chair:
Members:

Work Load:
Functions:

Associate Vice President, Academic Affairs.

Eight faculty members elected by the Usitye Academic
Assembly, one from each division in the CollegeAofs and
Sciences and the College of Pharmacy; Dean, Colbégerts
and Sciences; Dean, College of Pharmacy; Dire@enter for
the Advancement of Teaching; and two students apgwdiby the
SGA president in consultation with the Vice Presiddor
Student Services. (modified 2013)

Approximately two meetings each month.

The committee assists the Senior VPAAalh aspects of
academic management, planning and assessmenteagioging
and maintaining the academic planning document tfoe
University. The committee also reviews study abrageeements
on a four year rotating basis.

Radiation Safety Committee (added 2008)

Chair:

Members:

Jointly appointed by the Senior Vice Presidécademic Affairs
and the Senior Vice President, Resource Developrtienthair
has expertise in research involving the use ofoeadive
materials.

Jointly appointed by the Senior Vice Riesi, Academic Affairs
and the Senior Vice President, Resource Development
Membership must include at least: a faculty menvideo is an
authorized user for each type of use permittechbylitense; the
radiation safety officer; a representative of asmg service; and
a representative of management who is neither dmodrzed user
nor a RSO. Members with a conflict of interest widcuse
themselves from committee deliberations relatetthéoconflict.
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Work Load: Convened as needed, but no less thameglyastaffing is
provided by the Office of Sponsored Programs.

Functions: The Radiation Safety Committee advisagiet’s administration
on specific needs in all areas of radiation pradecand usage.
The committee has the authority to approve, disapgrmodify,
suspend, or terminate authorization for the useadioactive
material. It is the responsibility for the comméteo ensure that
all institution and affiliated institution activés and operations
involving the use of radiation sources are perfarnre such a
way as to protect students, faculty and staff frerposure,
consistent with Louisiana Department of EnvironraéQuality
(DEQ) regulations.

Rank and Tenure Committee (modified 2011)

Chair: Senior Vice President for Academic Affairglaexercises the
Chairs right to vote in case of a tie.

Members: Six tenured faculty members, distinct fithm Rank and Tenure
Appeals Committee, elected for three year termembkrs have
the rank of associate professor or professor, with selected
from social sciences or business; one from natscince,
mathematics, or computer science; one from hunesnior
education; one from the College of Pharmacy; and dwlarge.
There must be a three-year interval of service reeéofaculty
member is eligible for re-election. Members of fRank and
Tenure Committee are not eligible for promotion letserving
on the Committee.

Work load: Three-hour meetings twice-weekly begignin September and
ending in late May. Members receive 3 hours r@dase to
serve on this committee.

Functions: Following University guidelines, the Ranand Tenure
Committee collects and evaluates documentation raeroto
recommend to the President for final action all m@tions for
promotion in rank, and for tenure. It also conduztpre-tenure
review on all faculty in the third year of servit® indicate to
them whether they are progressing satisfactorilyatd, and
meet the criteria for, tenure. A subcommittee ocaniR and
Tenure of the College of Pharmacy conducts theialnit
assessment of College of Pharmacy faculty and makes
recommendations for the consideration of the Rark Benure
Committee.
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Rank and Tenure Appeals Committee

Chair:

Members:

Work load:

Functions:

Research Committee
Chair:
Members:

Work Load:
Functions:

Student Life Council

Senior Vice President for Academic Affairslaexercises the
Chairs right to vote in case of a tie.

Six tenured faculty members, distinct fithhe Rank and Tenure
Committee, elected for three year terms. Membave lthe rank
of associate professor or professor, with one sadeftom social
sciences or business; one from natural sciencehammdtics, or
computer science; one from humanities or educatoe;, from
the College of Pharmacy; and two at-large. Thetstnbbe a
three-year interval of service before a faculty rhemis eligible
for re-election. Members of the Rank and Tenurem@dtee are
not eligible for promotion while serving on the Cumittee.

Convened as needed.

Following University guidelines, the Rasnd Tenure Appeals
Committee receives faculty appeals of Rank and réenu
Committee decisions and reviews the decision ofRhak and
Tenure Committee for the case at hand. The RadKTamure
Committee collects and evaluates documentation ra@eroto
decide whether to uphold or overturn the decisibthe Rank
and Tenure Committee. This Committee’s recommemnialas
communicated to the President for final action lbhppeals for
promotion in rank, and for tenure.

Elected by membership.

The Director of the Center for UndergraduBResearch, one
faculty member from each division in the College/Aots and
Sciences, and one from the College of Pharmacyteslefor
three-year terms. (modified 2013)

An average of one two-hour meeting exbrge weeks.

The Committee is responsible for stugyiand making
recommendations regarding various aspects of Usityer
policies and protocols related to research.

Chair: Vice President for Student Services.

Members: Representatives of major student orgaoigt Dean of
Admissions; counselors; and three faculty repredmes
appointed by the President.
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Functions: The committee advises the Vice PresiflanStudent Services
on the current status of student housing, welfg@dance,
counseling, career services, student governmenidest
organizations, recreation, and other student aietsviof a non-
academic nature.

Scope of Authority: The Student Life Council sdte standards and procedures for
student elections, recommends guidelines for stuttensing
welfare, and utilization of student facilities. plitovides advisory
support to programs related to varsity athleticgramurals,
resident halls, and student organizations.

College of Arts and Sciences Committees

The committees listed below are a part of the @ellef Arts and Sciences (CAS) and are
voted on by the CAS Academic Assembly.

Academic Councils, College of Arts & Sciences

The College of Arts and Sciences (CAS) has two Aoad Councils: the CAS
Undergraduate Academic Council and the CAS GradRaigrams Academic Council. Both
Councils are executive committees of the Arts angbr®#es Academic Assembly. Each
exercises the Assembly’s authority with regardheirt respective academic matters in the
college.

All meetings are conducted in accordance with aeckeparliamentary procedure. Robert's
Rules of Order Revised is the final authority exogpere it may contradict and portion of

this document. To ensure meetings proceed in elftifashion, all participants must be in

place and ready to begin at the scheduled meetimgg tIf teleconferencing is necessary, that
setup must be available prior to the beginninghef ieeting or those agenda items will be
delayed to another meeting.

Proposals impacting college academic programs afidigs are submitted to the Council
through the Dean who sets the agenda. Unlessighareote to suspend the rules, a proposal
is presented at one meeting, and then voted oheanéxt regular meeting. A quorum
consists of fifty percent of the voting membershipcceptance of a proposal requires an
affirmative vote of two-thirds of the voting member

The minutes of the Academic Councils are distridutethe Office of Academic Affairs, all

deans, departmental/division chairs and other avadefficers. These officers are to inform
all members of their departments of the decisions @ctions of the Councils. Members of
the CAS Academic Assembly may request a reviewhefdpplication of either Academic
Council’s delegated authority concerning any matt&€he signatures of 5% of the voting
members of the Assembly on a request for review safficient to mandate that the
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Coordinating Committee of the CAS Assembly place teview on the agenda of the next
scheduled meeting of the Assembly.

The composition of the Councils is as follows:
Undergraduate Council
Chair: Dean of College of Arts and Sciences (CAS).

Voting Members: Dean or Associate Dean(s) of CAlyjdibn chairs, Department
Heads, Dean of Admissions, two (2) students appditty the
SGA President and four (4) at large faculty memladested by
the CAS Assembly. (modified 2013)

Non-Voting Members: University Registrar, Univeysitibrarian, and Directors of
Special Programs in the College as determined byDipan of
CAS.

Graduate Council

Chair: Dean of College of Arts and Sciences (CAS).

Voting Members: Dean, Associate Vice President, deoaic Affairs, Associate

Dean(s) of CAS, Division Chair, Director of the fitste of
Black Catholic Studies, one Coordinator of Advan&edgrams
in each of the following areas—Counseling, Educatio
(appointed by the Division Chair), two representi from the
Institute for Black Catholic Studies (appointed the IBCS
Director), six at-large faculty elected by the Usmsity Assembly
as Members of the University Academic Council @irCAS, 1
from COP), and one graduate student elected bygthduate
student body.

Non-Voting Members: University Registrar and Unaigr Librarian.

Academic Misconduct Hearing Committee
Chair: Associate Dean, College of Arts and Sciences

Membership: Three College of Arts and Sciences (ChBulty members
chosen from a pool of six elected CAS members, elkas three
students appointed by the Student Government Aasocifrom
among CAS students.

Work Load: An average of two two-hour meetings p&se; number of cases
will vary by semester. Each case will require thetipipation of
only three of the six faculty members.
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Functions: The CAS Academic Misconduct Hearing Cattem will hear
cases of academic misconduct when a hearing isesgeg in
writing to the CAS Dean by a faculty member or bgtadent.
The CAS Academic Misconduct Hearing Committee Igjestt to
a call to service by the CAS Dean. Hearings aredgoted in
closed session and all proceedings are confidenfidle
Associate CAS Dean chairing the committee will vartdy in the
case of a tie vote.

Academic Standing, College of Arts and Sciences
Chair: Dean, College of Arts and Sciences.

Membership: Six faculty, appointed by the Deanhef €College, one from each
division; Athletic Adviser (required by NAIA reguians);
Student Services representative appointed by tlee President
for Student Services; Admissions Office represergappointed
by the Dean of Admissions; Director of Academic o
Programs; Director of Counseling (or designate)ie€ior of
Financial Aid; Registrar (non-voting). (modified %)

Work Load: Convenes at least once each semester samdmer for
readmission decisions; also for three days of astlé8 hour
meetings after each semester ends for probationdeamissal
decisions.

Functions: The Committee reviews students' requiestseadmission and
makes decisions as to whether they may return andvioat
academic statuses; the Committee reviews recordtudénts in
the College in academic difficulty and determinesademic
dismissal, probation, strict probation and removabm
probation.

Core Curriculum Assessment Committee
Chair: Elected from the membership

Members: Six full time faculty members elected by College of Arts and
Sciences Academic Assembly with staggered two tgrars.

Work Load: One hour bimonthly meeting during thademic year and eight
hours for assessment.

Functions: The Core Curriculum Assessment Commitemmmittee of the
College of Arts & Sciences, will provide ongoingsassment of
the core curriculum. This committee will assess thbe the
learning outcomes of the core curriculum are besffgctively
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achieved. It will not make recommendations for cdemto the
core curriculum. The committee will report its finds to the
Dean of the College of Arts & Sciences and to taei&@ VPAA.

Planning Council for the College of Arts and Sciences

Chair:
Members:

Work Load:
Functions:

Associate Dean, College of Arts and Sciences

Six full time faculty members from the IEgk of Arts and
Sciences, one from each division, elected to tlyem terms
(initially the terms will be staggered) by the vaimembers of
the Arts and Sciences Academic Assembly. The Ddafrts
and Sciences appoints one student member each ydacted
members may not serve more than two consecutivestelf a
vacancy occurs during the year, the Dean appoirgplacement.
An appointed member may be elected to two conseréirms
following the expiration of his/her appointment.qdified 2013)

A Vice-Chair and Secretary are elected each yeam fthe
membership of the Planning Council. The Vice-Claasists the
Chair as delegated and takes the place of the @haireetings
held when the Chair is unavailable. The Secretemsists the
Chair as delegated and keeps a record of the msinstall
meetings of the Planning Council.

At least two, two-hour meetings each thon

The Council assists the Dean of Arts @aiénces in all aspects
of academic management, planning and assessmenthéor
College. These aspects include, but are not ldnite,
administering the core curriculum, regular reviegvirof
consortial, partnership, and contractual agreemeartgewing
and providing feedback on college-wide assessmeijgqgis, and
developing and maintaining the academic planningudent for
the College. (updated 2008)
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College of Pharmacy Committees

The committees listed below are a part of the @ellef Pharmacy (COP) and are voted on
by COP Academic Assembly.

Academic Council, College of Pharmacy

The Academic Council of the College of Pharmacg standing committee of the College of
Pharmacy Academic Assembly. The Academic Councgpares recommendations
regarding academic matters in the College of Pheym@COP) and reports these
recommendations to the COP Academic Assembly fidhéu consideration. In cases where
the recommendation of the Council results in adlilmpact on any course taught in the
College by non-College departments, the recommandatust be reported to the Office of
Academic Affairs for advisement to the Dean of C@ibr to submission to the COP

Academic Assembly.

Proposals impacting college academic programs ahdigs are submitted to the Associate
Dean who sets the agenda based on these propdsalsave submitted by faculty, division
chairs or the Dean. Proposals may be presentedard on at the same meeting unless a
simple majority of the members vote to delay voting quorum consists of 50% of the
voting membership. In order to obtain the Cousaiécommendation for presentation to the
Assembly, a proposal needs a simple majority afra#ftive votes from the voting members.
In case of a tie vote in the Council, the mattell i reported to the Assembly without
recommendation of the Council. The minutes of @@P Academic Council are to be
recorded by the secretary who is appointed by thar®f the Council. The minutes are to
be distributed to all voting and non-voting membefsthe Council, to the Office of
Academic Affairs, and an archival set is to be ped to the Dean’s office. All members of
the COP Academic Assembly will be informed of recoemdations via the reports of the
Council to the Assembly. The Chair of the Acade@auncil reports the recommendations
to the COP Academic Assembly for consideration\aote (or approval) by the faculty.

The composition of the COP Academic Council isa@®ivs:
Chair: Associate Dean of the College of Pharmadyesignee.

Voting Members: Chair of Council; Associate Dean &udent Affairs; Chairs of
Divisions; one Representative elected by the fgcintim each
Pharmacy discipline: Clinical Pharmacy (internaldm&e and
ambulatory care), Pharmaceutical Chemistry, Phaeotars,
Pharmacology/Toxicology, and Pharmacy Administrgtio
Practitioner from Community Practice (appointedthg Dean);
Practitioner from Hospital Practice (appointed bg Dean); one
student appointed by the Pharmacy Student Assoniati
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Consultant Members: (invited to attend according topics of deliberation)
Representative from Chemistry (designated by Cheynis
Department); Representatives from Biology (desigmaty
Biology Department); and others as requested b tiar of the
Council.

Academic Standing, College of Pharmacy
Chair: Dean, College of Pharmacy.

Members: Associate Dean; Division chairs; one figcmember from each
division appointed by the Dean; the Associate DiearStudent
Affairs; the Assistant Dean for Student Academicd®ss; the
Director of Counseling (or designee); and the Remis(non-
voting).

Workload: Convenes each semester for two-to-thregs;d additional
meetings as necessary.

Functions: The Committee reviews students' requiestseadmission and
makes decisions as to whether they may return andvioat
academic statuses; the Committee reviews all feldéstudents
in academic difficulty and determines academic disal,
probation, strict probation and removal from pratrat

ACPE Self Study Committee

Chair: ACPE Coordinator

Members: Faculty and professional staff appointgdtiire Dean; Dean
serves as aex officio member.

Work Load: Monthly or as called by the Chair.

Functions: The ACPE Self Study Committee is congakisof six
subcommittees - Mission, Planning and Evaluation,

Organization and Administration, Curriculum, StutderfFaculty
and Staff, and Facilities and Resources — andsigoresible for
monitoring compliance by the College with the AC&&ndards
and guidelines. Between accreditation Self-Studyomts, the
Committee (through its subcommittees) makes anregarts to
the faculty on the status of each standard (i.eaptiant, non-
compliant, etc.) and actions to be taken to ensongpliance.
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Admissions Committee, College of Pharmacy

Chair: Associate Dean, Student Affairs, Colleg®b&rmacy

Members: Faculty appointed by the Dean

Work Load: As needed.

Functions: The Admissions Committee screens alliggps and after a

thorough review of the application materials andufty
interviews, recommends to the Dean applicants tadmeitted to
the professional program.

Biohazard/Safety Committee, College of Pharmacy

Chair: Faculty member from the Division of Basic aRhaceutical
Sciences

Members: Faculty and professional staff appointethk Dean.

Work Load: Monthly.

Functions: The Biohazard Safety Committee worke#ntain the College

as a safe place to study and work. The Commits=eiras
compliance with all local, state and federal regates (i.e.,
radioactive areas, toxic waste, OSHA, etc.) The (dtee
conducts at least three “spot” safety inspecticmsheyear and
renders those reports to the Dean with recommemdatif any,
for improvement.

Computer and Information Services Committee
Chair: Selected from committee members.

Members: Faculty and professional staff appointgd the Dean; one
professional staff member from the Office of Tedogy
Administration.

Work Load: As needed.

Functions: The Computer and Information Services m@dtee is
responsible for implementing computer informatieshnology
into the instructional, research, service, admiaiste and
development activities of the College. This comedtserves in
an oversight role for all technology in the College also
considers the needs for specific courses emplogmmputer
technology; determines when this technology couwdilitate
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College functions; reviews information systems e@u the
College; recommends how computer literacy amonddbalty,
staff and students can be enhanced; and identtfoesputer
resources which can be utilized for accomplishimg €ollege’s
educational and research mission and goals.

Continuing Education Committee

Chair:
Members:

Work Load:

Functions:

Diversity Committee
Chair:

Members:

Work Load:
Functions:

Director, Continuing Education Program

Faculty and professional staff appointgdtiie Dean; Vice
Chair, Division of Clinical and Administrative Sciees serves as
anex officio member.

As needed.

The Continuing Education Committee oizes) plans, and
implements continuing professional education progréo serve
the greater New Orleans area. The Committee cosichiber
professional development programs for practicingrpfacists,
faculty, staff and students. The Committee assilnasprograms
are accredited by the Accreditation Council for rfatecy
Education.

Director, Educational Coordinator of HealtBisparities,
Diversity, and Cultural Competence

Faculty, professional staff, and at leas# student from each
class appointed by the Dean.

As needed.

The COP Diversity Committee is respdesifor fostering
cultural diversity among the faculty, staff anddstnts. Planning
periodic functions to celebrate the diverse bacdkgds of
faculty, students and staff is the domain of then@uttee.
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Executive Committee
Chair: Dean, College of Pharmacy

Members: Associate Dean(s); Division Chairs; VideaiC of the Division
of Clinical and Administrative Sciences; Directorf t¢he
Professional Experience Program; Director of thent€re for
Minority Health and Health Disparities Research &uldication;
and one faculty member elected by the COP Academic

Assembly.
Work Load: Weekly.
Functions: The Executive Committee provides adaod counsel to the

Dean on all aspects of the operations of the Celtgd”harmacy.
The Committee receives and reviews reports and
recommendations from standing committees and mpkésy
decisions. The committee also monitors the StratBfn for the
College to ensure that all benchmarks are being met

Faculty Recruitment Committee

Chair: Appointed by the Dean from membership

Members: Faculty appointed by the Dean

Work Load: As needed.

Functions: The Faculty Recruitment Committee is poesible for

advertising, screening, and scheduling interviewh @applicants
for vacant faculty positions. The Committee makes
recommendations to the Division Chair based on rthei
assessment of the applicants with appropriate ifipat division
faculty, the University Associate Vice President fscademic
Affairs, and the Associate Dean of the College. réhis one
Committee for each College division.

Faculty Development Committee

Chair: Appointed by the Dean from membership
Members: Faculty appointed by the Dean
Work Load: Monthly.
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Functions: The Faculty Development Committee designd implements
methods for the career development of faculty,i@aerly junior
faculty. The scope includes tenure-track and monute track
(clinical and research) faculty. The committee alswelops and
maintains processes and documentation for compseren
orientation of new faculty.

Honors and Awards Committee

Chair: Appointed by the Dean from membership

Members: Faculty and professional staff appointethk Dean

Work Load: As needed.

Functions: The Honors and Awards Committee evatuaeademic and

extracurricular activity records of students nornaddentified
for awards and prepares a slate of candidates tmtieel on by
faculty to receive College and University acadenhionorary,
and service honors and awards.

Library and Drug Information Committee

Chair: Director, Drug Information Center

Members: Faculty appointed by the Dean; Universibyarian

Work Load: As needed.

Functions: The Library and Drug Information Commttis responsible for

the provision of library information for studentsdafaculty, and
drug information resources and services for facustyidents,
health care providers, and the public. The Conemitt
recommends to the Dean measures to improve litgaryices
and for the improvement of information servicesresearch and
research training. The Committee conducts an amswaky of
library utilization and satisfaction by studentsldaculty.

Non-Tenure-Track Committee on Promotion, College of Pharmacy
Chair: Selected from membership
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Members: Two senior clinical faculty members eldctey the clinical
faculty and one faculty members selected from t# T enure
and Promotion Committee.

Work Load: As needed.

Functions: The Non-Tenure-Track Committee on Prasnotonducts the
initial assessment of College of Pharmacy non-tiiack
faculty based on the criteria for evaluation puidid in the
University Faculty Handbook and makes recommendsatior
the consideration of the promotion to the Univgréttank and
Tenure Committee for final review and approval.

Planning Council for the College of Pharmacy

Chair: Elected by the Members of the COP Acadensisetnbly

Members: Three faculty members elected by the Gell@he Associate
Dean serves as &R officio member.

Work Load: Monthly.

Functions: The Council assists the Dean in all espeof academic

management, planning and assessment for the Cpllege
including, but not limited to, administering theofessional
curriculum, reviewing and providing feedback onlegé-wide
assessment projects, reviewing affiliation agredmeplanning

the pharmacy Academic Assembly meetings, and dpwejand
maintaining the academic planning document foirGbkege.

Professional Experience Program Committee
Chair: Director, Professional Experience Program

Members: Professional staff from the PEP Officemaimum of five
preceptors from the community; one student fromheelass
appointed by the Dean.

Work Load: At least once per semester

Functions: The Professional Experience Program Cittegnserves as an
advisory committee to the Vice Chair of the Divisiof Clinical
and Administrative Sciences for the experientiagoam in the
College.
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Program Assessment Committee

Chair: Director of Assessment of the COP

Members: Faculty and professional staff; precepjpdlumni; and at least
one student from each class appointed by the Dean.

Work Load: Monthly.

Functions: The Program Assessment Committee prevassessment and

evaluations of all activities in the College witpesial focus on

the College mission, the curriculum and prograncoutes. The
Program Assessment Committee serves as advisorhdo t
Executive Committee and faculty on matters reldtedjuality
control of courses. The Director of Assessment eseron the
Curriculum Review Committee. The Committee workghwhe
Capstone Exam Committee to assess the comprehensive
examinations and assists faculty in developing ssssent tools

for courses, laboratories or rotations.

Research Committee, College of Pharmacy

Chair: Director, Center for Minority Health and Htba Disparities
Research and Education

Members: Faculty appointed by the Dean.
Work Load: Monthly.
Functions: The Research Committee shall be resplendor providing

guidance and suggestions on how to create a singogsearch
environment for faculty and students. More speaifyc the
Research Committee will: identify potential funding
opportunities; assist junior faculty members in aleping
(building) a research idea (before initiating gramtiting);
identify presenters for faculty seminars to discusmious
research designs (e.g. case studies); identifyitigiareas in
statistics that would be of interest to faculty;dardentify
additional training opportunities (e.g. scientificiting, etc.).
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Residency Research Committee

Chair:

Members:

Work Load:
Functions:

Senior faculty member from the Division oflifital and
Administrative Sciences

Faculty appointed by the Dean; Directognt€r for Minority
Health and Health Disparities Research and Edutaoves as
anex-officio member.

At least twice each semester.

The Residency Research Committee previdsic information
to the residents on how to begin a research projglctre
specifically, the Committee provides resources aofters
seminars/workshops on key elements of the reseprobess
(e.g. developing a research hypothesis, statistinalysis, IRB
approval, etc.).

Strategic Planning Committee, College of Pharmacy

Chair:
Members:
Work Load:
Functions:

Appointed by the Dean.
Faculty and professional staff appointethk Dean.
Monthly.

The Strategic Planning Committee isaasible for drafting the
College’s Strategic Plan. Upon adoption, the Coremiannually
assesses the implementation and progress towargdrtiected
outcomes of the plan. The Committee works congistevith

both the Executive Committee and the Program Assess
Committee to monitor and gauge performance relativehe
plan. Mid-course evaluation and changes are madbed@lan
based on assessment data from a variety of sourcHse
chairperson also serves on the Assessment Comraitteeneets
quarterly with the Executive Committee to discussgpess.

Xavier University Faculty Handbook 11-49



Financial Administration of the University Organizational Structure of Xavier University

Tenure and Promotion Committee, College of Pharmacy

Chair: Elected from membership

Members: Three tenured faculty members electedhbyGQOP Academic
Assembly.

Work Load: As needed.

Functions: The COP Tenure and Promotion Commiteeeslected and

evaluates all tenure-track faculty for promotiord denure based
on university guidelines. The Tenure and PromoG@ammittee
makes a determination, based on the criteria,efapplicant is
eligible for tenure and/or promotion. The Tenune #romotion
Committee also reviews all “tenure-upon-hire” apalions that
are forwarded to the Dean for consideration. Admnpletion of
careful deliberations, the COP Tenure and Promdliommittee
forwards to the Senior Vice President for Acade#dfairs its
recommendation on tenure and/or promotion for egghicant.

Financial Administration of the University

Principal Financial Officials
The principal financial officials of the Universitye as follows:
- Senior Vice President, Administration
- Vice President for Fiscal Affairs
- Controller
- Senior Vice President, Academic Affairs
- Deans of the Colleges

The Cost Center Managers

In the colleges and schools, the dean is the p@hdiudgetary official for all academic
departments/divisions and units affiliated with §okool. He/she approves all budgets and
budget revisions and submits them to the Senior APA
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Ill. THE FACULTY

THE GENERAL FACULTY OF XAVIER UNIVERSITY includeshe following divisions:
the Teaching Faculty, the Library Faculty, and Administrative Faculty. Each of these
divisions is a distinct and interdependent compboéMHE GENERAL FACULTY.

The members of THE GENERAL FACULTY are charged with primary responsibility for
achieving the educational goals and objectivehefUniversity. The unity of all members
of the faculty in sharing this primary responstyilin no way interferes with the distinct
nature of the three divisions or in the unique oesbilities and rights which pertain to each.
The responsibilities of each are dependent chigign the contractual agreements between
the individual members of the particular facultyamech and the University. Each division
has unique rights and privileges which evolve fitbeir contractual responsibilities.

The reason for having separate but dependent aingsvithin the GENERAL FACULTY is
primarily that the divisions have different respibiigies. This gives each the advantage of
voicing an opinion on matters in which its membaydraining and experience are qualified
to speak. This also allows one division to expragsport or disagreement with another
division in the interest of the University.

The GENERAL FACULTY includes the following divisisn

Administrative Faculty

Membership in the Administrative Branch of the GENH. FACULTY is held by all
administrative officers and assistant administeatificers as listed in the official bulletin
and by ranked tenured faculty members whose cdoabiesponsibilities are administrative.

Teaching Faculty

The Teaching Faculty includes those members oGEERERAL FACULTY who are ranked
faculty members and whose contractual responsgsiliare in teaching and/or research.
Limited membership in the Teaching Faculty is hélg visiting professors, artists-in-
residence, lecturers, part-time faculty, adjuncufty or other part-time employees whose
major responsibility is in teaching and/or resear@¥hen the word "faculty" is used without
qualification, the Teaching Faculty is meant.

Library Faculty

Professional librarians with full-time appointmenits the University are included in the
faculty. They hold non-tenure track appointmentRank, promotion and criteria for
evaluation are detailed later in this section.
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Graduate Faculty

The Graduate Faculty is a segment of the teachacgltly, designated through a special
review process conducted by the Graduate Counabirsultation with the Senior VPAA.

Faculty members must apply, usually through thellege, for membership on the Graduate
Faculty. If accepted, they are reviewed periodijcir continued eligibility, which usually

involves remaining active in graduate studies aaxher and advisor of students and
demonstrating continued involvement in scholarshig research. To be nominated for
membership on the Graduate Faculty, a faculty memost have earned a terminal degree.

Part-Time and Adjunct Faculty

Part-time faculty are those faculty members empldyg Xavier University on a part-time
basis to teach a specific course(s) during an iiieshsemester, or participate in research for
the University. Faculty members serving part-tiane required to meet the following
requirements and sign a contract through the Offfocademic Affairs.

1. Hold appropriate academic credentials.
A. For teaching undergraduate courses a Masters Dagce#8 graduate
hours in the discipline are required.
B. For teaching graduate courses a terminal degmegisred.
C. Additional education/credentials may be requiretexh in professional
programs.
2. Submit for review before employed.

A. Official transcript of highest degree from a regitiy accredited
college/university.

B. Current Curriculum Vitae.

The division chair responsible for the program esiing the part-time faculty member, in
consultation with the relevant department head (CASIl be required to review the
application, transcript, and curriculum vitae; hald interview with prospective part-time
faculty member, and submit a recommendation toCithkan. The Dean will interview the
candidate and then make a recommendation to thé&ceOfif Academic Affairs for
employment. The academic rank and salary for #retpne employee will be determined
by current policies of the university.
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Part-time faculty members are required to subnetftilowing documentation prior to the
beginning of any course.

1. Course outline and expected outcomes.

2. Grading protocol.

3. Textbook and/or reading list.

4. Schedule of office hours/times that students makenagpointments.

Part-time faculty members are required to complyhwall published University and
department policies.

Adjunct Faculty are those faculty members teachimits of instruction to Xavier University
students who are not financially compensated byUh#versity for the service. Adjunct
faculty include faculty members in programs tha ander contract with the university and
whose compensation is assigned outside the urtiyerdtaculty members serving in an
Adjunct status are required to meet the same rexgueints as part-time faculty (see above).

The division chair responsible for the program e=siing the Adjunct faculty member, in
consultation with the relevant department head (CA8Il be required to review the
applicant's credentials and curriculum vitae; hadinterview with the prospective Adjunct
faculty member, and submit a recommendation toRkan. The Dean will then make
recommendation to the Senior Vice President, Acadehffairs for an Adjunct faculty

appointment. The academic rank for the Adjuncultgcmember will be determined by
current policies of the university.

In consideration for the contributions made by dldginct faculty to the University, they are
entitled to tuition reduction for themselves foucges taken at Xavier University.

Full-Time Faculty on Temporary Contracts

Lecturer

Lecturer is the rank assigned to full-time facuttly temporary assignment, regardless of
degree(s) held. Faculty may serve in this rankafaraximum of three years (six semesters).
If a full-time tenure or non-tenure track positibacomes available, a Lecturer may apply
through the usual procedures. The hiring proceddare the same as those described above
for part-time and adjunct faculty. In some casasulty hired as a replacement for a faculty
member on leave and who meet the requirementeforre-track positions, will be accorded
the Visiting Assistant (or other rank as approgfjiaank.
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Procedures

Procedure for Recruitment of Teaching Faculty

The division chair, in consultation with the relavadepartment head(s) (CAS), and the
appropriate dean must obtain advance approval ttenOffice of Academic Affairs for
filling academic position(s).

It is the responsibility of the division chair andthe appropriate dean, in consultation with
the relevant department head(s) (CAS), to selead amerview candidates. It is
recommended, whenever possible, that the prosgef@oulty meet with all members of the
respective department/division. Where travel isessary, authorization should first be
obtained from the Associate Vice President, Acadehfiairs.

Before a contract is offered by the President & designee, official transcripts for all
graduate degreddUST be on file in the Office of Academic Affairs.

The rank offered new faculty must be in accord wle University Promotion Policy.
Faculty who have been teaching at another collegeftsity will receive the rank accorded
them at their previous institutions. Any excepsionust have the approval of the University
Rank and Tenure Committee. All conditions of empient must be in writing. No oral
commitments will be honored. Annual employmenteagnents will be evidenced by a
formal document signed by the President or hisgihes.

All searches for academic positions MUST observe ¢hfollowing "Procedures for
Hiring Full- and Part-Time Faculty at Xavier Univer sity" revised August 2008 by the
VPAA Office.

Faculty Hiring Procedures
To fill a position:

1. Approval: Request approval to fill the position from the Dedrthe College.
The Dean then seeks approval from the Senior Viesiteent for Academic
Affairs. Once approval has been granted, the bgamacess begins.

2. Advertisement of the Position:Advertisements, as well as interview and moving
expenses for hiring faculty, are funded through fteademic Affairs Office.
Submit the proposed ad to the Associate Vice PeasidAcademic Affairs (with a
copy to the Dean) for approval prior to placing #te _Ads for non-tenure track
positions should explicitly state the term of appwient, whether the position is
renewable, and that the position is non-tenurekiramclude the source(s) of
publication and desired number of times the ad Isetplaced. Please request that
invoices be sent directly to the AVPAA. Place &®AP in the academic year.
The ad need not request official transcripts defstof reference—these can be
requested once the field has been narrowed tadisal
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3. Search Committee: Establish a search committee by the middle of Seipte
that includes at least one faculty member fromfi@int department (please also
include student participation if possible). It iscommended that neither the
division chair nor the department head (CAS) cliaé committee. The search
committee receives and reviews applicants and cdamasconsensus of between
three to five candidates for whom references vélvbtted. These candidates will
also be asked to provide additional informatiorthte search committee so that
equivalent information is received for all cand&iate.g., teaching philosophy,
scholarship description, etc. It should be noteat the review of applications
must include consideration of institution from winithe highest degree has been
earned to assure that faculty represent a broapkrahinstitutions.

4. Vetting of Candidates: Once the committee has narrowed the number of
applicants to three to fivereferences should be thoroughly checked In
addition to written recommendations, the committeeuld also call and speak to
references. Then the department should selecttawtbree candidates for on-
campus interviews Folders on these candidates should be sent to thdXA
office and the Dean's office_prior to inviting canddates for on-campus
interviews. The folder should include letter of applicationita, statement of
teaching philosophy, and letters of reference @ification that references have
been checked).

5. Immigration Status: Verify immigration status of all candidates. Prapproval
of the VPAA Office is required if a department/din wishes to consider non-
U.S. citizens or permanent residents. This polioyecs research associates as
well.

6. Interview Process: Candidates are brought to campus for an on-campus
interview. During this time, the candidate meetshwhe search committee,
department/division faculty, the Dean(s) of thelegés, and either the Senior
Vice President for Academic Affairs or the AssoeiaVice President for
Academic Affairs. On-campus interviewsnust include a pedagogical
presentation to judge applicants’ oral communicetiocskills. The Search
Committee should also request materials that Wadlnxathem to judge applicants’
written communication skills.

7. Selection: At the completion of the interview process, the atépent should
meet (electronic meetings are acceptable) to chthespreferred candidate. The
division chair should communicate their recommeiotiato the AVPAA and the
Dean for approval.

8. Salary Determination: The VPAA Office will determine and communicate th
salary information to the division chair.
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9. Contract: If the candidate accepts the offand the VPAA Office has received
and filed an official transcript, current vita, atedters of references, a contract
will be mailed.

Faculty Appointment

Every appointment of a faculty member shall be maga formal written agreement signed
by him/her and by the President of the Universityhis representative, and shall state the
rank, salary, length of agreement, and other camditof appointment. A copy of the terms
of appointments shall be presented to each praspeaculty member prior to his
acceptance of appointment. Acceptance of the appent shall be considered to indicate
the appointee's willingness to be bound by all tdrens of the agreement. Faculty in the
College of Arts & Sciences will ordinarily be empéa on nine (9) month contracts. Nine
month contracts end at the completion of springrmemcement activities. For those faculty
members who are requested to perform administratagks that require summer
employment, an addendum to their regular nine-moaotitract will be issued. Employment
during the summer months is offered on a year-tr-yasis. Clinical faculty in the College
of Pharmacy are hired only on 12 month contracts.

No faculty member, department head (CAS), or divisih chair has the authority to
make an oral promise of employment, tenure or promiion. The University will not be
bound by oral statements.

Appointments shall be of two kinds: term appointisegtenure-track and non-tenure track)

and continuous tenure appointments. Term appointsnend at the close of the period

specifically stated in the employment agreemertiesé appointments are subject to renewal
but carry no obligation, either on the Universityom the appointee, for reappointment.

Continuous tenure appointments carry assuranceewhgnency until retirement and are
subject to termination only under conditions mutuahderstood and accepted at the time of
appointment.

Term Appointments for New Faculty

New members of the faculty shall be engaged ihytiah a term appointment. Renewal of
these term appointments shall be for one year. erimt semester appointments and
appointments as lecturer are considered hereasajgpointments.

Faculty Evaluations

Each fall semester, faculty members submit a fgaypdate that provides a self-assessment
of the faculty evaluative areas described in latstions of the Faculty Handbook. Late in
the fall semester for returning faculty memberg] kte in the spring semester for first year
faculty members, department heads (CAS)/divisiairs(COP) submit a faculty evaluation
for each faculty member. (College deans condwetttaluations for division chairs, division
chairs conduct the evaluations for department hé@dsS), and the University Librarian
conducts the evaluations for Library Faculty.) Teigluation provides a review for faculty
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members in each of their evaluative areas. Th&iattans conducted by department heads
are submitted to the division chair for review, ngiire, and comments before review,
signature and response by the faculty member. Bnikion chairs and department heads
(CAS) can recommend promotion in rank and contraceéwal. Faculty members are given
the option of providing a response to the evalumatithe original evaluation, once signed by
the faculty member, the department head (CAS), diasion chair, is submitted to the
Office of the Senior VPAA with a copy to the Dedrtlee College.

Renewal Schedule for Appointments of Teaching Faculty

All renewals of term appointments shall be givemedime between March 1 and March 15
of the final year specified in the agreement. Ha tase of continuous tenure appointments,
although renewals are not necessary, contractsddenala to the original employment
agreement will be issued to specify salary, rardées, and other matters which may be
subject each year to change. In all cases costritlt be returned to the President or his
designee within fifteen days of the date of coritrac

These contracts are bilateral. Both the Univeraig the faculty member are expected to
honor the contract. If a faculty member signs at@axt and then decides to break that
contract, the University may exercise its optionpursue legal rights for any financial

impacts his/her actions produce. For example Uhieersity reserves the right to recover
any costs incurred in replacing the faculty member.

1. Notice of Non-reappointment:

A. For the first academic year of service, the apgeinthose term expires at
the end of the year will be notified of non-reapyoient no later than
March 15. If the term appointment ends at any totieer than the end of
the academic year, the faculty member will be redifat least three (3)
months in advance of its termination.

B. For all other term (both tenure-track and non-tertuack) appointments,
faculty members will be notified of non-reappointth@o later than the
first day of the last semester covered by the egntr

C. An exception to the above will be made in the aafsa faculty member
who is not recommended for tenure in the sixth .yddre University may,
at its discretion, offer a contract for a sevenglary in which case, notice
of non-reappointment will be given with the contraor the last
qualifying year. If a non-tenure track positiomn-renewable, the initial
contract should serve as notice of non-reappointmen

2. Faculty Notice for Resignations

A. Unless the University agrees to a shorter periddcalty member who is
a first year appointee is expected to give noticesignation no later than
March 15 if his/her appointment expires at the ehthe academic year.
If the term appointment ends at any time other th@m end of the
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academic year, he/she is expected to give noticeesfnation at least
three (3) months in advance of termination.

B. All other faculty members are expected to give gebf resignation or of
their intention of leaving the service of the Unsigy no later than the
first day of the last semester covered by the eohtr

Tenure
(Revised 2011)

Faculty Review

During the sixth semester of teaching at Xavierdrezlentials of each full-time tenure-track
member appeal will be reviewed by the Rank and feer@ommittee, and faculty will
receive a written evaluation from the Rank and TenDommittee. Faculty receiving an
unfavorable review will be provided suggestions femediation. The criteria for these
reviews will be the same as those for tenure (&f@n\). Tenure is granted only to persons
with strong credentials in Teaching, Scholarshigrvige, and Collegiality. Faculty will be
evaluated again in the i 5emester of teaching for consideration for tefuyréhe Rank and
Tenure Committee, and tenure will be officially gied following the 1% semester at the
university.

Definition and Criteria

Tenure is permanence of appointment. The contcddenured faculty are permanent in the
sense that they may be terminated by the Univeosity for cause. (See “Termination of
Faculty Appointments” in Section Il of this docuntg. Faculty members hired without a
terminal degree, ABD (All But Dissertation—that l&ving completed all course-work for
the doctorate and achieved the ABD designation), behired for a tenure-track position.
But the tenure clock will not start until the seteedollowing completion of the terminal
degree. Faculty members hired in ABD status wiNehaintil the first day of their sixth
semester at Xavier to complete all requirementshferterminal degree (except marching). If
the faculty member has not completed the termirgtee requirements at this point (the first
day of the sixth semester), then the sixth semeastebe the faculty member’s last semester
at Xavier. Departments/divisions can then initatgearch to fill the position, if approved. If
the faculty member finishes all terminal degreeunegnents during the sixth semester, then
he/she will be eligible to apply for the advertigebition.

Tenure may be awarded only to those assistantgsoife or higher ranked faculty members
who have fulfilled the following conditions:

1. completed seven full contract years of uninterrdgervice as ranked faculty at
Xavier. Years of service accumulated prior to @éi leaves of absence granted
by the University, for education or health purposely, will count toward tenure;

2. held full-time faculty contracts and taught at tedwmlf-time, on average,
throughout the tenure qualification period (as miedi above);
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3. received the doctorate; the University may aco#iper degrees or credentials as
deemed appropriate for specific disciplines;

4. showed excellence in college teaching.

5. demonstrated strong scholarship;

6. performed acceptable service to the University anihe community; and
7. demonstrated collegiality.

Recommendations from the division chair, the depant head (CAS), and the tenured
faculty members of the department and from theegelldean will play a significant role in
the tenure process.

Assessment

A full-time faculty member who meets the conditiofm eligibility described above,
including those pertaining to the terminal degiges;omes automatically eligible for tenure
review during the eleventh semester of full-timevee. Leaves for education or health
purposes will not be counted toward the eleven star®e but they do not interrupt the
continuity.

The Rank and Tenure Committee will evaluate thelickate and make its decision known to
the President. The Senior Vice President, Acadétiars will, by letter, inform the faculty
member of the University’s decision on his or heguiity status.

Review

A faculty member denied tenure as a result of brsfview has the right to a hearing before
the Rank and Tenure Appeals Committee whose eleoerdbership shall be distinct from
that of the Rank and Tenure Committee. Beforelibaing, he/she must be informed of the
reasons for the decision and be given 45 workings da which to submit his/her appeal.
The Rank and Tenure Appeals Committee will reviees decision of the Rank and Tenure
Committee and consider the appeal (submitted eithperson or in writing) of the faculty
member, after which it will decide whether to ugholr overturn the decision of the Rank
and Tenure Committee. In the case of an unfavordétesion by the Appeals Committee,
the faculty member may at this point present hisfiase in writing to the President, who
must hear it. In this event, the judgment of theskRient, who may consult with the Appeals
Committee, will be final. If the Rank and Tenurppals Committee overturns the decision
of the Rank and Tenure Committee, then the App€almmittee’s recommendation is
communicated to the President through the Senice Yresident for Academic Affairs.

Reduction of Time Required for Tenure (as above)

In exceptional circumstances, the Rank and Tenwmrdittee may consider a request to
grant tenure to an in-coming faculty person. lohsoases, there must be clear evidence of
superior credentials in all criteria or exceptioaatomplishments in a given field. In other
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cases, the Committee may consider a request taeethe time required for permanent
tenure. In these cases, tenure may be awardedneone who, after serving two years at the
University, holds the rank of Professor, or afteree years holds the rank of Associate
Professor, or after serving four years holds tink & Assistant Professor. In all such cases,
once tenure is approved, it becomes official adteyualifying year. Moreover, where the

reduction in time required reflects service at heotuniversity, the Rank and Tenure

Committee will consider accomplishments at the farmniversity, achieved while at the

rank currently held, in determining whether Xawecriteria have been met.

Criteria for Assessment

Xavier University of Louisiana values most highlgciilty achievements in teaching and
scholarship, activities it holds to be interdeperidend mutually reinforcing. Scholarly
achievements alone, without strong teaching, wvatlsuffice for tenure.

A. Teaching

At the foundation of good teaching is the systemttinsfer of knowledge and fostering of
skills. Built on a sound scholarly base, good héag emanates from research, continued
study, peer discussion and reflection with the ciibje of encouraging students to become
active learners, critical thinkers and effectivaders.

At the same time, good teachers must be activadesiin their area of expertise, willing and
able to adjust to ever-changing classroom, pradessiand scholarly environments.

Evidence of faculty development (e.qg.):

- Creating and/or teaching new courses

- Attendance at external conferences or workshoghkdrfields in which one teaches,
or in pedagogies (including applications of teclwgg) applicable to those fields

- Obtaining proper professional certification appraf@ to his/her discipline
- Periodic updating of statement regarding teachiethous.
Evidence of course improvement (e.g.):

- Introduction (and assessment) of new pedagogieslu@img applications of
technology)

- Periodic assessment of texts
- Development of course portfolio
- Up-dating of course content and materials
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Evidence of competence (e.qg.):

- Availability for and assistance to students outsitie classroom, especially in
academic advising

- Self-assessment in the Faculty Up-Date
- Assessment of student learning

- Assessment of teaching by chair and peers througih sneans as classroom
observation, structured interview, test or apptaidastudent achievement, content
analysis of instructional materials.

- Assessment of teaching by students
- Teaching portfolios
- Maintenance of fair standards in grading

B. Scholarship

Scholarship is here defined as a process that gignarcludes, in various modes according
to disciplines, the definition of a problem, thenfwlation of a hypothesis, and the choice of
a methodology, its end the creation of a produat #ulvances knowledge. This progression
from discovery through peer evaluation and review“publication,” or making one’s
scholarship public, takes many forms, includingditional research (where articles and
conference papers “make public” the results of inguthe creative output of the fine arts
(where performance, art work, and text “make pubbatcomes of different forms of
investigation); and the Scholarship of Teachingeltefined as making public, in conference
presentation or pedagogical journal, for exampsuits from studying a problem about an
issue of teaching or learning through methods steisi with disciplinary epistemologies,
with the end of enhancing student learning.

In assessing these scholarly outcomes, not onlgtijyabut quality, i.e. the originality of a
given contribution, the degree to which it reflectsrovation and creativity, must be
considered. To this end, both the process by waiphrticular outcome is achieved and the
value of the final product must be assessed, teethrough brief narratives, interim reports,
and so forth, the second by external measures aschitation indexes, surveys of the
literature, and peer reviews, both from within tiepartment and external sources.

Primary Scholarly Outcomes (e.qg.):

- Publication of books, monographs, or musical scores

- Publication of articles in refereed journals

- Publication of chapters in books or monographs

- Performances (as in the fine arts: drama, mudicciaative writing)

- Curating of major exhibits, direction of major thézal productions, conducting of
major works
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Peer-reviewed papers presented at conferencesrttian published works
Production of marketable, peer reviewed software

Publication by students of articles in refereedals or conference proceedings, as
appropriate to the discipline.

Other Scholarly Outcomes (e.g.):

C.

Presentation of papers at regional or nationallaclyaconferences
Editing of journals, volumes, monographs, or tep#ts

Refereeing of papers or articles for journals arfecences

Reviewing of textbooks for publishers

Technical reports submitted to funding sourcesanpieted research

Curating of minor exhibits, directing of minor theeal productions, conducting of
minor works.

Writing successful grant proposals to external sesifor teaching or research
Invited speeches, lectures, and book reviews

Presentation by students at refereed conferencdsetid in published work, as
appropriate to the discipline.

Service to the University and/or the Community

Faculty must participate actively in the life ofetidepartment and of the University, thus
advancing the mission of the University. When faceerve outside the University in their
academic roles, that activity likewise furthers }¥as mission. For using one’s disciplinary
expertise to benefit the greater community brings tniversity into the community,
bridging the gap between academic theory and thédveaitside the academy. In addition,
the University highly values faculty service inust cause.

Examples of university service:

Departmental service

Assistance to other departments

Special mentoring of students

Advisor to campus organizations

Service on college and university committees
Writing of grants

Examples of scholarly service:

Serving in any capacity other than presenter abrdecence (i.e. chairing panels,
chairing conference, organizing program)
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- Serving on the editorial board of a journal or pres
- Serving on the administrative board of a professi@nganization
- Serving on the reviewing panel of a granting agency

- Reading or grading for national testing agenciesdhalping to devise new national
tests.

Examples of public service:

- Consulting with community organizations (i.e. sclspochurches, non-profit
organizations, etc) within your area of expertise

- Serving on community/public boards of directors

- Performing regularly any volunteer activity undé&ga to enhance the well-being of
the community

D. Collegiality

As a community of teachers and scholars, facultynbexs are expected to interact in an
atmosphere of mutual respect, with integrity, honeand regard for academic freedom.
They should work with each other responsively ia tlay-to-day activities that further the
mission of Xavier and the success of studentsgaglles and the University as a whole.
This will be assessed in letters from the Deandikision chair, the department head (CAS),
and tenured faculty from the department (CAS)/dwvis(COP) at third and sixth-year

reviews.

Teaching Faculty Rank and Promaotion

The following policies apply to terminally-degredgdnure-track faculty only. ABD faculty
hired for tenure-track slots will be consideredtiastors. If they complete their degrees
within the three-year period, they may receive maute-track appointment as Assistant
Professor for the following semester. If not, thel be terminated.

Members of the tenure-track teaching faculty mayassigned to one of three ranks,
Assistant Professor, Associate Professor, or Psofesdepending on years of teaching
experience and scholarship.

There is no limit to the number of years that aulgcmember may serve in a given rank.
Promotion from one rank to another is not automatnd only in exceptional circumstances
will it be made at less than three (3) year intlvé&uch exceptional circumstances must be
approved by the Committee on Rank and Tenure. &iomfrom one rank to another will
be based upon the criteria listed below for eadk end will be effected by the procedures
which follow:
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Qualifications for Ranks
Assistant Professor—Possession of a terminal degree

Associate Professor

1. Possession of a doctorate, degree, or other ciatlestognized as the equivalent
of terminal degrees within specific disciplines,special evidence of professional
competency ordinarily required for teaching in agrttechnical and professional
fields.

2. Six (6) years of ranked college teaching, and anmmum experience of three (3)
years in the rank of Assistant Professor on thgarsity level. Up to three years
of relevant experience in a non-teaching situati@y be substituted for years of
college teaching. The faculty member must petittbe Rank and Tenure
Committee to make the substitution and this Conemithas the authority to
determine both the relevance of the experiencelt@dumber of years to accept.

3. Evidence of continuing achievement in Service arudeasing achievement in the
areas of Teaching and Scholarship (in accordande thie criteria listed for
tenure).

Professor

Appointment to this rank on promotion from the ramfkassociate professor supposes, in
addition to distinguished fulfillment of the regeiments of the previous ranks, evidence of
continued service and such outstanding qualitieseathing and scholarship as to merit
recognition among scholars and educators. A mimnui five (5) years in the rank of
associate professor as well as at least ten (1@)syef college teaching is required for
advancement to this rank.

Exceptions to the Norms for Advancement in Rank

Exceptions to the above requirements are rarelntgda and are considered by the
Committee on Rank and Tenure only on the recomnmimdaf the dean of the college and
on approval by the VPAA when there is clear evideoicexceptional qualifications.

Procedures for Promotion in Rank

Appointments and promotions are made by the Pnesmtehis designee. Recommendations
for promotion are due in the Office of the Vice $tdent no later than the date indicated
yearly by the Senior Vice President, Academic A#ai Once a year, well in advance of
March 15, upon recommendation by the chairs ordmuest of the faculty members, the
University Committee on Rank and Tenure review®maoended faculty who are eligible,

by reason of time served, for promotion to a higlaek. Members of the Rank and Tenure
Committee are not eligible for promotion while sagzon the Committee.
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Ordinarily the department head (CAS)/division ch@OP) will initiate recommendations

for promotion by submitting these (on the annuaufty evaluation forms) to the Senior Vice
President, Academic Affairs, who will present themthe Committee on Rank and Tenure.
In addition, a faculty member may initiate a requesbe considered for promotion through
the dean of the college. In either case, it is rémponsibility of the faculty member to

provide to the committee all appropriate documémtiatoncerning Service, Teaching, and
Scholarship after petitioning for review and prioithe review itself.

Information and recommendations on faculty memberbe considered will be discussed
and deliberated upon according to procedures éstiabl by the Committee.

Those who are recommended for promotion and apdrbyethe President are so informed
in writing by the Senior Vice President, Academitads.

Faculty members who are not recommended for pramdiy the Committee may request,
through the Senior Vice President for Academic #$faa review of their cases. All
appropriate documentation concerning Teaching ahol&rship should have been submitted
to the Committee before the first decision was made

The Senior Vice President for Academic Affairs ssnas the Chair of the Academic Rank
and Tenure Committee and exercises the Chair’'s taghote in case of a tie.

Non-Tenure Track — College of Arts & Sciences
(Adopted 11/00)

Faculty holding full-time nontenurable positionstiie College of Arts and Sciences shall be
members of the General Faculty, classified as Tirgdraculty, as described in Section Il of

the Faculty Handbook. When appropriate, such taauby apply for and be appointed to

the Graduate Faculty.

Members of the non-tenure-track faculty are apaoirdn a full-time, contractual basis at a
rank consistent with the University Promotion Pglic

At the time of employment a contract issued to a-temure track faculty member shall
explicitly state the term of employment and tha plosition is not tenurable. The duties and
expectations of such faculty members, especiatigdtthat may differ significantly from the
duties of regular tenured and tenure-track facoigmbers, shall be explicitly stated in the
contract.

General Guidelines

At no time shall the number of non-tenure trackifass in the College of Arts and Sciences
exceed 15% of full-time positions for the entirdlege. It shall be the responsibility of the
Office of the Vice President for Academic Affaiis énsure that this limit is not exceeded.
Ordinarily, the number of non-tenurable positionsany particular department or division
shall not exceed 25% of full-time positions unlesguested by the department and approved
by the Dean of Arts and Sciences and the Senicr Fresident, Academic Affairs.
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General Expectations and Duties
1. Non-tenure-track teaching positions

The primary focus of such faculty members shouldnbieaching, with achievement
in scholarship, University service, and communi¢yvice expected. Pedagogical
research is especially encouraged. Departmentsra@uraged to follow this model
when desiring to hire established professionals wiay not have the academic
credentials necessary for tenure. In some casgeb, & position may include release
time for carrying out specific duties within a dep@ent. Such duties shall be
determined by the department and will be includethe faculty member's contract.
The teaching load for such faculty, however, shatlfall below 6 hours.

2. Non-tenure-track professors of practice

The Professor of Practice Model refers to thoseulfgcmembers who have
assignments that focus on supervision of studemta practicum setting or that
augment the curriculum where professional expedencexpertise is essential. The
key factors governing the position would be (1)alwement with students in
professional preparation, (2) innovation in laboratexperiences and practices, and
(3) professional experience.

Procedures

Procedure for Recruitment and Hiring of Non-tenure Track Faculty in Arts & Sciences

The division chair, in consultation with the depaent head, and the Dean of Arts and
Sciences must obtain advance approval from theoB#fice President for Academic Affairs
for filling academic positions. The decision tassify positions as non-tenure track shall be
made by a department, in consultation with thesilivi chair and the Dean of the College of
Arts and Sciences, and must be approved by th@S¥ime President for Academic Affairs.

In the event that a tenure-track position beconmEnand a department wishes to convert
the position to non-tenure track, such decisiontrbasnade in consultation with the division
chair and the Dean of the College of Arts and Smepand the division chair, in consultation
with the department head, must obtain approval fileenSenior Vice President for Academic
Affairs. (A similar procedure must be followed the event that a department wishes to
convert an open non-tenure track position to tetmaek.) In granting such a request it shall
be the responsibility of the Senior Vice PresidiemtAcademic Affairs to ensure that the
limits described in the General Guidelines abowadl stot be exceeded.

In the event that a tenure track position beconpeson a department and such department
determines that an adequate and appropriate searuliot be conducted for filling the
position, the division chair, in consultation withe department head, may request to the
Senior Vice President for Academic Affairs that thesition be advertised and filled on a
temporary basis. The Office of the Senior Vicesklent for Academic Affairs shall
determine whether to grant the request. Such aesthould not be granted if it will cause
the limit described in the General Guidelines abtivédbe exceeded. Additionally, upon
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approval by the Senior Vice President for AcaderAiifairs, the division chair, in
consultation with the department head and the Deahe College of Arts and Sciences,
shall determine a timeline for filling the positias a tenure track position.

A faculty member currently employed by the Univrsiho wishes to change status either
from tenure-track to non-tenure track or vice-varsgy do so only in the event that such an
open position exists. The faculty member must @ the position and a proper search
and hiring procedure, as described below and ini@ed! of the Faculty Handbook, must
be followed.

The procedure for filling a non-tenure track pasitiis described in Section Il of this
document.

Non-tenure-track faculty members are initially give one year academic contract,
renewable for three further one-year contracts dasethe evaluation and recommendation
process described below. The non-tenure tracktfactember is thereafter eligible for a

three-year contract based on the evaluation armmeendation process for non-tenure track
faculty. During the last year of the three-yeantcact, non-tenure track faculty are eligible
for three-year rolling contracts. The three yedlirrg contracts are automatically renewed
every year based on satisfactory performance ofteoumre-track faculty, to be determined

by the Senior Vice President for Academic Affamsconjunction with the division chair.

Renewal Schedule for non-Tenure Track Teaching Appointments

Renewal time schedules for non-tenure track facshigll be the same as those for teaching
faculty described in Section 11l of theaculty Handbook.

Termination of Faculty Appointments

Appointments of non-tenure track faculty may bemieated before expiration for the
reasons described in Section Il of the Faculty dimok, “Termination of Faculty
Appointments”.

Evaluation

Non-tenure track faculty will be evaluated by thdepartment heads once a year in full
accordance with the process for tenured and temnack- teaching faculty. Additional
reviews will be conducted by a departmental revemmnmittee as described below. This
evaluation will serve as the basis for a recommgowlaof reappointment or non-
reappointment to the VPAA.

Xavier University Faculty Handbook n-17



Non-Tenure Track — College of Arts & Sciences The Faculty

Criteria for Evaluation

Criteria to be used in evaluation of non-tenurekriaculty may include, but not be limited
to, the following:

A. Teaching
1. Generally outstanding evaluations by studgrgsrs, and department head.
. Development of teaching materials specifidi®dourse.
. Develops innovative and creative teaching agghes.
. Models and stresses the practices of good conaation within the field.
. Availability to students.

o O A WD

. The development and refinement of teaching austisuited to the discipline.
7. Academic advising.
B. Non-teaching Duties

Some non-tenure track positions may require dutiber than teaching (e.g., laboratory
coordination, program coordination, facility maiméace). Individuals will be evaluated on
specific duties as indicated in the descriptiothef position.

C. Scholarship
1. Papers submitted and/or accepted for publicaticecholarly journals.
2. Active membership in professional organizations
3. Attendance at professional meetings.
4. Performances and exhibitions.
5. Presentations at professional meetings.
D. Service to the University and Department
1. Departmental committee service
2. University committee service
3. Grant writing
4. Other departmental service
5. Participation in University/College-wide acties
E. Service to the Community
1. Participation in community programs
2. Supervision of students active in communityvatgs
3. Talks or presentations offered to schools, gsoetc.
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F. Collegiality

As a community of teachers and scholars, facultynbexs are expected to interact in an
atmosphere of mutual respect, with integrity, honeand regard for academic freedom.
They should work with each other responsively ia tlay-to-day activities that further the
mission of Xavier and the success of studentseaglies, and the University as a whole.
This will be assessed in department head evalusatod by the departmental committee.

Weight of Criteria for Evaluation

The relative weight of each of the criteria (atiph be determined with the creation of each
non-tenure track position depending on the needbeflepartment. Teaching is the most
important criterion in the evaluation of non-tentn&ck faculty. For all positions, including
those positions involving significant nonteachingids, such as laboratory coordination, the
weight given to teaching in the evaluative procgssll not be less than 50%. The relative
weights of the criteria will be stated in each caat

Evaluation Process

A departmental review committee consisting of tHeemilty members, one of whom shall be
a non-tenure track faculty member in a rolling dppoent, will evaluate the non-tenure
track faculty member according to the schedule ritesd below. If the department lacks a
suitable non-tenure track faculty committee memitee committee will be comprised
wholly of tenured faculty. Should a departmentéh&wer than three tenured faculty, the
department may elect tenure-track faculty or thendmay appoint a tenured faculty member
from another department. Committee members skaklbcted by the faculty within the
department and shall serve three-year terms, sgg® that one committee member is
replaced each year. Faculty may not serve congederms.

Non-tenure track faculty members shall undergo mprehensive review during the fifth
semester of teaching at Xavier. The departmemtanaittee will make a recommendation
regarding contract renewal to the department hellse head will review the committee’s
evaluation and then conduct a department head’lsia@i@n of the non-tenure track faculty
member. Both recommendations will be forwardeth&division chair and the Dean of the
College of Arts and Sciences and to the Office chdemic Affairs for reappointment or
non-reappointment.

A second comprehensive review shall take placendutie seventh semester of teaching at
Xavier. The procedure for review and recommendasioall be the same as that during the
initial comprehensive review.

A final comprehensive review shall take place dgrihe thirteenth semester of teaching at
Xavier. Reviews shall be conducted independenglythiie department committee, the
department head, and the division chair, with regpand recommendations being sent to the
Dean of the College of Arts and Sciences and thiec€®bf Academic Affairs for final
decision regarding the awarding of a rolling cocitra
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A faculty member who is denied contract renewal mpgeal the decision, in writing, to the

President of the University. Such an appeal mastelseived in the Office of the President
no later than fifteen days following notificatioh mon-renewal. The President shall review
the case, consult with the departmental committepartment head, division chair, and Dean
of the College of Arts and Sciences, and rendera €lecision.

Subsequent decisions regarding contract renewdl lshanade by the Office of Academic
Affairs, in conjunction with yearly evaluations bty department head.

In the case that a faculty member on a rolling i@nttis denied contract renewal, such
faculty member may appeal the decision by requgstinhearing with the departmental
review committee. Such a request must be receiwedriting, by the Office of Academic
Affairs no later than fifteen days following notétion of non-renewal. The departmental
committee will conduct a hearing and provide a refmthe Office of Academic Affairs who
will either uphold or repeal the initial decision.

Throughout all review processes copies of eachevewshall be provided to the faculty
member.

Non-Tenure Track Faculty Rights and Privileges

In general, non-tenure track faculty shall be aféar the same rights and privileges of tenure
track teaching faculty, including benefits, proiecs of academic freedom, sabbatical
opportunities, and voting rights.

Non-tenure track faculty are eligible to serve @pattmental and university committees for
which tenure is not a requirement. Ordinarily, #tenure track faculty would not serve in

academic administrative positions such as depattimesd, Dean or Associate Dean of the
College of Arts and Sciences.

Non-Tenure Track — College of Pharmacy
(Revised 7/02)

The following guidelines inform appointment and qation in the clinical non-tenure track
in the College of Pharmacy at Xavier University lafuisiana. Clinical non-tenure track
appointments provide the opportunity for the cahrancement for faculty members who
focus on excellence in professional instruction am serve as outstanding role models to
students. These faculty members engage in aeBviliat are essential to the mission of the
College of Pharmacy.

Ordinarily all clinical faculty are appointed toetmon-tenure track in the Division of Clinical
& Administrative Sciences (DCAS) in the CollegeRifarmacy. On the recommendation of
the Dean of the College, clinical faculty may petit the Office of Academic Affairs
(VPAA) for appointment to a tenure track positiontlae time of initial appointment. A
tenure track appointment will be granted only witle recommendation of the Dean of the
College and the approval of the VPAA.
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General Principles
Non-tenured clinical faculty:

1. possess the appropriate educational backgroung@autice expertise to engage
in these responsibilities;

hold current licensure as a registered pharmacista State of Louisiana;

engage in activities that consist mainly of prof@sal teaching, including
supervision of students in the experiential progrand didactic teaching in
degree granting programs;

4. participate in activities to enhance professionedwgh, to include scholarly
activities and other forms of professional develepin

5. are considered members of the University Acadenssefmbly with full rights
and privileges; and

6. receive a salary commensurate with rank and experi¢hat is equivalent to
tenure-track faculty salaries with the same fribgaefits as tenure track faculty.
Clinical Faculty Appointment

1. The designation of “Clinical” is used to identifgdulty holding non-tenure track
appointments (e.g. non-tenure track = Clinical issit Professor; tenure-track =
Assistant Professor).

2. The initial period and subsequent periods of agpwents are:

a. Clinical Assistant Professor — 1 year
b. Clinical Associate Professor — 3 years
C. Clinical Professor — 5 years
3. Notice for non-renewal of appointment will be 6 rtitenfor Clinical Assistant

Professor and 12 months for Clinical Associate &sbr and Clinical Professor.
Transfer Between Appointments

Non-tenure track clinical faculty may petition teet chair of the DCAS to switch to the

tenure track within the first 3 years of appointmeif the chair approves, he/she may then
petition the dean. Upon the dean’s approval, ds®mmendation will be forwarded to the

Office of Academic Affairs for final approval.

Qualifications for Rank
(Revised 2/02)

Clinical Assistant Professor

1. Possession of a Doctor of Pharmacy degree andsitdee of the following:
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a. successful completion of an accredited post-Pharmptiarmacy practice
residency or specialty residency in a clinicalisgtof at least 12 months
in duration.

b. successful completion of a post-Pharm.D. fellowsifipt least 12 months
in duration.

C. Relevant knowledge or skills gained over a peribdatoleast three (3)
years in an appropriate healthcare setting.

2. Commitment to the University, its goals and objezdi

Clinical Associate Professor

1. Six years of college teaching (experiential andchdiit) at the rank of Assistant
Professor or Clinical Assistant Professor on the/élsity level.

Demonstrated excellence in teaching in both theeeptial and didactic arenas.
Demonstrated excellence in the provision of phagutcal care.
Evidence of scholarly activity.

o bk~ N

Demonstrated collegiality.

Clinical Professor

1. A minimum of five years of successful service a thnk of Associate Professor
or Clinical Associate Professor on the Universitydl.

2. Continued evidence of outstanding teaching in lbéhexperiential and didactic
arenas.

3. Evidence of increasing excellence in the provisibpharmaceutical care.

Evidence of continuing achievement of scholarlyvatgt
5. Demonstrated collegiality.

Exceptions to the Norms for Appointments/Advancements in Rank

Exceptions to the above are considered only withrdtcommendation of the Dean of the

College and on approval by the VPAA when there lisarc evidence of exceptional
qualifications.
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Promotion in Non-Tenure Track

Candidates eligible for promotion will be reviewled the Committee on Promotigrwhich
shall consist (initially) of two senior clinical dalty members (elected by the clinical faculty)
with a minimum of seven years teaching experienu# @ne additional member selected
from the Pharmacy Rank & Tenure Subcommittee. ddmamittee’s recommendation with
accompanying rationale will be forwarded in writibg the University Rank and Tenure
Committee for final approval.

To be considered for promotion, a faculty memberuth have demonstrated excellence in
teaching (both experiential and didactic), pharma@gctice, scholarly activity, and service to
both the university and the community. Length efvice in a particular rank is one of the
criteria for promotion, but alone does not enstireTihere is no limit to the number of years
that a faculty member may serve in a given rank.

The DCAS Chair prepares annual evaluations of faqubgress, which are forwarded to the
Office of Academic Affairs, and the Dean of the IEgk. Prior to the evaluation, the chair
should work with the faculty member to establistiiwidual professional goals. During the
evaluation period, the chair should review thesgfgssional goals with individual clinical

faculty members and provide guidance for enhangirggress toward promotion. If the
faculty member is eligible for promotion and his/h@erformance warrants that
recommendation, the chair’'s evaluation form is aipgropriate mechanism to so indicate.
Documentation of excellence and significant achieset in the areas of professional
practice, teaching, scholarly activities, servicéhte University and service to the community
is the responsibility of both the clinical facultyember and the DCAS chair. Significant
achievement in the areas of professional practidet@aching will be given high priority.

Criteria for Evaluation

A. Professional Practice- a Clinical Faculty member should demonstrateksace in
the provision of pharmaceutical care.

Develop and maintain a pharmaceutical care practice

2. Provide consultative service in an organized hezdtle setting.

3. Provide education to health care professionals.

4. Perform committee and administrative activitiesappropriate for the individual
practice site.

5. Engage in scholarly activity (e.g. drug utilizatiemaluations, quality assurance

interventions, publications) within his/her areaexfpertise. These activities do
not necessarily require external funding (i.e. tgato complete.

" Until the Committee on Promotion is formed, recoemaations for promotions will be handled by the
University Rank & Tenure Committee
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B.

Teaching

Experiential instruction — Clinical faculty shouhdaintain a practice environment
that allows students to refine the skills necesdarpe a successful pharmacy
practitioner. The clinical faculty member shouleng as a mentor and role
model for students in a pharmaceutical care enmitt.

Didactic instruction — Clinical faculty will partigate in didactic courses as
assigned by the Chair of Division of Clinical anddrinistrative Sciences.

Faculty are responsible for assuring that teacinagerials are up to date and
include current information for the assigned topic§he faculty is further

encouraged to utilize innovative teaching methotlemappropriate.

Scholarly Activities

Publications — There are several types of pubbaoatiin the pharmacy practice
arena that will be considered. Examples include,ape not limited to, abstracts,
case reports, responses to therapeutic or prapiiestions, review articles, and/or
research articles.

Presentations at Professional Meetings and Semin&sme examples include,
but are not limited to, posters, oral presentatisoandtable discussions, and/or
national speakers bureau.

Participation on panels —Examples include particymaon advisory boards and
expert panels for pharmacy organizations, pharmemetcompanies, etc.

Professional Organizations — Membership and pp#ton in medical societies
pertinent to the clinical faculty’s area of expsetiis encouraged. Additionally,
clinical faculty should regularly attend professabmeetings and conferences in
order to maintain a high level of competence irh@sfield of expertise.

Grant Writing - Faculty who choose to generate smiomit research grants will
be given credit under scholarly activities.

Service to the University

Committee Service — Active participation on servammmittees or task forces
will be encouraged. Due to the off-campus natdréh@ work of clinical faculty,
participation is more likely to be within the Calle of Pharmacy.

Grant Writing — Clinical faculty are encouragedptarticipate in individual grant
writing or “writing teams” for developmental or sere contracts for the college.

Assistance to other Faculty and Departments — &linfaculty may serve as
liaisons to the University Health Service, CounsglCenter, Office of Student
Services, various University and/or student coneagtand/or departments as
appropriate with respect to his/her professionapegttsse (e.g. HIV/AIDS
prevention, cardiology, etc.)
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E. Service to the Community

Participation in Community Programs — Examples nmejude, but are not limited to,
participation in health fairs, medication teachprggrams, disease prevention programs,
and chronic disease programs at schools, chursbe®r centers, clubs, local businesses,
etc.

F. Collegiality

As a community of teachers and scholars, facultynbers are expected to interact in an
atmosphere of mutual respect, with integrity, hoynesnd regard to academic freedom.
They should work with each other responsively ia tlay-to-day activities that further
the mission of the college and the University. sThill be assessed in letters from the
Dean, DCAS Chair, and faculty.

Procedures for Promotion in Rank

Once a year, on the recommendation of the DCASrGirddy faculty member request, the
Committee on Promotion reviews recommended mentfettge faculty who are eligible by
reason of time served, for promotion to a highaerkreOrdinarily, the DCAS Chair will
initiate recommendations for promotion on the facwhember's annual evaluation in the
fall. Those faculty recommended by the chair vad forwarded to the Committee on
Promotion.

In the case of a faculty member’s individual requdes promotion, the faculty member will

forward a letter of request for promotion to theictof the Committee on Promotion. In
either case, it is the responsibility of the faguttember to provide to the committee all
appropriate documentation prior to the review.

In anticipation of a recommendation for promotitire Clinical faculty member should:

1. Review his/her personnel file in the VPAA Officer foompleteness (file should
contain copies of yearly Faculty Update Sheetsrdensg all clinical activities,
all scholarly activity, service commitments, as lvasl documentation of same).

2. Forward three letters of recommendation to the Citteenon Promotion. Two
letters from persons not employed by Xavier Uniigrsat least one of these
letters should be from a recognized authoritiythe candidate’s clinical practice
site (a non-Xavier University employee), and onteldrom a senior-level faculty
member not on the Committee on Promotion.

Information and recommendations on faculty memberbe considered will be discussed
and deliberated upon according to procedures ésttabl by the Committee on Promotion.
Review of materials must include the faculty filedahe three letters of recommendation for

" A recognized authority is a person within the ddatk’s field of expertise who is familiar with the
candidate’s clinical performance.
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promotion, as well as the Dean’s recommendatiorh wétgard to promotion. Faculty
members who are recommended for promotion and apg@rby the University Rank and
Tenure Committee will be informed in writing by tkdfice of Academic Affairs. Faculty
membersnot recommended for promotion may appeal the decigiovugh the Dean of the
College of Pharmacy. All appropriate documentatstiould have been submitted to the
Committee for its examination before the first demn is made.

Library Faculty

The Library faculty have all the rights and prigés of faculty except the following:
they do not acquire academic tenure;
norms for advancement are appropriately modified; a

there are special conditions of employment statetheéir contracts or in other
directives.

Appointments to the library faculty are made by ®eesident of the University or his
designee. Recommendations for appointment armtedt by the University Librarian in
consultation with the Office of the Senior Vice §ldent, Academic Affairs.

Recommendations for promotion are similar to procesl designed for promoting Teaching
Faculty. The University Librarian will initiate cemmendations for promotion by
submitting these to the Office of Academic Affaaad the University Rank and Tenure
Committee. Library faculty who are recommended foomotion and approved by the
President will be so informed in writing.

Members of the library faculty shall have theseksaim ascending order: Affiliate Librarian,
Assistant Librarian, Associate Librarian, and Liiaa.

There is no limit on the number of years that aalip faculty member may serve in a given
rank.

Qualifications for Rank

(In ascending order):

Affiliate Librarian

1. Possession of adequate training and preparatioevakenced by a Master’s
degree from an ALA-accredited library school, a Mds degree in related fields
such as Learning Resources or Information Technyolamy an appropriate
Master’s degree and certification from the Acaderh@ertified Archivists;

2. Evidence of the potential for successful overatfgrenance and for development
as an academic librarian; and
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3. Ability to perform the duties of the position anohemitment to the mission of the
library as stated in the Xavier University Guidd_tbrary Operations.

Assistant Librarian

1. Successful fulfillment of the requirements for Afite Librarian for one or two
years or equivalent and successful experienceathanlibrary; and

2. Excellent performance of duties as evidenced byctiteria for evaluation and
promising beginning of professional development aw®ivice according to
evaluative criteria.

Associate Librarian

1. At least five years of satisfactory service at thak of Assistant Librarian or
equivalent and successful experience at anothmaryipand

2. Evidence of increasing achievement in:
a. Teaching and Library-Related Activities
b. Scholarship and Artistic Endeavor
C. Professional, Community, and Growth Activities
d. Non-teaching Activities Supportive of Library andhiMdersity Programs.

3. A record of successful teaching or publication ibrdry science and other
academic or scholarly fields in lieu of other expece. The library faculty
member must petition the Sub-Committee for Libreaculty Rank to make the
substitution. This Committee has the authoritgétermine both the relevance of
the experience and the number of years to acdépteptional circumstances to
reduce the requirements must be considered by ubeC&mmittee for Library
Faculty Rank with the endorsement of the Officdoademic Affairs.

Librarian

1. Successful service at the rank of Associate Librafior not less than five (5)
years as well as ten (10) years of academic ldmahip or equivalent and
successful service in another library; and

2. Evidence of outstanding and increasing achievemehtand 3 above.
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Criteria for Evaluation

The following statements should be regarded as dfffieial statements of criteria for
professional librarians.

A. Teaching and Library-Related Activities

1. Library faculty members are employed primarily dme tbasis of effective
librarianship. They will be evaluated accordingthe demonstration of their:

- Competency to perform the responsibilities of imdiizal job descriptions;
- Command of subject matter;

- Knowledge of resources and tools used in performafcesponsibilities;
- Grasp of general and specific objectives;

- Competency to work with colleagues in a positivennme to accomplish the
goals and objectives of the library programs;

- Competency to improve students’ awareness of fladarship of one subject
to other fields of knowledge;

- Competency to organize and supervise an area oficeerfor the
accomplishment of program objectives;

- Competency in preparation of appropriate bibliogiaptools and aids to
assist faculty and students in the use of libragpurces;

- Competency to interpret library resources to sttgland other library patrons
through reference services or through preparatibrcatalogs, guides, or
bibliographies;

- Knowledge of appropriate library polices and pragsed and ability to
interpret them accurately and in a positive manner;

- Competency to coordinate the functions of the asslgvork area with other
areas of the library;

- Competency to encourage students to develop liskitls for independent
use of library resources through reference servicghe development of
library guides and other library user aids.

2. Library-related activity refers to such supportizetivity as preparation for job
assignments, ensuring communication with other Ifaciand staff, and
maintaining currency in one’s field of expertise.

3. Teaching in a field of specific expertise.
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B. Scholarship and Artistic Endeavor

Scholarship and Artistic Endeavor shall be inteigmteo include, but shall not be limited to,
development of indices and bibliographic tools, adaHy and creative endeavors,
involvements in basic and applied research, exbist writing and publication, and
presentations to professional and learned societies

C. Professional, Community and Growth Activities

Professional, Community and Growth Activities shiadl interpreted to include continued

educational development in related professionalasar¢hrough advanced study and

participation in short courses, seminars, workshogsernships, and special conferences and
the like, together with involvement and participatiin professional associations and

professional contributions to committees, task dsyccommissions, and other service to the
general community.

D. Non-teaching Activities Supportive of Library and University Programs

Non-teaching support activities are those desigoeslipport the basic instructional mission
of the University, such as contributions to come&t, innovations in the library program,
the development and enhancement of resources andcese support of ongoing
departmental programs (e.g. public relations, iyrarientation, and student recruitment),
and the development of research and resource grants

Termination of Faculty Appointments

Faculty appointments terminate normally at the etjgn of the specified time stated in the
appointment in the case of term appointments, dncetaement or a shift to part time
employment in the case of permanent (tenure) appeints.

Termination of Appointments Before Expiration Date

Appointments, both term and permanent (tenure), beyerminated before expiration for
the following reasons:

1. By the faculty members, by resignation given intwg according to the dates
prescribed under the Section, Faculty Notice fosigeations.

2. For cause defined as any breach or violation byaaulfy member of his or her
contractual obligations to the University.

Causes for dismissal include professional inconmmeteor continued neglect of
academic duties or responsibilities, physical amshtiad incapacity, flagrant defiance
of or serious disregard and disrespect for thelsdead character of the University or
causing notorious and public scandal. (In the ads& priest or religious, a grave
public violation of the major obligations of theigsthood or of religious life
constitute cause.)
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The University may institute termination procedufesthe causes listed above, and
in so doing it will view as adequate reasons tq anly conduct or activity which
reasonable persons would consider, when judgedenlight of the aims of the
University, and contemporary standards and moresertty, social or academic
conduct, morality or other similar guidelines, aadering a faculty member unfit to
teach in an institution of higher education, espiécian institution with a religious
affiliation.

It shall be adequate cause, after a hearing ofrthtter, for dismissal of a faculty
member if he or she is convicted of a felony or afityer crime involving a moral
turpitude. The University may, at its option, seisg a faculty member who has been
accused by indictment or similar legal process ofelany or any other crime
involving moral turpitude, pending the faculty mesmb trial on such charges.

3. By mutual agreement in cases not covered in 1 and 2
4. By financial exigency demonstrably bona fide.
A continuous (permanent or tenure) appointmentiligest to termination only:

1. under the conditions outlined in the Faculty Harabwevhich is current at the time
appointment or reappointment is made, conditionghvare outlined in the section
entitled "Termination of Faculty Appointments," dod

2. under any additional or changed condition relatmg¢ermination of tenured teaching
and research faculty appointments as such conditizely be outlined in subsequent
years in any revised Faculty Handbook.

Procedures for Termination of Faculty Appointments

Process for Terminations

If it is necessary to question the fithess of aiklgcmember who has tenure or whose term
appointment has not expired, the appropriate adtnative officers will ordinarily discuss
the matter with him/her in a personal conferendéne matter may be resolved by mutual
consent; but, if an adjustment does not resultfabalty member may request a hearing or
the President may order the commencement of samkpdings. The faculty member will be
informed of the charges in writing.

The University Academic Council will elect a comteg of three (3) tenured faculty
members from the ranks of associate professor bodeato conduct a formal hearing. The
members of this Hearing Committee should be bofhablve and professionally competent
in relation to the case.

The formal proceedings begin with a letter to tlaeufty member from the President,

informing the faculty member that a hearing will bheld to determine if he/she should be
removed from the faculty position on the grounddest in the letter. The date of the hearing
will be such that it will allow the faculty membsufficient time to prepare a defense. If the
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faculty member desires the hearing, he/she mugbnekin writing to the charges at least one
week prior to the date set for the hearing.

Suspension of the faculty member during these giogs is justified only if the President
of the University judges that serious, immediaterh&o the faculty member or others is a
threat. Unless legal consideration forbid, andvjgiog reasons for dismissal do not involve
moral turpitude, any suspension should be with pay.

Prior to the beginning of the hearing, the committell consider the grounds for dismissal
as stated in the President's letter to the facumémber and the faculty member's written
response to the charges.

The committee, in consultation with the Presidemd ¢he faculty member, will determine
whether the hearing should be public or privateanly facts are in dispute, the committee
will consider the testimony of witnesses and othedence.

The President (or his designee) has the optiontteh@dance during the hearing. The
President may also designate a representativesist &s developing the case. However, the
committee has the responsibility of conductingltkarings.

The faculty member has the option of assistanceolymsel (whose role is similar to that of
the President's representative). The faculty membhis counsel, as well as the President's
representative, has the right, within reasonalhétdj to question all witnesses. Should the
committee feel it imperative to remove this right,if the witness cannot appear, the identity
of the witness, as well as his/her statements,hiltlisclosed to the faculty member. When
necessary, statements may be taken outside thendyeand reported in writing to the
committee and to the faculty member. All of thédence will be duly recorded in minutes
of the proceedings, but formal rules of court pcoe need not be followed.

No public statements about the case will be madébyfaculty member, his counsel, the
administration of the University, or the committesetil proceedings have been completed.
Any announcements of the final decision should udel a statement of the hearing
committee's original action.

Extraordinary Suspension from Faculty Status

Only when the President of the University judgest gerious, immediate harm would come
to the faculty member him/herself, to the studeoitsp the University through the continued
professional or teaching activity of a faculty membmay the faculty member, whether
tenured or not, be immediately suspended from hwulfy position. Notice of such
suspension, together with the specific statemerih@fcauses therefore, and of the faculty
member's right to appeal, as provided in the sedlwove, shall be given in writing. In the
event of such suspension, the procedures estathlisheéhe preceding section shall be
followed as expeditiously as possible, and the acamsption of the faculty member shall be
continued while such procedures are being carnigd o
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Academic Freedom

At a meeting of the Academic Assembly held on Oetob4, 1975, the faculty of Xavier
University of Louisiana adopted the AAUP 1940 Statat on Academic Freedom with the
addition of the Addendum.

AAUP 1940 Satement on Academic Freedom

A. Teachers are entitled to full freedom in researat ia the publication of the results,
subject to the adequate performance of their adlsademic duties; but research for
pecuniary return should be based upon an undeistamdth the authorities of the
institution.

B. Teachers are entitled to freedom in the classroodiscussing their subject, but they
should be careful not to introduce into their teaghcontroversial matter which has
no relation to their subject. Limitations of acaderfnreedom because of religious or
other aims of the institution should be clearlytediain writing at the time of the
appointment.

C. College and university teachers are citizens, mesnb& a learned profession, and
officers of an educational institution. When thgyeak or write as citizens, they
should be free from institutional censorship ocitikne, but their special position in
the community imposes special obligations. As safsohnd educational officers, they
should remember that the public may judge theifgasion and their institution by
their utterances. Hence they should at all timesabeurate, should exercise
appropriate restraint, should show respect foiogiirions of others, and should make
every effort to indicate that they are not speakorghe institution.

Addendum

The Roman Catholic character of Xavier Universitypdses a special responsibility on the
professor engaged in teaching or research at 8tguiion; although an individual professor
may agree or disagree with the principles and mi@athing of the Catholic faith, he/she
must treat them with appropriate respect and dignit

Faculty Compensation

At its winter meeting, the Board of Trustees detass the amount of funds set aside for
salary increases for the following academic yeaeHaon the projected budget. If funds
permit increases of more than three percent, a amesim for merit raises is employed.

Process

1. In conjunction with the department head’s (CAS)i&lon chair's (COP) evaluations
of faculty, the department head (CAS)/division ci{@OP), in consultation with the
division chair (CAS) submits recommendations to Bean of the College for salary
increases and merit raises. These recommendatrernthen submitted to the Senior
VPAA.. Documentation must be provided for any rmacgendation that is less than
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the established average (usually three percent)naust specify areas in which the
performance was less than average. Written docwatientmust be provided for the
specific activities in which outstanding performandeserving of merit has been
achieved.

2. Individual faculty who can document meritorious fpemance during the previous
academic year may submit their documentation dyréotthe VPAA Office if they
think they will not receive a merit ranking frometishair.

3. Once the established across-the-board raise hams dm#ied, and any adjustments
necessary for parity, the remaining funds are éditb provide for promotions, any
additional faculty positions, and merit increases.

Criteria

The criteria for merit raises are the same as tleoggloyed for annual faculty evaluations:
teaching, scholarship and service. Service tattieersity is based on the department head’s
(CAS)/division chair’'s (COP) recommendation. Qaitsgting service to the community may
require external verification of activities.

Teaching

Examples of outstanding efforts in teaching incldéeelopment of new courses, efforts to
improve the content of existing courses, effortinfase technology into teaching, designing
of innovative assessment tools for courses, shadhgeaching strategies with other
professors, participation in CAT activities, panterly serving as a resource person for CAT
activities.

Scholarship

Examples of outstanding efforts in scholarshipudel authorship of books that enhance your
discipline, publications in refereed scholarly joais, invited presentations at national
conferences, invitations to participate on reviewoards by discipline-based
journals/organization, and holding office in statel national professional organizations.

Service to the University

Examples of outstanding service to the departmeiiusity include active membership in
committees with a demonstrated high workload, nramgo junior faculty, exemplary

advising, leadership in grant writing, chairing demental/university committees, and
exemplary service to student organizations.
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Faculty Development at Xavier University

Xavier University is committed to a faculty devetognt program to meet the changing
needs of all faculty. Opportunities for facultyveéépment include:

- A sabbatical program;

- Travel funding;

- Distinguished Scholar Awards;

- Norman C. Francis Faculty Excellence Awards;

- Professional Development Release Time — Colleg&gtsfand Sciences;
- Faculty Colloquia & brown bag lunches;

- NYU Faculty Resource Network initiatives;

- Student evaluation of teaching;

- Center for the Advancement of Teaching initiatives;
- Center for Undergraduate Research initiatives; and
- Center for Intercultural and International Programs

Program Components

New Faculty Orientation and Mentor Program

The Orientation Program, designed to acclimatelfiado the University community, has
three primary components: (1) a two-day orientaieminar held in late summer; (2) a series
of fall CAT workshops on topics helpful to new fétgu (3) a Mentor Program through
which experienced faculty work with new faculty ohg their first year at the university,
offering them opportunities to discuss professi@mal personal concerns.

Professional Development Release Time — College of Arts and Sciences
(modified spring 2008)

The College of Arts & Sciences providesofessional Development release timer
academic units’ creative or scholarly projects.leBse time for creative or scholarly projects
is available to academic units in two categorisfirst semester faculty and to all other
faculty. In either case, the faculty member wélease time cannot have an overload and a
class that would otherwise be offered cannot beelied due to this professional
development release time.
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Professional Development Release Time for Firste&sten Faculty

First-year faculty (on tenure track) with no prieaching experience will receive
three hours of release time during their first setiereof employment. This release
time is only available during the first semesteteziching.

The first-year faculty member must participatehia Center for the Advancement of
Teaching’s workshops and join an available Coum#f&io Working Group.

Professional Development Release Time for All Offeculty

Each academic year each College of Arts and ScsebDapartment/Division will
receive release time hours equivalent to the tataiber of full time (tenure track and
non-tenure track) faculty in their department/dimis not including temporary
faculty. These release time hours cannot be savedrsferred from one academic
year to the next.

The steps for utilizing this release time for nastfsemester faculty are:

1. Each department/division arrives at consensusgighrd to a departmental
process that will be used to determine the recifsgn The process is
reviewed for possible change at least once eveegtyears.

2. The department head notifies the division chair #@wedCAS dean with the
name(s) and a brief outline of each recipient'ggmio This notification is due
when the next semester’s course listings are stdxhtib the CAS dean.

3. The division chair indicates awarded release tiase'PDRT”) on the
recipient’s Faculty Teaching Load Form.

4. The department head evaluates the creative oratyhploject outcome as
part of the recipient’s department head evaluation.

Travel to Professional Conferences

Support for travel to professional conferencesvalable through the college deans. Faculty
should submit a travel request form, along with ama explaining the purpose, to the
division chair who, provided he/she approves tlopiest, will forward the document to the
appropriate deans for final approval. Dependingtlom budget and type of requests, a
maximum per travel request is determined on an @rmasis. Travel expenses are calculated
according to the guidelines set by the Fiscal @ffi& written report on funded travel and an
Expense Report with attached receipts must be stdahtio the division chair within one
week after the travel is conducted.

Center for the Advancement of Teaching

The Center for the Advancement of Teaching is thealf point for faculty development
opportunities at Xavier. Since its inception in949 the Center has sought to focus the
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University’s efforts aimed at advancing the artedching, particularly through effective and
innovative uses of technology.

Its efforts, however, are not limited to supportiiagulty use of technology. Recently, the
Center has supported a broad range of initiative®a at improving teaching and student
learning, supporting faculty and student reseaaiold, exploring issues in higher education in
general and Xavier in particular. Examples of thger include faculty discussions on
plagiarism and the place of a liberal arts eduaatio

Center for Undergraduate Research

The overall mission of the Center for Undergradudesearch (CUR) is to increase the
number of students involved in research (creatigkokarship/activity) across Xavier's
campus. It does so by: providing student and fgodétvelopment workshops, sponsoring
internal funding opportunities, hosting the annbasktival of Scholars, and being home to
XULANneXUS, the electronic student research journ@pecifically, the Center helps faculty
members develop grants that involve undergradestearch/scholarly opportunities, provide
faculty members training on how to effectively n@nundergraduates as they complete a
scholarly project, and explore ways in which teagrand research can be integrated on XU's
campus. The CUR also works with existing XU officesad personnel to promote
undergraduate research/scholarly activities.

Center for Intercultural and International Programs

The Center for Intercultural and International Remgs (CIIP) has been established to
promote global awareness on campus; expand studg@lopportunities for students across
the curriculum; provide leadership in globalizingpet curriculum; support faculty

development in the intercultural and internatioreakena; and provide assistance to
international students. The CIIP offers over 2fliafed programs of International Study
through partnerships with other leading institusiofPrograms include opportunities for
students and faculty and a variety of internati@agderiences.

Faculty Colloquia

The Office of Academic Affairs hosts a Faculty @ojliium each semester where faculty
members share the results of their research. A étieenof faculty chooses speakers and
respondents. An open discussion and dinner follesvresentations. All faculty members
are invited. Brown bag lunches are also offeratbpgeally through the Across-Curriculum-
Thinking (ACT) program.

Sabbatical Program

Tenured faculty apply by February 1 for sabbatidais the following academic year.
Funded faculty receive a one semester sabbatidall aalary or full academic year at one-
half salary. Guidelines and applications are awdd in the Office of Academic Affairs or on
the web. Decisions are made by a committee oftiacu
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Faculty Resource Network

Xavier is a member of the Faculty Resource NetwatkNew York University, which
provides a series of seminars, workshops, and &cheResidencies for faculty from
member institutions. Network Summer is one of ldngest and most successful faculty
development programs in the nation. Applicationtarials are available in the Office of
Academic Affairs in early January for the followisgmmer.

Norman C. Francis Faculty Excellence Awards

Each year six faculty members are awarded the Nor@aFrancis Faculty Excellence
Award, the highest honor awarded to a faculty memb&wo awards are presented for
exemplary service in each of the following areasiching, scholarship and service, one of
which is designated for a faculty member with seeemore years of service at Xavier, and
the other is designated for faculty with less tlsamen years of service. The recipients are
recognized at the spring commencement ceremonyamtionetary award and an academic
medallion.

Distinguished Scholar Awards

Xavier University has four endowed chairs and savendowed professorships. The
endowed chairs are in science, humanities, compmgience, public health sciences, and
business entrepreneurship. Two of the profesqus<iie reserved for faculty who work in
the Center for the Advancement of Teaching; therstlare awarded to distinguished faculty
scholars on a rotating basis.

Sabbatical Leave Guidelines

1. Sabbatical leave applications should be submittetthé Office of Academic Affairs
prior to February 1 of the year preceding the regjte sabbatical leave. Application
forms are to be submitted through the academic détre faculty's college and must
be signed by the applicant's department head (&A8)division chair. The College
Dean must approve the request before submitting ithe Office of Academic
Affairs. The VPAA will forward the applications tihe Sabbatical Leave Committee
(composed of tenured faculty) who will review atbposals and recommend faculty
(2 per academic year) for sabbaticals. Notices pgr@aval shall be sent to the
sabbatical leave applicants as an addendum totdmeired contract.

2. An applicant for a sabbatical leave must hold autet contract. Faculty in their
qualifying year are not eligible to apply. Elidiby for subsequent leaves following
the first leave shall be on a six (6) year cycleegfular service.

3. Sabbatical leaves of absence shall not constituteeak in continuity of service
required for eligibility in various university betfits (fringe benefits, honors, years of
service awards, etc.). Therefore, paid leavesbe€mace shall count toward years of
service to the University.
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4. A sabbatical leave may be granted for faculty tgage in:

a. full/part-time study at an accredited college/ursity. The purpose of this
study should be to enhance or improve teaching etenge in his/her current
area of responsibility and /or in an adjunct amegpdrtant to the faculty
member's functioning within the university;

b. academic/scientific research;

c. occupational/professional development experiencesenew or establish
credentials in an area directly related or an dasmentially related to a
faculty members functioning within the university;

d. travel and/or reading and reflection that improtkee competence of the
faculty member in his/her service to the university

e. and, the preparation of creative/technical material

5. Significant changes in original sabbatical propssalust be filed in advance in
writing to the Sabbatical Leave Committee and apgidoy the VPAA office.

6. Three sabbatical leaves are available to be gramteth annual cycle. Faculty have a
choice of full salary for one semester or half-safar two semesters.

7. A sabbatical leave may be rescinded by the fagukynber no later than sixty (60)
calendar days prior to the leave but not aftengptaary replacement has been hired.

8. The total compensation for a faculty member ondefnom the University shall not
be greater than that amount of the contracted sakaishe would receive if not on
sabbatical. All fringe benefits will continue tacaue for faculty members on
sabbatical leave.

9. Upon returning to the University, the faculty membhall be permitted to return to
his/her academic department with full rights angij@ges. The only variance to this
policy would be one that had been agreed to by féwalty member and the
University prior to the approval of the sabbatieave.

The purpose of a sabbatical leave is to suppotltiaevho do not have external grants or
contracts that provide salary support for scholatyivity. It is understood that faculty

members may have funding for travel, research iiesy supplies, and other support that is
not salary. Therefore, the Sabbatical Leave Cotemitill give priority to applicants that do

not have support for salary. Additionally, the coittee will also give special consideration
to faculty members with long tenure of servicelte University.

Other leaves

The University encourages members of the facultgdek grants from outside sources in
support of study, research and professional imprnavgs, and it will at any time consider an
application for a leave of absence if requiredhsy/funding agency.
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Application for leave is made to the Office of Aeadic Affairs for recommendation to the
President for approval.

A faculty member receiving financial assistance for a leave is expected to return to his
position and to serve the University a minimum of one year. Moreover, a report on the
work done and progress made during the leave e teubmitted to the Office of Academic
Affairs, if the leave is University-funded.

Policy and Guidelines for the Eminent Scholars Prog ram
(5/31/2000 and updated 8/2009)

Xavier University’'s Eminent Scholars Program in@sd provisions for Endowed
Professorships and Endowed Chairs which are awaadftulty demonstrating exceptional
scholarship and service to the institution. Thassitions are funded by the Louisiana Board
of Regents’ Louisiana Education Quality Support dFUhEQSF), and through matching
funds secured by the University from private dorforghis specific purpose.

Creation

The Vice President for Institutional Advancememt, donsultation with the Senior Vice

President for Academic Affairs (SVPAA), is respdiei for negotiating and formulating

donor agreements to establish new Endowed ChadsPanfessorships. Unlike Endowed
Chairs, endowed professorships may not pertaipecisc disciplines or departments unless
directly stipulated by the donor. A final draft tfe proposal to establish new Endowed
Professorships and Chairs must be submitted t@®ftfiee of the Senior Vice President for

Academic Affairs for approval.

Selection

Nominees for an Endowed Professorship will ordigahniold the rank of associate or full
professor or be eligible for that rank if selectexin outside the university. The Office of the
SVPAA identifies candidates for endowed professpsstaccording to the individual's
record of creative and scholarly accomplishmemnid, @ the assessment of the candidate’s
potential. If the professorship is used to recanmtexceptional faculty candidate, standard
university procedures for faculty hires must béoiokd.

The selection of an Endowed Chair is the resultaohational search conducted by a
committee consisting of at least one member whwtsa Xavier employee. Nominees for
an Endowed Chair should hold the rank of full pssfar, be eligible for that rank, or hold

professional credentials that merit consideratmmtiie Chair. However, instances where an
individual with exceptional expertise and/or expade in the field is being considered,
exceptions can be made to this full professorigurement. The Endowed Chair search
process adheres to institutional hiring practiceth Vinalists required to meet with the

President and the SVPAA. Endowed Chairs are selexteording to the candidate’s record
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of creative, professional, and scholarly accompfishts, the individual’'s national or
international reputation, and the assessment of crelidate’s potential for continued
leadership through future collaboration with unsrgr scholars and the private sector.

Appointment and Review

The initial appointment of an endowed professdpistwo (2) years with the possibility for
reappointment as determined by the Office of thePAX. The appointment and
reappointment entail activities and accomplishmémas are expected of the faculty member
during the appointment term according to donor $jgations and requirements of the
position. Endowed professors are reviewed on anmaérbasis and reappointment is
contingent upon a favorable review. Faculty memlagpointed to Endowed Professorships
are expected to maintain a high level of scholarigt creative pursuits.

The endowed professorship biennial review is cotetlby a committee consisting of three
faculty members appointed by the SVPAA, the Dednthe Colleges, and the Associate
Vice President of Academic Affairs who chairs tloenenittee. By October 1st of each year,
endowed professors will submit a report indica@@gomplishments relative to the endowed
professorship over the previous year. The Comaiwél review the annual reports and
provide a recommendation for renewal or nonrendwdhe President and SVPAA. If an
endowed professorship is not renewed, then endowfareds will no longer be available to
the faculty member previously holding the profeshp.

Endowed chairs are initially appointed for one y&ar with the option for reappointment as
determined by the Office of the SVPAA. The spedérms and expectations of the chair are
communicated, in writing, by the SVPAA along withteria for reappointment and review.
Endowed chairs are reviewed annually with reappuamt contingent upon a favorable
review.

Endowed chairs are also expected to maintain albeigh of scholarly and creative pursuits;
provide leadership in collaboration with the ungigr community and in the private sector to
promote scholarship, teaching, mentoring, and dhlero activities that enhance the
university’s reputation. Endowed chairs shouldadeek to foster Louisiana’s economic
growth and identify solutions to the state’s chadles in community development, health,
business, and education.

The endowed chair annual review is conducted byprangittee consisting of the SVPAA

who chairs the committee, the chair of the divisitre dean of the college in which the
endowed chair resides, and a department head (GS)n chair (COP) from another

department. By November 1st of each year, the wadahair will submit a report to this

committee indicating his/her accomplishments inheat the evaluative areas over the
previous year. The Committee will review the reépand provide a recommendation for
renewal or nonrenewal to the President and SVPAAan endowed chair is not renewed,
then he/she assumes the duties and responsibifititee department/division as any other
senior faculty member. In the event of non-renevemldowment funds are no longer
available to the faculty member vacating the endbel&ir position.
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Endowment Revenue

The Louisiana Boards of Regents’ regulations rexjthat endowment income be used only
for salaries, salary supplements, or for expensesctty related to an endowed faculty
member’s scholarly endeavors. With approval friva ©Office of the SVPAA, the earnings
may be distributed, in whole or in part, as a sumstipend when the endowed professor or
chair has funding from external sources to suppod enhance research and/or teaching.
Normally, annual earnings from the endowment aeglie support the research and teaching
activities of endowed faculty positions.

At the beginning of each academic year, the Oftitehe SVPAA will communicate the
available endowment funds to each endowed professbchair.

Title

The title of endowed professor or endowed chalrasorary and not one of rank. The title
may be used only for the duration of the appointmen

Faculty Benefits
Eligibility
All regular full-time and part-time faculty membexw$o teach at least six (6) semester hours.

All benefits are effective the first day of the nlorfollowing the effective date of the
contract period.

Health Insurance

Xavier University of Louisiana offers to all regultull-time and eligible part-time faculty
members health insurance with Humana. The emplpgss a certain percentage of the
premium and the university pays the remainder fopleyee-only coverage. If the faculty
contract is renewed, the University will pay thensapercentage as in the academic year for
the summer monthslf a faculty member breaks a signed contract in thesummer, he
must reimburse the University for any costs incurrel in insurance charges for summer
months.

TIAA-CREF (Retirement Plan)

All regular full-time and eligible part-time facyltmembers are eligible to participate in
XU’s tax-deferred annuity plan, which is managed thg Teachers Insurance Annuity
Association (TIAA-CREF). Although new faculty magrticipate in the first full month of
their employment, XU does not match the particigafiaculty’s contributions until the third
year of employment. XU will match up to 6% of tleedilty member’s salary after he/she has
completed two years of service with Xavier or anstitution of higher education. Both the
faculty member and the university contributionsl e applicable to all earnings, including
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overtime, overload, summer school, and any suppi&heay. Contributions are on a
before-tax basis through a written salary reducigreement with Xavier.

Life Insurance

XU provides group term life insurance to all reguial-time and eligible part-time faculty
members at no cost to the faculty member. The fllemmount equals the sum of the
employee’s base annual salary (rounded to the ste%t€00). The university pays 100% of
the premiums.

Voluntary Life is a term life insurance plan thatl\wrovide coverage for the employee, their
spouse and eligible dependents. This insurance Imeagonverted from a group to an
individual plan when the faculty member separatemfemployment. The faculty member
pays 100% of the premiums for voluntary life.

Sick Leave
(The Sick Leave Policy is currently under review an  d will be updated upon review
completion.)

Eligibility:

Both full-time and regular part-time faculty memb&emder contract with the University are
eligible for sick leave.

Policy:

Faculty members who are unable to perform theiulfgaesponsibilities because of their
own personal illness or injury, the birth, adoptmmreceiving a child into foster care or the
serious illness or injury of an immediate familymi®er may request paid sick leave.

Accrual:

Faculty members will be allowed to accrue sick &&om year to year up to the maximum,
based on years of service. There will be no paysen faculty members terminate
employment. In the event a faculty member subhigéer resignation, available sick leave
may not be taken during the notice period.

Sick leave will be accrued at the rate of one dayrponth of the contract period to the limits
listed below.

Years of Service Maximum Accrued Days

0 - 2 years 20 Working days (4 weeks)
3 -6 years 30 Working days (6 weeks)
7 - 10 years 40 Working days (8 weeks)
11+ years One semester

Sick leave accruals will be reflected on facultynmbers’ paychecks on a monthly basis and
in the KRONOS Timekeeping System. The divisionl wédnd a monthly form to Human
Resources that indicates the faculty member’s tfhidue to illness. Human Resources staff
will then enter the information to the electronyst&m.
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Procedures:

If a faculty member is absent due to illness ourpjfor more than three consecutive days,
the faculty member, upon returning to work, musbvate either a statement from his
physician or a written explanation of the absefite division chair must submit the written
explanation to the appropriate Dean for approvainsistent with the policy for staff
employees, for sick leave of more than five daysghgible faculty member must request
Family and Medical Leave. (The Family and Medicahlze Policy is found in Section V.)

The division chair must submit approved sick leeaguests to the Human Resources (HR)
Department on a monthly basis for auditing purpobkedidays or other authorized absences
during a sick leave will not reduce the accumulatags earned.

Sick leave is to be used only as needed and nentaktomatically.

Vacation Leave Policy
(The Vacation Leave Policy is currently under revie  w and will be updated upon review
completion.)

Full-time faculty members serving on 12-month cacis are eligible for vacation leave.
These faculty members receive 22 days of vacaorygar. Unused vacation cannot be
carried over from one academic year to the next.

A “Vacation Leave Request Form” must be completadl @proved by the eligible faculty
member’s division chair/supervisor prior to an igig faculty member taking vacation leave.
Every consideration will be given to the preferefarevacation dates; however, vacation
leave will be granted only for periods during whtble employee’s absence will not
inconvenience the work of the department/divisiolége and/or Xavier University of
Louisiana.

Jury Duty

(Eligibility: Regular full time and regular paritzte faculty) Paid leave for jury duty will be
granted to all regular faculty. However, the fallog guidelines must be observed: (1) The
summons must be presented to the division chdeast three days prior to the scheduled
service date; (2) the scheduled time for reportmgury duty and return to work must be
arranged with the division chair; (3) faculty muosport to work should they be excused from
jury service for the day.

Dental Plan
The university offers a voluntary dental plan tocuily members and their eligible
dependents. The faculty member pays 100% of teipm cost.

Vision Plan

The university offers a voluntary vision plan tocdity members and their eligible
dependents. The faculty member pays 100% of t&ipm cost.
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TIAA Long-Term Disability

Xavier University of Louisiana offers to all regultull-time and eligible part-time faculty

members the Teachers Insurance Annuity Associdibmryg Term Disability Insurance. This
benefit becomes effective after a faculty membes been unable to work for three (3)
months because of a non-work related illness arynj This benefit will provide the faculty

member with 60% of their base salary up to $6,0@hthly maximum for a time period

established by the plan.

Worker’s Compensation Insurance

All faculty members are covered by Worker's Compgias Insurance according to the
statutes and regulations of the State of Louisfaode of Law. Any work-related injury or
occupational illness must be reported immediatelthe Director of Health Services. If the
work-related injury or occupational illness resultslost time from work, XU’s worker’s
compensation insurance carrier will start payingdfigs at the level determined by state law.
Benefit payments do not start until the faculty lbemhas been absent from work for seven
consecutive days. Specific questions regardingkérfts Compensation Benefits should be
referred to the Director of Health Services orEheector of Human Resources.

Flexible Spending Account

Regular full-time and eligible part-time facultyeagligible to enroll in the flexible spending
account. These are pretax dollars, which are dateg by the employee for a calendar year,
and may be used to cover dependent care expemsesnbursed medical, dental and vision
expenses. Information regarding these benefits Imeagbtained by reading plan documents
or contacting the Office of Human Resources.

Tuition Waivers

The spouse and any unmarried dependent childreeruhe age of twenty-four (24) of
eligible faculty members may attend undergraduateses at the University free of tuition
during the academic year (summer and enrichmensesiare not included) as long as the
employee retains his eligible status. A waiverooke-third of graduate tuition is also
available. Fees, books, etc. must be paid forheydmployee. Spouses and dependent
children will be required to file application witthe Financial Aid Director to determine
eligibility of financial aid. This requirement cadre waived by the Senior Vice President,
Administration.

Eligibility

A spouse or dependent child of a faculty membeeligible to receive benefits for any
semester which begins on or after the faculty meinloate of employment.
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Limitations

The spouse or dependent child must be admittechéoUniversity and must meet all
academic requirements stipulated in the Universittglog. Undergraduate students receive
100% remission for a period not to exceed nine stane

The same limitation of nine semesters applies wusgs or dependents enrolled in the
College of Pharmacy, i.e., students will receiv®@%0tuition remission for a maximum of
nine semesters (based on undergraduate CAS tugftar)which they will receive 1/3 tuition
remission for the P3 and P4 (5th and 6th) yeatlsarCollege of Pharmacy.

To retain eligibility, the spouse or dependent moetintain a minimum g.p.a. of 2.0.
Students who are placed on academic probationbeithllowed one additional semester on
tuition remission in order to meet eligibility recgments, after which they must enroll in the
University at their own expense to improve thea.o the expected level.

Library Facilities

These are extended to all dependents of facultylmeesn The librarian reserves the right to
prescribe rules and regulations governing the same.

Athletic Facilities

Faculty and their dependents may utilize athle#icilities, equipment, etc., but this is
conditional upon the immediate requirements of dalesl student activity.

Health Center

The health center is specifically designed to séineeneeds of students. However, it does
attempt to meet faculty health emergencies andigesvthe faculty with examinations and
immunization sponsored by the state or federal gowent.

Federal Credit Union

The faculty is urged to participate as membershan faculty-operated Credit Union. The
convenience and economy for accumulation of savamgsfor borrowing needed funds are
unusually advantageous to the members. The Cubddn is located on the 4th floor of
Xavier South.
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V. INSTRUCTION

Standards of Instruction

In keeping with Xavier University’s institutionabmmitment to teaching, faculty members
should always be concerned about the effectiveoketeir teaching. Each faculty member
should conscientiously strive to:

- prepare thoroughly for each class;
- present course goals clearly;

- provide a complete and thorough syllabus; the ByHas to be a contract between
students and instructor; a syllabus checklistatuied in the hard copy version of
the Handbook;

- provide clear and precise instructions (in writifigapplicable) for assignments of
required work;

- avoid making lengthy assignments late in the sesnest

- present course material using diverse means, makiag of available
technologies, where appropriate;

- maintain a classroom atmosphere which is condutivetudent learning and
analytical thinking;

- give tests and quizzes with sufficient frequencynttivate student preparation;
- return tests and papers in a timely fashion;

- grade all work fairly, firmly, and objectively; dn

- model communication skills and respect for otheniitluals.

Each teacher should foster a scholarly atmosplimetieei classroom, so that students will be
encouraged to realize their full learning potentidleaching methods should be employed
which permit students to engage fully in their o@ducational development.

Attendance

Attendance at classes at Xavier University is emély important. Because poor student
performance is most often equated with tardinesisadnsenteeism, the instructor is urged to
use all reasonable methods to promote attendarateragularly scheduled periods.

Roll taking is required in all classes. Attendameeordsmust be kept and excessive
absences should be reported to the Registrarseoffittendance itself in 2000, 3000 and
4000 level courses should not be a factor to beegta It is conceivable; however, that
participation in class activities may be linkedtto

Xavier University Faculty Handbook V-1



Textbooks Instruction

Students enrolled in non-degree credit and 1008Heourses may not be absent more than
twice the number of times the class meets per weatiout receiving an FE grade (failure
because of excessive absences) for the course.aivemof FE may be requested by the
instructor from the college dean in exceptionalcwinstances, for compelling and
documented reasons.

Instructors in certain disciplines may be influethéxy professional or accrediting association
directives regarding attendance, and compliande suith directives should be the norm.

In regard to veterans, the University has madefahewing agreement with the Veterans
Administration:

If a veteran accumulates a number of absencesourse, whether excused or unexcused,
that exceeds three times the number of schedubss dessions per week, the VA will be
timely advised that an adjustment in payments neagnade.

Textbooks

Textbooks must fulfill the objectives of the cowgsas they are described in the catalog, and
are to be selected by the faculty members in ctatsuh with the department head
(CAS)/division chair (COP). All textbook orders stube submitted in a timely manner.
After the deadline for textbook orders, textbooleseon is the authority of the department
head (CAS)/division chair (COP).

If the faculty members complete the required fordesk copies of textbooks will be ordered
with the class order and will usually be shippedtbg publisher directly to the faculty
members. If the desk copies are enclosed withstiyfgment to the bookstore, they will be
forwarded immediately to the faculty member namedhe order. If the faculty member is
assigned to teach the course after the book omebéen placed, he/she obtains a form from
the bookstore on which to request a complimentaygycand sends it directly to the
publisher.

Undergraduate Examinations

A program of examinations is an essential educatipmocedure. Faculty members are
expected to use examinations to stimulate studEarning, appraise student success, and
evaluate their own teaching effectiveness.

Final Examinations

Final examinations are to be given in all courseept seminars. Exceptions must have the
approval of the Dean of the College. Final exatmms run for two-hour periods and are to
be given on the day and at the hour specified enofficial examination schedule. Final
examinations are to be duplicated so that eactestuths his/her own copy.

Final examinations are to be administered to dikggtudents who receive fiscal clearance.
One copy of the examination questions is filed whité division chair at the time the grades
are entered.
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Grades for graduating seniors are due prior topgmeod assigned for final exams on our

academic calendar. The intent is that the gradgasieniors be given an early final.

However, professors may decide that graduatingosenjand graduating seniors only)

receive their current grade in lieu of a final exafrofessors may decide that seniors can
have the option of taking a final or retaining theurrent grade. Professors may also
substitute an additional assignment or test in éuwa final for the graduating seniors.

Students in the class who are not graduating apeated to take the final at the time

scheduled.

Mid-Semester Grades

A mid-semester examination as such is not requiddt is expected that at least one test
shall have been given prior to the time for mid-sstar evaluations and the mid-semester
grade will be based at least partially on the tssaf this test. The mid-semester grade
provides important feedback to the student reggrtis/her academic standing in a course.

Senior Comprehensives

In the College of Arts and Sciences, a compreherskamination covering the major field is
given to all students, usually in their senior yeaWhen prepared by the departmental
faculty, it is customary for individual faculty méers to submit representative questions and
grade the same. Appropriate standardized tests leayised by a department as its
comprehensive examination.

Department heads (CAS)/division chairs (COP) argedrto consider in departmental
meetings the advisability of common examinationghase courses which are taught by
different people.

Instructors in certain disciplines may be influeth@y professional or accrediting association
directives regarding examinations and compliandh siich directives should be the norm.

Integrity of Academic Work

Faculty members are expected to take all reasonaf@leautions to assure integrity of

academic work. Not only are they carefully to pooctests and examinations, but also
prudently to safeguard test questions before a igestdministered and the test papers
afterwards. Special care is to be exercised whamsudents have access to the office of a
faculty member or secretary.

A faculty member has the authority to deny admisdio the examination room to any
student who arrives late, and under no circumstaixche/she to permit a student to take the
examination if he/she arrives after another studiastleft the examination room. Students
are expected to comply with the directions giverth®yinstructor as to seating arrangements,
use of tables or calculators, computers, etc.
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Plagiarism — the explicit submission as one's omenwords or ideas of another — is to be
dealt with firmly. It is important that faculty struct students, particularly freshmen, as to
what constitutes plagiarism.

Faculty members are to follow the Academic IntggRplicy of their respective College.
The College of Arts and Sciences Academic IntegriBolicy is found at
http://www.xula.edu/cas/documents/cas_academidiityedpc. The College of Pharmacy’s
policy regarding academic integrity is found in fhellege’s Academic and Ethical Policies
Handbook found dtttp://www.xula.edu/cop/documents/AcademicandEtkiaadbook.pdf

Grading

Official grading of students is done twice each sst@r: at the midpoint of the semester and
at its end. Instructions regarding the filing oades will be issued by the Registrar. It is

important that the complete report of grades lelfdn time. A student's grade in a course is
the combined result of the final examination, testass work and other assignments as
indicated in the published syllabus. The Univgrbids not adopted a formula for arriving at

the final grade. The evaluation is entrusted &ftitulty member, subject to the supervision
of the department head (CAS)/division chair (COR)no instance should student grades be
posted using the name, social security number ymamner that may identify the student.

All graded assignments and tests should be retutivedtly to the student. These materials

should never be left in a common area for studentstrieve.

The grade of "C" is the key to understanding tredilg system of Xavier. It is considered
to be the grade a student receives for averagerpahce. Effort and good will alone do not
suffice to reward with a higher grade a studentsehperformance is not above the "average”
or "satisfactory” level. A grave disservice is doto the student and to the academic
reputation of the University if the grades do nepresent a standard of performance
equivalent to that practiced in other good institos. Teachers are encouraged to review
their grade distributions each semester to motti@rigor of their courses.

Letter grades are defined as follows:

A = Excellent I = Incomplete

B = Good W = Official Withdrawal
C = Average S = Satisfactory

D = Poor u = Unsatisfactory

F = Failure PC = Passed with Credit
P = Passing NG = No Grade

AU = Audit TR = Transfer

FE = Failure for excessive absence DC = Defermed|i€

W$ = Withdrawal for Financial Reasons PE = Pass$/Exi

Unofficial withdrawals at any time are to be repdras F's.

When grading students each faculty member shoudd imemind that he/she is part of a
complete corps of professors who must demand teedeformance of their students. No
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Instruction Student Records

student can be considered competent in his/heiptiisry area unless he/she is capable of
adequate oral and written communication.

The grade of "I" (Incomplete) should be given oolyvery rare occasions when some moral
or physical impossibility prevents the student fraommpleting his class requirements
promptly. Mere negligence on the part of the stidghould merit him a grade of "F."
Approval of the dean of the college is requiredtfos grade. An "I", unless changed before
the end of the sixth week of the semester followihg one in which it was incurred,
becomes an "F". Ordinarily an "I" incurred in thgring semester must be changed by the
end of the first session of summer school.

The grade of "W" is issued for an official withdraWfrom class up to the date indicated on
the semester calendar, usually a week or two bef@meend of the semester. (See semester
calendar for the appropriate date.) Withdrawaim®must be signed by the instructor and
the advisor and returned to the Registrar's offiith a receipt for the $10.00 fee for the
withdrawal to be official.

If a student informs a faculty member that he/steng to withdraw from a course, the
faculty member should make certain that the studedéerstands that it is necessary to obtain
formal authorization to withdraw. The faculty mesnishould report promptly any instance
in which a student withdraws without proper authation. Such notification to the
Registrar's office will help prevent later comptioas in handling the student's scholastic
record. In many cases, as of foreign studentsetgrans, very serious financial and legal
difficulties may develop because of failure to gilies notification.

If a student wishes to withdraw from the univershg/she must have completed the official
withdrawal process no later than one week aftesH®e/stops attending classes or the
withdrawal is voided, and the student will recefaiding grades in all coursework.

Student Records

Official student academic records are maintained gtored in the Office of the Registrar.
The permanent record consists of Xavier's applbeatand acceptance letter; Xavier's
transcript; history sheet/card; most recent addrdsgh school transcripts; college
transcripts/documents (visas) from other countrd$E and PRAXIS scores, and other
teacher’s certification information; ACT/SAT, AP &iCLEP scores; VA forms and other
legal documents such as a name change; and aibbifiithdrawal forms.

Undergraduate Teaching Load

The normal full-time load is 12 semester hours tere@quivalent in addition to normal
committee work, club advising, and counseling ofdshts. The full load mentioned above
may be understood to mean:

1. 12 lecture hours per week as related to 12 semketes earned by students in
classes which are not over-sized, that is, fewan &0 students per class.
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Undergraduate Teaching Load Instruction
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7.

18 studio hours per week in Art.

24 applied music hours per week (Music).

18 laboratory hours per week in the Natural Sciermzel Computer Science.
18 student teachers under supervision.

12 students in different independent study areas.

Any combination of the above.

Special Cases (Revised 2013):

1.
2.
3.
4.

Normal load for department heads will be 9-12 seendsurs.

Normal load for associate/assistant departmentsheddbe 6-9 semester hours.
Normal load for division chairs will be 3-6 semedteurs.

Normal load for deans will be 0-3 semester hours.

Guidelines for Faculty Overloads
(Revised 2013)

1. Faculty load should not exceed 15 hours in a gs@mester. Exceptions to this
policy must be approved by the division chair, amsultation with the dean.

2. Faculty who teach two courses concurrently willeree a differential for the
second course, rather than full overload pay.

3. The maximum number of students in a “directed megidcourse is three (3).

One additional semester hour will be counted towhedfaculty member's load
for every 10 students over 40, i.e., 50 studem&{ions, or fewer than 10, do not
result in 1 extra semester hour).

5. Courses beyond the normal course load (12 houts) fewer than 10 students
will be compensated on a prorated basis, e.g.,uflests = 6/10 of normal
overload pay.

6. Ordinarily, advisees are distributed equally amofarulty. Overload
compensation for advising responsibilities will paid on the basis of the
following schedule:

30 - 35 students $100.00
36 - 40 students $200.00
41 - 45 students $300.00
46 - 50 students $400.00
51 - 55 students $500.00
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Instruction Undergraduate Teaching Load

7. Division chairs must provide a written rationale fa those faculty whose
courseload calculation in a given semester is affed by the number of
preparations in order for nine hours to be consideed a full load, or 12 hours
to be considered an overload.

8. The division chair is responsible for providing #ten documentation for any
request for exceptions to be above rules to hisiban.

Process for Faculty Overload Payment
(Revised 2011)

Each spring division chairs submit forms reportthg total load (classes and release time)
for each faculty members. The total load may nateed 30 hours and the following
guidelines are followed:

1. The maximum load in each semester is 15 hours
2. The minimum load (including release time) in eaemsster is 9 hours.

Each semester faculty are expected to have ofbiceshat different times at least two days of
the week.

Graduate Teaching Load

Graduate courses are calculated at a higher tepcbredit load than comparable
undergraduate course hours due to the higher lefvalcholarship expected of graduate
faculty. A three-hour graduate course is counted four hour load to allow additional time
devoted to scholarship. Thus 9 hours of graduateses is equivalent to 12 hours of
teaching credit or a full load.

Any combination of graduate and undergraduate esusscalculated using the above credit
hour assignment to determine the teaching load.ekample, two undergraduate courses (6
hours) and one graduate course (counted as 4 hisw@glivalent to a 10 hour teaching. This
load would be considered “below” the normal teaghioad of 12 hours and other duties

should be assigned within the division/departmeXternately the faculty member could be

assigned an additional undergraduate course apditea one-hour overload.

Summer Session Teaching Loads

The normal full-time load for a summer sessioniis f®ours. Faculty compensation for
continuing faculty members in the next academicr ffea a six-hour load for a summer
session is one-month salary based on the saldahgijust completed academic year contract.
Faculty load is calculated based on the policy dieed above. Exceptions and overloads are
calculated using the same guidelines as duringathand spring semesters.

Since Summer Session Ill spans both Summer Sessmms II, half the teaching load for
Session Il will be counted in Summer Session § Hre other half of the teaching load will
be counted in Summer Session Il.
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Offices for Faculty Members Instruction

Classes with less than ten students enrolled arallyscancelled. In some instances these
courses may be offered but with pro-rated compenmsat In this case, faculty teaching
courses with five or fewer students will be com@ted at the directed reading pay rate;
compensation for courses with between six and stimgents will be pro-rated.

Offices for Faculty Members

Offices for faculty members are provided in sevéildings on the campus, including the
Administration Building, the Academic/Science Comyl and Xavier South. Pharmacy
faculty are housed in the Pharmacy Building.

Faculty Attendance

Faculty are expected to meet all scheduled clgzseaptly. Where emergency situations
occur, the instructor should contact his/her depant head (CAS) in sufficient time to have
his/her class(es) covered. If the instructor caracate his/her department head (CAS),
he/she shall then report his/her situation to thisidn chair.

Attendance at Academic Functions
All faculty members are obligated by contract tiead the following:
- opening Faculty Institute in the fall and springnesters.

- all faculty meetings, general or staff, Universidgademic Assembly, College
Academic Assembly, and college or departmental stakting.

- all meetings of clubs or other organizations tockihthey have been assigned as
advisors.

- all official academic convocations:
- Opening Convocation

- Special convocations during the school year, efgunders Day in
October and Black History Month Convocation in kelyy. (These will
be duly noted by bulletin board posting.)

- Honors Convocation
- Baccalaureate and Commencement Convocations ir@iadress.

If absence from the above academic functions isaeidable, faculty should submit a formal
request to the President (copied to the Senior \Rcesident for Academic Affairs)
requesting permission to be absent. This requesild be submitted no later than three
weeks prior to the date of the function.
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Attendance at Other Activities

Faculty members are urged to manifest intereshénactivities of the University, especially
those in which the students participate. Facukyemcouraged to attend the opening Mass at
the beginning of each semester.

Although no faculty member is required to be présgrall such functions, all should try to
attend a representative number of them. They ghalgb try to demonstrate in other ways
their interest in the activities of the studentd #me University.

Membership and Participation in Professional Societ ies

Faculty members are expected to hold membershgrafessional societies related to their
respective fields and to participate in the schyland cultural functions related to each.

Attendance at Conventions and Scholarly Meetings

Attendance at meetings or conventions held dutiegsthool year must be approved by the
division chair in the case of a faculty member lve tlean of the college in the case of a
division chair.

Travel expenses for a faculty member may be paifdilinor part within the limitations of
budgets of the respective colleges or the depattsngrant funds.

To receive travel monies the faculty must submigguest for travel to the division chair and
the respective dean for their approvals. Upornrnetive faculty must complete and submit an
expense report to the division chair and the deghirwone week after returning. Travel

expenses are calculated according to the guidetieeby the fiscal office. (See Section V,
“General Services, Policies and Procedures).

Reports

Recipients of University travel funds are requitedsubmit a written report on significant

aspects of such meetings. This report is to bengtdal in duplicate to the division chair

before seeking approval of the itemized expenseuatcwhich is required by the fiscal

office within one week after return from the megtinThe division chair will retain one copy

of the report for the division and forward the otteethe dean of the college. Division chairs
will present their reports at the time of seekipgraval of their itemized expense account.

It is presumed that a participant will report te tthepartmental staff, at the earliest possible
regular meeting, the substance of the attendedimgeetnd any other matter which is of
mutual and professional interest.
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General Services, Policies and Procedures Cafeteria

V. GENERAL SERVICES, POLICIES AND PROCEDURES

Cafeteria

Faculty members may obtain meals at a nominal dashg the operating hours of the
cafeteria.

Campus Calendar and Scheduling of Campus Events

The scheduling of University sponsored events onfbcampus should be cleared on the
University calendar through the Office of Studert\&ces or the Director of the University
Center. Academic programs should have the ackmgmient of the Senior Vice President
for Academic Affairs or the appropriate college miebefore the time and place for
allocations are made.

To reserve space, either use XU Events Calendameonk contact the Office of Student
Services.

The use of any University facility by non-Univegspersons or groups must be cleared by
the Office of Student Services.

Drug Free Workplace

Xavier University of Louisiana, in its concern feéhe physical and emotional health,
development and well-being of its students and eggads, and in compliance with federal
and related collegiate guidelines, provides a @wgof prevention and early intervention for
alcohol and other drug use, misuse, and dependehog.University has affiliation with the
Network of Drug-Free Colleges and Universities aptolds the standards of the Network in
commitment to the elimination of Drug and Alcohdbuse.

Policy Statement

Xavier University expressly prohibits the unlawfoelanufacture, distribution, dispensing,
possession or use of drugs or alcohol for non-na¢deasons on University premises. Also,
an individual under the influence of alcohol oegal drugs is prohibited from being on
University premises.  Further the unauthorized upessession, sale, dispensation,
distribution of drugs off University premises anatside working hours will not be tolerated

if it adversely affects in any way the employeeb performance, the employee’s own or
other’s safety, the University’s reputation in tbemmunity or other important University

interests.

It isa condition of employment that each employee agrees to abide by the policy statement
herein. In addition, it is also a condition of employment that each employee agrees to
notify Xavier University of any drug related conviction within five (5) days of the date of
any judgment or conviction.
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[llicit drugs and alcohol abuse are a threat to the physical and mental well being of
individuals and clearly are an impediment to the learning process and environment. The use
of illicit drugs and the abuse of alcohol may contribute to birth defects in children, health
hazards and other debilitating conditions.

Employees experiencing problems with alcohol orgdrare encouraged to seek assistance
through the University’s Health and/or Counseliregv&es. Assistance will be offered in a
confidential way through referrals to local rehahilon programs. Participation in a
rehabilitation program will be viewed positively blye University, but it will not prevent
disciplinary action for acts which have occurredr, will it relieve the employee of his or her
responsibility to perform assigned duties in a safel effective manner. Failure to
successfully complete a rehabilitation program waalhstitute grounds for dismissal.

The University may require drug or alcohol testoigemployees in the following situations:
(1) when the supervisor has cause to believe that dr alcohol abuse may be occurring in
the workplace, (2) when the employee to be testeihviolved or has been involved in a
substance abuse rehabilitation program, (3) whenethployee involved is in a position
which requires the carrying of firearms or is sewsifrom the standpoint of safety, (4) when
an employee is seriously injured, causes the seiiigury of another individual or causes
property damage. Any employees who tests positivéer these circumstances will be
considered in violation of this policy. The faduor refusal by an employee to submit to a
drug or alcohol test when requested will also besmtered a violation of this policy.

Any violation of this substance abuse policy will constitute grounds for dismissal.

Equal Employment

It is the policy of Xavier University to hire and promote into positions of responsibility the
most qualified persons regardless of race, coltipnal and ethnic origin, sex, handicap, age
or religious creed.

Employment and Supervision of Relatives
(The Employment and Supervision of Relatives Policy is currently under review and
will be updated upon review completion.)

Xavier prohibits employees with supervisory resploilises from supervising their relatives.
A relative is defined as anyone who is related lopt, marriage, or legal adoption.
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General Services, Policies and Procedures Family and Medical Leave Policy

Family and Medical Leave Policy
Eligibility

In order to qualify to take FMLA, the faculty membmust meet length of employment
conditions:

1. Regular full-time and eligible part time faculty mbers must have worked for a
minimum of two semesters prior to the start of eav

2. If the FMLA leave is for the birth of a child or tware for a dependent child, and
both the husband and wife are employed with XULi#e tusband and wife are
entitled to a combined total of 12 weeks of FMLAVe. Unmarried (domestic)
partners and individuals who are married, and the narriage is not legally
recognized in Louisiana, are not covered by XULA'$SMLA Policy.

Procedures for Requesting Family and Medical Leave

When a faculty member is absent, five or more @gag he or she is eligible for Family and
Medical Leave (hereafter referred to as FMLA), faeulty member must request FMLA.
The faculty member must inform their division chiiat he or she is requesting FMLA. The
faculty member’s division chair will instruct theadulty member to contact either the
Director or Associate Director of Human Resoureesetjuest forms for taking FMLA. The
division chair will notify the department head (CA&hd the dean that the faculty member
has requested FMLA, the expected duration of thedend the anticipated return date. The
division chair will communicate the reason the facmember is requesting FMLA to the
dean. The Human Resources Director or the Assobiaéetor will notify the division chair
that the faculty member has completed all the reguents for requesting FMLA.

General Provisions

It is the policy of XULA, to grant up to 12 week$ BMLA leave during any 12-month
period to eligible full and part time staff for th&th of a child and to care for such child; for
the placement of a child for adoption or fosterecdo care for a spouse or an immediate
family member with a serious health condition; wihlee faculty member is unable to work
because of their own serious health condition puryn and to care for a the spouse, son or
daughter, parent or next of kin of a covered miitservice member with a serious injury or
illness.

Once the leave period is concluded, XULA will reate the faculty member to the same or
an equivalent job with equivalent benefits, pay atiter terms or conditions of employment.

FMLA leave is unpaid leave and faculty must use sicleave to receive compensation
while on FMLA leave.
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Type of Leave Covered

In order to qualify for FMLA under this policy, thadigible faculty members must be taking
the leave for one of the following reasons:

1. The inability of the faculty member to perform thessential duties and
responsibilities of his or her position becausa sérious health condition.

2. The birth and care of a newborn child.

3. The adoption of a child or receiving a child foster care.

4. The care of a spouse, dependent child or parerit aviserious health condition.
(Parent is defined as mother, father or someone fuhotioned as a mother or
father). In-laws are not covered by the FMLA leawed unmarried partners are
excluded.

5. In order to care for a service member with a seritiness or injury if the employee
is the spouse, son, daughter, parent, or nexinobdkihe service member.

6. Because of a qualifying exigency arising out of faet that the faculty member's
spouse, son, daughter, or parent is on active idutlye National Guard or Reserves
(or has been notified of an impending call or orttelactive duty) in support of a
contingency operation.

7. Note: The Family and Medical Leave Act has been amendeguovide an eligible
staff employee who is the spouse, son, daughteenpaor the next of kin of a
covered service member with a serious illness urynthe ability to take up to 26
weeks of leave. The leave shall only be availdoléng a single 12-month period.

Medical Need for Intermittent/Reduced Schedule Leave

The FMLA leave permits faculty members to take &an an intermittently or on a
reduced leave schedule under certain conditioméerrhittent leave may be taken for the
birth of a child, (and to care for such child, godthe placement of a child for adoption or
foster care). Leave for a serious health condi(either the faculty member or family
member) may be taken intermittently or on a redutmaVve schedule when medically
necessary.

Faculty members requiring intermittent leave orvée®@n a reduced leave schedule must
attempt to schedule their leave so as not to diskilA or their class schedules. In
addition, XULA may assign a faculty member to anmemative work schedule with
equivalent pay and benefits that better accommotifeeaculty member’s intermittent or
reduced leave request. If the healthcare prowddenot accommodate the faculty member or
their family member at a time that would not bewsive to XULA or the faculty member’s
department, then the faculty member will be progitlene off. The healthcare provider will
be the final decision maker regarding an employapjgintment times and treatment.
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Procedures and Requesting Leave

1. When a faculty member plans to take leave under gbiicy, the faculty member
must complete a FMLA Request Form and submit ihioor her division chair at
least 30 days prior to the starting date of thevdealf the reason for the faculty
member’s leave is a bonafide medical emergency therfaculty member or their
designee must contact the division chair within tiags of the occurrence.

2. The division chair completes the employer sectibthe Certification of Health Care
Provider for Employee’s Serious Health Conditiomicand sends the approved leave
request to the Director of Human Resources or assghee for final approval. The
30 days notice will not be required in the casd=BILA resulting from the faculty
member being hospitalized because of a bona fidkomleemergency.

3. The faculty member must go to the Human Resouregmiment where the FMLA
process, rights and responsibilities will be expdal. The faculty member will be
given the following forms that must be completed asturned to Human Resources
before starting FMLA leave:

* FMLA Leave Request Form

» Certification of Healthcare Provider for Employees with a serous health
condition

* Notice of Eligibility and Rights & Responsibilities (FMLA)

» Designation Notice

» Certification of qualifying Exigency For Military L eave (If applicable)

» Certification for Serious Injury or lliness of Covered Service member for
Military Leave ( If applicable)

Certification of the Serious Condition

If a faculty member requests FMLA because of hi©i@r own serious health condition, or
the serious health condition of a spouse, dependdiitl or parent, XULA will ask the
faculty member to obtain certification of the sesohealth condition from a licensed
physician. The faculty member must respond withihdays of the request or provide a
reasonable explanation for the delay. Failure tovide a certification by a licensed
physician will results in a denial of continuatiohFMLA. Using the Medical Certification
Form, which may be obtained from the Human RessuBepartment, can provide medical
certification.

The FMLA permits XULA to ask for a second opiniolf.it is necessary to resolve a conflict
between the original certification and the secopithion, XULA and the employee will
jointly select a third doctor and the opinion cdtldoctor will be considered final.
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Employee Status and Benefits During Leave

While the faculty member is on FMLA, XULA will comiue to pay its contributions toward
the faculty member’s insurance benefits as lonthadaculty member continues to pay his
or her share of the premiums.

XULA will not make contributions to the faculty méxrs’ retirement plan while faculty
members are on unpaid FMLA.

Use of Paid and Unpaid Leave

If a faculty member request FMLA and the facultymiier has accrued paid sick or vacation
leave, the faculty member must use paid leavedsgtart of the 12 weeks of leave and if the
faculty member does not have enough accrued leaveover the FMLA absence, the
remaining time will be taken as unpaid leave.

Employee Status after Returning from Family and Medical Leave

A faculty member who takes FMLA will be offered,arpreturn from leave, the same job or
one which entails substantially equivalent skiffod, responsibility, authority, equivalent
status, pay, benefits and other employment termasjigeed the leave (paid or unpaid) does
not exceed 12 weeks. Upon return from FMLA, theufey member will be restored to the
same benefits as if he or she continued to worletttiee time that he or she was on FMLA.

Returning from Family and Medical Leave

A faculty member who is on FMLA must give his orrlddvision chair two weeks notice

prior to returning from FMLA. The division chairilvthen notify the department head
(CAS) and the dean. If the faculty member is on RVvidiecause of his or her own serious
health condition, the faculty member must obtaphgsician’s letter authorizing the faculty
member to return to work. The physician must diltoany restrictions the faculty member
may have or accommodations the faculty member nemdrin performing the essential
functions of his or her position.

Military Leave

An employee who enters active military duty will geanted an unpaid military leave for the
period of time in which reemployment is protectgdidw. Similarly, employees who have
an annual Active Reserve or National Guard commitm@sually two weeks) will be
granted unpaid leave to honor this commitment.

Harassment Policy

Sexual harassment is a form of sex discriminati@at violates Title VII of the Civil Rights
Act of 1964 and Title IX of the Educational Amendmteof 1972.

Unwelcome sexual advances, requests for sexualdaand other verbal or physical conduct
of a sexual nature constitute sexual harassmenh whbmission to, or rejection of, this
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conduct explicitly or implicitly affects an indivicil's academic or employment status,
unreasonably interferes with an individual's pemiance, or creates an intimidating, hostile
academic environment. There are two forms of ddxar@ssment:

1. Quid pro quo (translated from Latin means thistf@t) which occurs when academic
decisions or expectations are based on a studdiatoity member’s willingness to
grant or deny sexual favors. Some examples of giadjuo harassment are:

- Demanding sexual favors from students in exchaaghigh grades.

- Recommending the termination of a contract for bostinate who ends a
romantic relationship.

- Recommending tenure or favorable appointments ichaxge for sexual
favors.

2. Hostile academic environment occurs when verbahamverbal unwelcome sexual
behavior occurs in the classroom or academic wovkrenment. Some examples of
hostile academic environment sexual harassment are:

- Telling sexually oriented jokes or teasing of ausnature.

- Comments about body parts or sexual behavior.

- Stares or gestures.

- Repeated requests for dates.

- Excessive attention in the form of love lettersgipg, telephone calls or gifts.

Harassment because of race, religion, national origin, color, age, or
disability

Harassment on the basis of race, religion, nationgln, or color is a violation of the Civil
Rights Act of 1964. Harassment on the basis ofisgeviolation of the Age Discrimination

in Employment Act of 1967, as amended. Harassmetie basis of disability is a violation
of Title | of The Americans with Disabilities Acf @990, as amended.

Examples of harassment based on race, religioign@htorigin, color, age or disability are:
- Making slurs or epithets regarding someone’s ragetonal origin.
- Telling jokes about someone’s age or disability.

- Distributing literature, cartoons, or materials etibelittles another person’s
religion.

Policy Statement

It is the policy of Xavier University that harassmeés prohibited and will not be tolerated.
Each academic administrator (dean or departmend (EAS)/division chair (COP)) and

faculty member has a responsibility to maintainealicational environment that is free of
any form of harassment.
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An academic administrator or faculty member shatlthreaten or insinuate, either explicitly
or implicitly, that a student or subordinate’s diuto submit to unwelcome sexual advances
will adversely affect the student’'s or subordinateicademic or employment status,
recommendations, teaching or research assignnesaiiations, compensation, promotions,
transfers, contracts, or offers of employment.

An academic administrator or faculty member shaddtell jokes, make fun of, belittle, or
make disparaging remarks about someone’s racgjiamli national origin, color, age or
disability.

Reporting Harassment

The victim of harassment should directly inform treasser that the conduct is unwelcome
and must stop. If the conduct stops, harassmemdtasccurred. If the unwelcome conduct
continues, it becomes harassment and the faculivldhreport it to the dean of his/her
college or the Senior Vice President for Academfifaifs.

Investigating Charges of Harassment

The Senior Vice President for Academic Affairs,tbe College Dean, in concert with the
Director of Human Resources or a member of thesisanant investigation team (faculty or
staff who have been specially trained to conductestigations into allegations of
harassment), will investigate all charges of haresg. The U.S. Equal Employment
Opportunity Commission (EEOC) recognizes that skexamassment may be private and
unacknowledged, with no eyewitnesses; thereforeXifv@er University investigator may
make a finding in a harassment charge based solelyhe credibility of the victim’'s
allegation.

Xavier University and the EEOC forbid retaliatorgtians against someone who files a
charge of harassment, including, but not limited goades, unfavorable class room or
academic assignments, unfavorable recommendatiotsmotions, reductions in

compensation, or encouraging other faculty memiloerstaff to take retaliatory actions
against the victim.

Violation of This Policy

An academic administrator or faculty who is foundviolation of this policy will be subject
to the university’s disciplinary process. A stutlen faculty who knowingly and willfully
files a false claim of harassment will also be sabjo the university’s disciplinary process.

Mail Service

Mail boxes are provided for the faculty in the poffice located in the University Center
(first floor). Mail services are also provided the first floor of the Xavier South Building.
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Parking Areas

All campus parking lots require a permit, availafstem the Office of Campus Police. Lots
are designated "Special Reserved Parking,” "FatuiBtaff’ or "Student.” After 5:00 p.m.
all parking areas are open except those desigri§ggetial Reserved Parking." For specific
information concerning traffic regulations on carapiaculty and staff members should read
the parking and traffic regulations bulletin isswadthe beginning of the school year. For
any other information, personnel should contact fraffic Control Division of the
University in the Office of Campus Police locatedCarrollton Avenue and Drexel Drive.
All cars driven to and from the campus and parkeeon must bear a University parking
sticker. These are obtained from the Office of @asnPolice or University cashier. (See
bulletin mentioned above.) Failure to register diggplay this sticker may result in a parking
fine.

Strategic Planning
(Added 8/08; amended 8/09)

Strategic planning at Xavier will be conducted ofiva-year cycle. The planning cycle will
begin during the fourth year of the then-currenrategic plan and the strategic plan will be
completed by June of the fifth year of the thernrent strategic plan. The Vice President for
Planning and Institutional Research will lead ttrategic planning process and is responsible
that a new strategic plan is delivered on time. fAalitate Xavier planning there will be a
University Planning Council and a University StgatePlanning Committee.

University Planning Council (continuing committee)

The University Planning Council (UPC) will be chadr by the President of the
University and its membership will consist of:

* President

» Senior Vice President for Academic Affairs

» Senior Vice President for Administration

» Senior Vice President for Resource Development

* Vice President for Planning and Institutional Reska
* Vice President for Institutional Advancement

* Vice President for Student Services

* Vice President for Technology Administration

* Vice President for Fiscal Services

* Vice President for Facilities Planning and Managetme
* Dean, College of Arts and Sciences

* Dean, College of Pharmacy

» Dean, Freshman Studies

* Dean of Admissions

* Members of the Xavier faculty (3 CAS; 1 COP)
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» Student Government Association President (or desigand one other student
designated by Student Government Association Rresid
» Accreditation Liaison (if different from the memisdisted above)

The University President will select the facultpmesentatives for a two year term from
among the elected members of the University Acad€ouncil.

The UPC will have responsibility for reviewing thiniversity mission and vision, for

reviewing all information and reports developedstgport the planning process, for
setting the strategic focus for the University, fooviding guidelines and strategy to the
University Strategic Planning Committee; for reviegv goals, objectives and tasks
developed during the strategic planning process fandeviewing and approving the

strategic plan.

The UPC will periodically review progress in achigy the goals and objectives and
tasks outlined in the strategic plan and make migrse corrections if necessary. The
UPC will set priorities among the strategic plamnirobjectives and make

recommendation to the University Budget Committegarding resource allocation in

support of strategic goals and objectives.

The UPC will also review the annual report on iugitbnal effectiveness and assessment
the annual report on learning outcomes assesstherdannual peer and competitor report
in conjunction with its review of progress towahe tstrategic planning goals, objectives
and tasks.

University Strategic Planning Committee (Anad hoc committee)

A University Strategic Planning Committee (USPC)l We selected every five years to
participate in the development of the Universitsatggic plan. The USPC will be co-
chaired by the vice president for planning anditusbnal research and a member
selected by the Committee.

The Committee will include one member of the fagcudelected by each academic
department in the College of Arts and Sciences,member of the faculty from each of

the two divisions of the College of Pharmacy, oreaher selected from among the staff
of each of the units of the University overseerabyice president as well as two student
members selected by the Student Government Asgotiat

Working under the guidance of the UPC, the USPCfedllitate the development of the
University strategic plan by engaging and informitige University community,
developing and recommending strategic goals ancectbes, and reviewing and
recommending the strategic plan for review and eygdrby the UPC.

» The Committee will develop plans and process tagaginvolve and inform the
University community in the strategic planning pss

* Lead discussion in their respective departmentssuaidevelop key issues, goals
and objectives and bring those matters to the USPC
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* Review, organize and set priorities among thesardeent/unit issues, goals, and
objectives

* Review data, information, analysis and reports areg to support the planning
process and define additional information to béectéd

* Review the SWOT analysis and recommend areas ¢oisfand priority attention

* Review the guidelines and strategic direction sgtthe UPC and develop
recommended goals to support them

* Recommend objectives to support the strategic gelby the UPC

» Assist in the development of tasks to accomplisthedbjective

* Review and submit for UPC review and approval tinéversity strategic plan

Proposal Clearance, Routing, Approval, and Account Activation
Procedures

The Office of Research and Sponsored Program’s @)R&bsite provides the specific
proposal clearance, routing, and approval, anduatcactivation procedures. It is important
for faculty to reference this website before subingt a proposal and after a proposal is
received. These procedures apply to the follovaireas:

* Pre-Award Clearance and Approval

o Proposal Clearance Process
o Budgeting
o Proposal Completion

The author(s) of the proposal is ultimately resjgaedor both the substantive
and formal quality of the final grant proposal. OR®@ill provide assistance
when requested and will review the final documenagppropriate.

o Proposal Routing
o Proposal Approval
0 Sponsoring Agency Notification

e Post-Award Procedures

0 Award Letter and Documentation

o Award Documentation Package and Routing

0 Account Activation Procedures and Establishmendmiersity Accounts
0 Submission of Final Reports

Employment of Faculty and Staff on Sponsored Projec  ts

Xavier University receives awards through grantst@acts, and cooperative agreements
funded by external public and private sources,uicly federal agencies. Institutional
administrative policies and procedures have betabkshed to assure that the use of these
external funds is in complete compliance with tguirements and mandates of all funding
sources, particularly federal government agencies.
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Xavier University’s policies conform to the applda rules, regulations and policies
contained in OMB Circulars No. A-21; A-110; and A3l These circulars establish cost
principles; administrative requirements; and, aweguirements, respectively, applicable to
grants, contracts, and cooperative agreementsaditbational institutions.

Academic Year

Ordinarily, when a faculty member is under a Unéigrcontract, federal regulations will not

allow extra compensation for services to feder&ligded sponsored projects beyond the
100% academic workload. Generally, full time fagw@hd staff when under contract with the
University may not increase and/or supplement these salary from grant and contract
funds.

Compensation above and beyond the contractual $alsey is allowable for a teaching
overload when paid for with University funds or whsuch arrangements are specifically
provided for in the externally funded agreemen@pproved in writing by the sponsoring
agency.

Summer

Compensation for faculty members for work performoedsponsored projects in the summer
is based on the prior academic year contract safamyeach month of work performed on a
sponsored project in the summer, a faculty membdewua nine-month contract may be paid
one-ninth of his/her prior academic year salarya faculty member receives compensation
from one or more collective sources in the summer. teaching, research, sponsored
projects, etc.), the total summer salary for facdh nine-month appointments can not
exceed’/ss of the appropriate prior academic year contraketrg. However, the regulations
regarding how much summer salary can be chargadytant from the granting agency must
always be followed.

Faculty on full salary during the summékg of prior academic year salary) are expected to
include students in their research laboratory toadditional personal compensation.

Staff Employees

Exempt employees of the University may not receixgra compensation or overtime pay
from sponsored projects. These wages must be pgdraof the base salary. The amount to
be supported by the sponsor should be shown ast@rpof the annual base salary and
should be based on the amount of time spent oprtject.

Effort Certification Reports

Salaries and wages charged to sponsored projedshbawsupported by Effort Certification
Reports which reflect 100% of an individual’s tiraed are based on actual effort expended.
Effort Certification Reports (ECRs) are sent to Brencipal Investigator for all employees
who are receiving salaries from a grant or contralcere the source of the funds is the
federal government. These forms must be reviewetidgmployee, reviewed and signed by
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the PI and/or the Grant Manager, and reviewed attidted by the College Dean. The time
commitment on the ECR must be the same as indidatéde grant budget. If the time
commitment on the ECR is correct, the completed EOQRturned by the college dean to the
Office of Grants and Contracts Accounting. If tAemakes any changes to the ECR, the
corrected ECR and a new Personnel Action Form imeisbuted and signed by the division
chair, college Dean, and the Associate Vice Presider Academic Affairs. It is
subsequently sent to the Office of Grants and @atgrAccounting for verification of any
changes and forwarded to the Office of Human Ressuwhere the changes are entered into
the Banner system.

Effort Certification Reports are required to be gbdated bi-annually. Effort reports for Fall
Semester, covering the period August 15 througheber 31 are due on February 1. Effort
Reports for Spring semester, covering the periodiaey 1 through May 14, and summer
sessions are due on October 1. Summer sessiomscinee period from May 15 through
August 14.

Intellectual Property Policy

The purpose of this policy and procedure is to arage Xavier faculty, employees, students
and any others covered by this policy to disclase jarotect intellectual and other property
resulting from their research so that the benefitshat research may reach society at the
earliest opportunity.

This policy applies to all University Employeesjdgnts, and other individuals as described
in theIntellectual Property Policy and Procedure. This policy and procedure shall become a
part of the conditions of (a) the employment of rgvEmployee and (b) the enroliment of
every student, whether such Employee or studenewgoyed or enrolled before or after its
adoption. Moreover, as a condition of their imp&gdor continuing employment with, work
at, enrollment at, or support by the University,Adplicable Individuals are required upon
request to execute all lawful and appropriate pgasgplications, assignments and other
documents as may be reasonably requested by theerditly so that it may implement,
secure and protect the Intellectual Property toctviit is entitled pursuant to this policy and
procedure.

The Associate Vice President for Research and $pedsrograms or his/her designee(s),
as appropriate, shall be responsible for the imphagation and administration of this policy.
Any dispute arising under this policy, involvingetHJniversity and/or any Applicable
Individual shall be resolved using the procedureoaslined in thelntellectual Property
Policy and Procedure.

The complete policy can be found on the Office @fs&rch and Sponsored Programs
website.

Xavier University Faculty Handbook V-13



Misconduct under Externally Sponsored Agreements PolicyGeneral Services, Policies and Procedures

Misconduct under Externally Sponsored Agreements Po licy

The purpose of this policy is to establish procedwat Xavier University for the confidential
reporting, establishment of investigatory commataad processes, and final disposition of
claims of misconduct under externally sponsore@aments (ESA). This policy provides
the procedural guidelines for any misconduct th# under externally sponsored
agreements within the following four areas:

|.  Conflicts of Interest,
2. Compliance Committee violations,
3. Research Misconduct, and
4. Violations of any Federal, State or Municipttutes or regulations.
It is not intended to cover other instances of omsluict that might be reported at Xavier.

Xavier University maintains a zero-tolerance forsoainduct under ESA. Violations of
Xavier University’s policies shall be consideredaious breach of the trust placed in each
member of the faculty and staff and may involvecighinary sanctions, including, but not
limited to, dismissal from employment and debarmwitih the funder. All allegations shall
be investigated thoroughly.

Every member of the university community is chargetth a duty to report any activity that
may be considered a violation of this Xavier palicyTo accomplish this, the Office of
Sponsored Programs has added a "Compliance, E#tmdsMisconduct Hotline" to its
website. All reports are received anonymously,esslthe reporter chooses otherwise.
Retaliation for the good faith reporting of suspelctmisconduct under ESA is strictly
prohibited.

Xavier's policy is applicable to all externally smwred agreements that are proposed,
conducted or reported at Xavier. It also appleXavier personnel working at off-campus
facilities. Faculty, staff, visiting scholars aadyone with teaching and/or research titles are
governed by this policy. It also applies to amprssored projects that are reported or
claimed to have been performed at Xavier. Thiscgabk predicated on the regulations set
forth by the National Institutes of Health, 42 CRR93, et seq., the National Science
Foundation, 45 CFR 8§ 689, and the OMB Circular A11Subpart C. Post Award
Requirements and Procurement Standards.”

First, in the event of allegations of misconducdem ESA, the Sr. Vice President for
Resource Development and the appropriate admitigrafficial to whom the respondent
reports (hereafter referred to as “Appropriate Aalstrator”) will discuss the matter to
determine whether the matter can be resolved dallgg Second, if the matter cannot be
resolved, an "Inquiry" will take place. Third, the matter remains unresolved through
discussion and Inquiry, the allegations becomesthgect of an "Investigation." Fourth, the
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"Formal Findings" resulting from the Investigatiare written and distributed to the required
parties. Ultimately, there is a "Final Dispositi@mf the matter.

The complete policy can be found on the Office @fs&rch and Sponsored Programs
website.

Conflict of Interest under Externally Sponsored Agr eements Policy

The purpose of this policy is to promote objecyivibh externally sponsored projects by

establishing standards to ensure there is no rabkoexpectation that the design, conduct,
or reporting will be biased by any conflicting fm@al interest of an investigator. To this

end, Xavier University seeks to avoid any actughaaent or hidden conflicts of interest

between a Principal Investigator (hereinafter )Péhd Externally Sponsored Agreements
(ESA). Government regulations require that funohstitutions have policies and procedures
in place to ensure that all faculty and staff wogkon a grant disclose any financial interests
they have, or reasonably anticipate having, withraled project. Such disclosure must be
made (1) prior to proposal submission, or (2), ¢baflict occurs later, at the time the conflict

arises.

This policy shall apply to all projects conductetlar agreements that are externally funded,
including the licensing of intellectual productsXavier's policy is consistent with the
following regulations and guidelines:

A. Public Health Service Regulations, "ObjectivityResearch,” 42 CFR § 50.603,
seq; 45 CFR § 94.3;

B. National Science Foundation Grant Policy Manualp®), et seq, "Investigator
Financial Disclosure Policy";

C. OMB Circular A-110, "Subpart C. Post Award Requimms and Procurement
Standards."

Every Principal Investigator that applies for asdawvarded an externally funded project is
charged with the duty to report any existing canftf interest to Xavier's Sr. Vice President
for Resource Development. This obligation contstl@oughout the life of the grant. A

Principal Investigator must update and amend hisesr conflict of interest statement to

reflect any conflicts of interest that arise atabmission of a grant proposal to the funding
agency. If a conflict of interest is disclosedisiiXavier's policy to eliminate it, or to reduce

and/or manage it, within the confines of acceptatdadards.

The Provost and Senior Vice President for Acadeniifairs and the Associate Vice
President for Research and Sponsored Programsrewistv all financial disclosures and
determine whether a conflict of interest exist§.it hppears that a conflict of interest does
exist, the Associate Vice President for ResearchSponsored Programs will impose certain
conditions or restrictions that might be used tmawge conflicts of interests, including:

A. Public disclosure of significant financial emests;

B. Monitoring of the project by independent revess;
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C. Modification of the project plan;

D. Disqualification from participation in all @ portion of the project;
E. Divestiture of significant financial interesésd/or;

F. Severance of relations that create actuabtangial conflicts.

The complete policy can be found on the Office es&arch and Sponsored Programs
website.

Purchases

All non-grant funded purchases must receive prigpraval from the division chair and
department head (CAS) or the cost center managkfram the Office of Fiscal Services.
The process is begun by completing an on-line s#ipm using the Banner 2000 system.
When the purchase requisition is approved, a psecbader is usually issued to the vendor.
A purchase order is required for all external pasgs. The University does not assume
responsibility for any items that are not purchatbedugh official purchasing procedures and
supported by a duly authorized purchase order.

Some internal purchases do not require a purchakss, dut do require that the purchasing
process be followed with an authorized purchaseiségpn. Internal purchases are most
often made from the bookstore, central stores,thadocument Center; however, food and
services from the cafeteria must have prior appgreie the purchase requisition and a
purchase order.

Religious Services

Masses are offered daily during the fall and spaamesters in the University chapel for the
convenience of the students and staff of the Usityer Announcement of time for Masses
will be found on the bulletin boards in the Univgrs Special Masses or changes in Mass
schedule will be announced ahead of time on thesdoear the chapel.

Repairs and Replacements of Fixed Equipment

An electronic work order must be submitted via website of Xavier's Physical Plant. The
work order will be assigned a number and procedsgdhat office, or as otherwise
necessary.

Approved work orders will be assigned for implenagiain on priority bases, depending
upon the current work load of the physical plantspanel, including emergency tasks, and
authorized budget approvals.

Salary Payments

On the last working day of the month, payments raegle electronically into the faculty
member's bank account (checking or saving) thraligict deposit.
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The University also reserves the right to withhsddiary checks for any faculty member who
has not fulfilled his/her obligation(s) to the Uargity.

"This Month at Xavier"

This newsletter is edited by the Director of Commations. While the editor confers
regularly with the administrative officers, all fdty members are encouraged to have their
departmental representatives electronically sulbmits items concerning their publications,
research results of general interest, presentatielestion to office in professional and
learned groups and their attendance at meetings@nantions.

Travel

Travel must be approved in advance by the deaheotollege or cost center manager, as
well as the Office of Fiscal Services. Travel exggs must be estimated on the travel
advance form and submitted, with the appropriajaeatures, to the Office of Fiscal Services
for final approval and processing. Travel funds advanced to the faculty member in
accordance with the travel policies and per diefioioe at the time.

Travel expense reports are to be completed byrélveler, approved by the division chair or

cost center manager, and submitted to the Offidéisufal Services within five (5) days after

the travel is completed. Failure to submit traggpense reports on a timely basis can
constitute cause for the University to suspendttaeel advance privilege and to withhold

salary checks, if necessary, until the reportslahg submitted.

Travel advance forms and travel expense reportdaran be obtained from the Office of
Fiscal Services.

All faculty travelers must submit to the divisiohair a written report in duplicate on the
significant aspect of the meeting five (5) daysiafthe travel is completed. The report
should include the substance of the attended nteetid any other matter which is of mutual
and professional interest. The division chair wédtain one copy of the report for the
department and forward the other to the dean otdiege.
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Appendix B: University Academic Assembly of Xavier University of Louisiana Constitution

APPENDIX B: UNIVERSITY ACADEMIC ASSEMBLY OF
XAVIER UNIVERSITY OF LOUISIANA CONSTITUTION

Article |

Purpose of this Organization

Recognizing the interdependence of the constita@rbers of the University community
(The Board of Trustees, the administration, theultg, and the students), the faculty of
Xavier University of Louisiana in this constituti@tcepts primary responsibility for policy
and decision-making in the following areas: cuduon, subject matter and methods of
instruction research, faculty welfare, aspects tatlent life which relate directly to the
educational process, and the granting of degrdesfdculty further accepts co-responsibility
for policy making in the areas of long range plagniutilization of physical facilities,
budgetary planning, selection of primary admintstea and academic officers, and the
determination of faculty status. These respon#sl and power shall be exercised by the
faculty according to this constitution.

Article |l

Membership (See Amendment)

There shall be two (2) categories of membershiphia University Academic Assembly,
voting and non-voting.

The voting members shall consist of the followiragis:
a. Personnel employed on a full-time teaching basis.

b. Personnel who in addition to part-time teachingerployed by the university on a
full-time basis in another capacity.

c. Chairs of academic departments and Deans of calleigechools.

d. Chairs of administrative departments (Presidengcktve Vice president, Treasurer,
Vice President for Academic Affairs, Dean of StutderDirector of Development,
Director of Planning, Director of Guidance and Ceeling, Dean of Admissions.

e. Professional librarians who are employed on atfoie basis.

f. The duly elected president and vice president & ¢udent body of Xavier
University.

Non-voting members shall include all other profesal staff members not specifically
included above whose responsibilities are direstlgportive of the educational process such
as, but not necessarily limited to, the areas aob@wel, financial aid, student records,
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institutional research, computer services, univgnmsglations, directors of special academic
programs, etc.

Article 11l

Office

Section 1. Presiding Officef(See Amendment)

a.
b.

The President of the University shall serve asctiar for Assembly meetings;

The Executive Vice President of the University Epafform the duties of the Chair
in the event of absence, death or disability ofgthesident;

Section 2. Secretary

a. The Secretary shall be elected from the membeiship vote of the Assembly. The
term of office shall be two years.

b. The Secretary shall transcribe all official acti@iighis Assembly and maintain these
as minutes of this body.

c. The Secretary shall distribute notices of all regmheetings at least one week prior to
the meetings. These notices should include thadsgand, whenever possible, a
detailed report of the proposals to be voted upgdheameeting.

d. The Secretary shall distribute copies of the misuateprior meetings to all members
before the meeting at which they are to be approved

e. Approved Assembly resolutions may be made availdablenon-members at the
discretion of the Assembly.

f. Secretary of the Assembly shall serve as secrefahe Coordinating Committee.

Article IV
Meetings

Section 1. FrequencySee Amendment)

a.

The first regular meeting of each academic yeall shikee place before the start of
classes in the Fall semester. Thereafter, regudatings shall ordinarily be held once
every other month on a day to be determined byCiberdinating Committee. Only
in extraordinary circumstances shall a meeting dlked during the summer or any
recess. In such a case the secretary of the Asgesidll ensure that all members
receive adequate notice. All the provisions of thiticle shall apply to special
meetings described below.

Special meetings may be called by the Presideat tire request of the Coordinating
Committee at any time during the fall and springhesters on one week's written
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notice. The chair shall call a special assemblgting at the written request of
twenty-five members of the voting members as defineArticle II.

The Coordinating Committee may distribute ballashe voting members and ask
for a written vote on a matter of business whidsesr between regularly scheduled
meetings.

Section 4. Attendance

All Assembly members are expected to attend metiAgrt-time faculty and staff are urged
to attend whenever possible.

Section 5. Quorum

A quorum shall consist of fifty percent of the v@imembership as defined in Article I,
excluding those on leave of absence or sabbatesatl (See Amendment)

Section 6. ProcedurgSee Amendment)

a.

All meetings shall be conducted in accordance wattcepted parliamentary
procedure._Robert's Rules of Order Revised sleathb final authority except where
it may contradict any provision of this constitutio

The president of the University, acting as chair Agsembly, shall appoint the
parliamentarian before the first regular meetingath academic year.

Questions shall normally be decided by voice votéf the results of a voice vote are
challenged, by a show of hands. Elections and &ojce of person by name shall be
by written ballot. A written ballot or roll callhall also be taken on any question
upon request of five (5) voting members, or atdiseretion of the chair. There shall
be no proxy voting.

All major business and recommendations which affeettotal educational process
shall be presented to the Academic Assembly foapgroval. The Assembly may
refer questions back to the appropriate commiti@efurther study.

Only those recommendations presented to the CadmdghCommittee to be placed
on the agenda of the scheduled Assembly meetirlpshaoted at that meeting.

Student non-members will ordinarily not be pressnAssembly meetings but shall
be invited to explain student originated recomm#éoda and may request of the
Coordinating Committee attendance at specific mgstifor specific parts of the
agenda.
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Article V

Implementation of Assembly Policy

Action of the Assembly shall become University pglunless implementation is specifically
enjoined by the President of the University. Thspension of any action shall be announced
as soon as possible after the vote is taken, armhyncase no later than the next regular
meeting, and shall be entered in the minutes tegetith the original action. The President
shall then explain his reasons for the decisioth@atnext Assembly meeting, or at a special
meeting called for this purpose. If a majoritytoé membership does not accept the veto of
the President, they shall have the right of appetie Board of Trustees.

Article VI

Coordinating Committee
Section 1. Purpose

The purpose of the Coordinating Committee shalldbact as an organizing and facilitating
body. It shall receive the recommendations ofdtministration, the recommendations of
any study body, the recommendation of any standouncil or committee, as well as those
which are initiated by a faculty organization. Mssrs may present in writing a

recommendation to this Committee in order to hawemsidered for presentation to the total
membership.

Section 2. Composition and Eligibility

a. This Committee shall be composed of a total of e{§h members, two (2) teaching
members who have both faculty rank and one yeaenfice at the University, the
President or his representative, the Vice Presiftericademic Affairs, the Secretary
of the Assembly, the Chair of the Coordinating Cdttern, and the President and
Vice President of the Faculty Association.

b. The two (2) members of the teaching faculty of tBeordinating Committee shall be
elected by the voting membership of the Assemblprat meeting called for this
purpose wherein at least 50% of the voting memigerishpresent and voting. (see
amendment)

Elected members of this Committee shall serve a(Bygear term.

d. In the first election effecting membership on tlismmittee, the secretary of the
Assembly and one of the teaching faculty membesdl &ie elected to a one-year
term.

e. In the event that an elected member of the Comenitésigns, there shall be an
election to fill his or her term on the committel.the term that is being filled is a
one year unexpired term, the member elected tohidl term shall be eligible for re-
election to a two-year term. The election procedshall be the same as that

Xavier University Faculty Handbook



Appendix B: University Academic Assembly of Xavier University of Louisiana Constitution

described in this section with the exception tiat humber of names appearing on
the second ballot shall depend upon the numbemnekpired terms to be filled. If
one member is to be elected, each voting membdrcttmse one name from the list
of eligible members of the faculty. Those (not ménan two) receiving the most
votes shall be placed on a second ballot. If twemtners are to be elected, each
voting member shall choose two names from thedfstligible members of the
faculty. Those (not more than four) receiving thest votes shall be placed on a
second ballot.

Section 3. Election of the Chair of the Coordinatig Committee

The chair of the Coordinating Committee shall bectdd by the voting membership as
described in section 2 (b) above and shall sertveoayear term of office. Only a teaching
member of the Assembly who has faculty rank anléadt a year's service to the University
is eligible to serve as chair of the Coordinatirgn@nittee.

Section 4. Meetings

a. Regular meetings shall ordinarily be held once atmon a day to be determined by
the Committee. The chair of the Committee may sjadicial meetings at any time he
or she deems necessary.

b. A quorum shall consist of a simple majority of thembers of the Committee.
Section 5. Duties of the Committee

a. The Coordinating Committee shall prepare the agéodthe Assembly meetings by
collecting and organizing all motions passed by ¢iieer committees which are
necessary for submission to the Assembly, togetlvbenever possible, with the
rationales for these motions. The secretary stalribute this agenda to the
membership a week before the meeting.

b. This Committee shall be empowered to transact thmbusiness matters which
arise between scheduled Assembly meetings andhwieed immediate attention.
However, resumes of such action shall be distribtdehe voting membership within
one week, and if twenty-five members of the votingmbership think that the matter
transacted is of such import that the Assembly khbave been consulted on the
decision made, they may present a formal writtenigst to the Committee which in
turn shall present the protest and matter at haiget Assembly.

c. This Committee shall receive reports of major f@ts to implement policies
approved by the Assembly and, if the majority a @ommittee deems it advisable,
shall pursue such complaints with the personnedliad.

d. This Committee shall function as a body for coretidh by the administration for all
major administrative decisions in the areas ofesponsibility as outlined in Article
l.
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e. This Committee shall function as a nominating cotteri for faculty service on
University committees.

f. A sub-committee of this Committee will be electedthe committee to serve as a
forum for concerns of any kind which an individdatulty member may wish to
report. This sub-committee will also serve as @diliaison with any operative
faculty organization. The chair of the Coordingt@ommittee shall serve as chair of
this sub-committee.

Article VII

Amendments to the Constitution

1. After final adoption of the Constitution, as emded, amendments may be submitted by
any voting member as defined in Article 1l. Suchemdments shall be in writing and shall
specify the precise passage to be amended anddbewording to be substituted. They shall
be distributed to all members by the individual mgvthe, amendment, at least two (2)
weeks prior to the meeting at which they are tovted on. They shall be effective on the
affirmative vote of two-thirds of the voting Asselpband on the approval of the Board of
Trustees.

Amendment on Quorum
(Passed by University Academic Assembly December 7, 1976)

A quorum shall consist of forty percent of the ngtimembership as defined in Article I,
excluding those on leave of absence or sabbatiagkl

Amendment on Membership
(Passed by University Academic Assembly April 8, 20  08)

There shall be two (2) categories of membershipigUniversity Academic Assembly,
voting and non-voting.
The voting members shall consist of the followiragis:

a. Full-time faculty.

b. Personnel who in addition to part-time teachingearnployed by the university on a
full-time basis in another capacity.

c. Chairs of academic departments and divisions, DaadAssociate Deans of colleges
and schools and the Dean of Freshman Studies.

d. Chairs of administrative departments (Presidentjdé/ice President for Academic
Affairs, Senior Vice President for Administratiddenior Vice President for Resource
Development, Vice President for Student Servicese YPresident for Planning and
Institutional Research, Vice President for Techgglddministration, Vice President
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for Institutional Advancement, Vice President facHities, Vice President for Fiscal
Services, Associate Vice President for Academiaidt Director of Academic
Support, Dean of Admissions.

e. The duly elected president and vice president®Student Government Association

Non-voting members shall include all other profesal staff members not specifically

included above whose responsibilities are direstigportive of the educational process such
as, but not necessarily limited to, the areas ob@weel, financial aid, student records,
counseling, institutional research, informatioohteology, university relations, directors of

special academic programs, etc.

Amendment on Office — Presiding Officer
(Passed by University Academic Assembly April 8, 20  08)

a. The President of the University shall serve asctiar for Assembly meetings;

b. The Senior Vice President for Academic Affairs spalform the duties of the Chair
in the event of absence, death or disability ofgfesident.

Amendment on Meetings — Frequency
(Passed by University Academic Assembly April 8,20  08)

a. The first regular meeting of each academic yealt & place before the start of
classes in the Fall semester. Thereafter, regudatings shall ordinarily be held once
every other month on a day to be determined bythardinating Committee. Only in
extraordinary circumstances shall a meeting bedaluring the summer or any
recess. In such a case the secretary of the Asgaimll ensure that all members
receive adequate notice. All the provisions of #rigcle shall apply to special
meetings described below.

b. Special meetings may be called by the Presideat thre request of the Coordinating
Committee at any time during the fall and springnssters on one week's written
notice. The chair shall call a special assemblytimgeat the written request of
twenty-five members of the voting members as defineArticle II.

c. The Coordinating Committee may distribute ballotshte voting members and ask
for a written or electronigote on a matter of business which arises betweguarly
scheduled meetings.

Amendment on Meetings — Procedure
(Passed by University Academic Assembly April 8, 20  08)

a. All meetings shall be conducted in accordance atttepted parliamentary
procedure. Robert's Rules of Order Revised shahé&dd&nal authority except where
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it may contradict any provision of this constitutio

b. The president of the University, acting as chaidAs$embly, shall appoint the
parliamentarian before the first regular meetingath academic year.

c. Questions shall normally be decided by voice votef the results of a voice vote are
challenged, by a show of hands. Elections and aoice of person by name shall be
by written or electronic ballot. A written ballot ooll call shall also be taken on any
guestion upon request of five (5) voting membergtdhe discretion of the chair.
There shall be no proxy voting.

d. All major business and recommendations which atteetotal educational process
shall be presented to the Academic Assembly fapgroval. The Assembly may
refer questions back to the appropriate commiti@efrther study.

e. Only those recommendations presented to the CatmdghCommittee to be placed
on the agenda of the scheduled Assembly meetirlphaoted at that meeting.

f. Student non-members will ordinarily not be presgmissembly meetings but shall
be invited to explain student originated recomménda and may request of the
Coordinating Committee attendance at specific mgstfor specific parts of the
agenda.
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Amendment on Coordinating Committee — Composition a nd Eligibility

(Passed by University Academic Assembly April 8, 20  08)

a.

This Committee shall be composed of a total of tef§hmembers, two (2) teaching
members who have both faculty rank and one yeaemwice at the University, the
President or his representative, the Senior ViesiBent for Academic Affairs, the
Secretary of the Assembly, the Chair of the Coatilng Committee, and the
President and Vice President of the Faculty Assiocia

The two (2) members of the teaching faculty of thagordinating Committee shall be
elected by the voting membership of the Assembhngtmeeting called for this
purpose wherein at least 50% of the voting memigeistpresent and voting. (see
amendment)

Elected members of this Committee shall serve a(Bygear term.

d. In the first election effecting membership on tBsmmittee, the secretary of the

Assembly and one of the teaching faculty membea#i bk elected to a one-year
term.

In the event that a faculty member is unable topleta his/her elected term on the
committee, the University Academic Assembly Cooatiimg Committee will appoint
a qualified faculty member to serve until a timatth new member is elected to
complete the unexpired term. Such election wiletalkace as part of the regularly
scheduled annual University Academic Assembly &last
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APPENDIX C: FACULTY ASSOCIATION HISTORY

The Constitution of the Faculty Association was #dd by the Faculty Association in the

Fall of 1974. Substantially this Constitution weantained in a document written in the

spring and summer of 1974 by a committee compos#uakgresident of the University and

three faculty members. That earlier document atsdained substantially what became the
Constitution of the University Academic AssemblyBoth organizations were already

existing and functioning in 1974.

At the request of the faculty the two organizatians kept separate instead of establishing a
single organization with two parts as had been stowed in the earlier document.
Nonetheless, to understand the purpose of the tyafgkociation as well as the way it
actually functions, it is important to be awareitsfrelationship to the University Academic
Assembly.

The Faculty Association, as such, has no officiavgr outside the organization. It is
intended as a place where individual faculty caplae with peers even tentative ideas,
positions and problems in an atmosphere which mightbe as free if the administration
were officially present. It is also expected t@ower any consensus, which might be present
in the group.

The University Academic Assembly is the academiicgmaking body for this University.
The president of the University does not have atédpolicy-making power. He does have
veto power over the actions of the Assembly andAssembly has the power to appeal a
veto to the Board of Trustees.

It is important to distinguish the two committeethe Executive Committee of the Faculty
Association and the Coordinating Committee of theversity Academic Assembly. Each is
responsible for setting the agenda for its respectheetings. It is through the faculty
members who have membership on both committeesthieatonnection between the two
organizations takes place.

Anyone, including students and staff, has the rightisk the Coordinating Committee to
consider an academic item for inclusion on the dgenf the University Academic
Assembly. However, ordinarily, at least the majoritf the items on the agenda of the
Coordinating Committee are set by the faculty memsbéthat Committee at meetings of the
Executive Committee of the Faculty Association dfiah they are also members. This
assures the Faculty Association that it has adeei®e president's Office. At the same time
this policy assures the President and Vice PresiderAcademic Affairs that they will be
informed of those issues of concern to the faculty.

(The above describes the de facto, four year igsiidunctioning of the Faculty Association
and the University Academic Assembly. It is alstaet, however, that there is no formal,
explicit, constitutional connection between the targanizations. This means that unless
the same people are elected at the meetings ofdogémizations there is not necessarily any
coordination. It is clearly possible to have aiaiton in which no faculty person holds a
position of leadership in both organizations.)
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APPENDIX D: FACULTY ASSOCIATION OF XAVIER
UNIVERSITY OF LOUISIANA CONSTITUTION

Article |

Definition of the Voting Faculty
The voting members shall consist of the following:
a. Teachers employed on a full time basis.

b. Teachers who in addition to part-time teachingearmployed by the University on a
full-time basis in another capacity.

c. Chairperson of academic departments.
d. Full time professional librarians.

Article Il

Officers

Section 1. The officers of the organization shall be Presid¥ice President, Secretary and
Treasurer.

Section 2. Except for the first year (1974-1975), officefsalt be elected at the April
meeting of the Faculty Association.

Section 3. The officers shall be elected for two years lmgagority vote.

Section 4. In filling any vacant office in this organizatidhe following criteria shall be
applied in the order given to the results of thecbn for the Executive Committee of the
X.U. Faculty Association.

a. The first person elected, or if more than one imtlial is elected on the same ballot,
b. The person with the highest number of votes, ¢thénevent of a tie,
c. The person longest in teaching service at this &hsity.

Article Il

Faculty Meetings
Section 1. Secretary

a. The Secretary shall distribute notices of all regfihculty meetings at least one week
prior to the meetings. These notices should ireltite agenda and, whenever
possible, a detailed report of the proposals tovdted upon by the faculty at that
meeting.
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b. The Secretary shall distribute copies of the misateprior meetings to all members
of the faculty before the meeting at which theytarbe approved.

c. Resolutions of the faculty may be made availablediw-members at the discretion of
the. Executive Committee.

Section 2. Frequency

a. The first regular faculty meeting of each acadeydar shall take place the month
after the start of classes in the fall semesteherd@after, regular meetings shall
ordinarily be held once every other month on atddye determined by the Executive
Committee. Only in extraordinary circumstanceslishdaculty meeting be called
during the summer or any recess. In such a cas&deretary of the faculty shall
ensure that all faculty members receive adequatieeno All the provisions of this
article shall apply to any such extraordinary nregi

b. Special meetings of the faculty may be called by Executive Committee at any
time during the fall and spring semesters on onekigewritten notice. The President
of the Faculty Association shall call a speciallacmeeting at the written request of
twenty-five members of the voting faculty as define Article 11.

Section 3. Quorum

A quorum shall consist of one-third of the votiragtlty as defined in Article | excluding
those on leave of absence or sabbatical leave A®eadment 1.)

Section 5. Procedure

a. All meetings shall be conducted in accordance wattcepted parliamentary
procedure. Robert's Rules of Order Revised sleathb final authority except when
it may contradict any provision of this constitutjo

b. The President of the Faculty Organization shalloapthe parliamentarian before the
first regular faculty meeting of each academic year

c. Questions shall normally be decided by voice votgjf the result of a voice vote is
challenged, by a show of hands. Elections andcaoice of person by name shall be
by written ballot. A written ballot or roll callhall also be taken on any question
upon request of five (5) voting members, or atdiseretion of the chair. There shall
be no proxy voting at any meeting of the faculty;

d. Only those recommendations presented to the Exec@ommittee to be placed on
the agenda of the scheduled faculty meeting slealiobed on at that meeting.

Article IV

Executive Committee
Section 1. Purpose
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The purpose of the Executive Committee is to seawahe representative of the faculty
organization between meetings. It shall receiwerdttcommendations of the administration,
the recommendations of any study body, the recordatems of all Standing Committees,
as well as those, which are initiated by a facgityup. Faculty members may present in
writing a recommendation to this Committee in ortiehave it presented to the total voting
faculty.

Section 2. Composition and Eligibility (See Amendent II)

a. This Committee shall be composed of the officershaf Association and six (6)
members of the voting faculty who must have beepleyed at Xavier University
for one year.

b. The president is EX officio Chair of the Executi@emmittee.

c. Members of this Committee shall be elected for (joyear terms. All members are
eligible for re-election.

d. In the, first election of this Committee, one-halff the elected members shall be
elected for the regular two-year term. Electidngllsbe held no later than May 1. An
election committee composed of three persons afgmbiby the Chair of the
Executive Committee shall distribute a list of aligible members of the faculty to
the voting faculty.

e. In the event that an elected member of this Coramitesigns, there shall be an
election to fill his/her term on the Committee.the term that is being filled is a one-
year unexpired term, the member elected to filk therm shall be eligible for
reelection to a two-year term. The election procedshall be the same as that
described in this section with the exception th&t humber of names appearing on
the second ballot shall depend upon the numbemnexkpired terms to be filled. If
one member is to be elected, each voting membdrcitse one name from the list
of eligible members of the faculty. Those (not en¢han two) receiving the most
votes shall be placed on a second ballot. If twemimers are to be elected, each
voting member shall choose two names from thedistligible members of the
faculty. Those (not more than four) receiving tteées shall be placed on a second
ballot.

Section 3. Meetings

a. Regular meetings shall ordinarily be held once attm@n a day to be determined by
the Committee. The Chair of the Committee may sadicial meetings at any time he
or she deems necessary;

b. A quorum shall consist of simple majority of themizers of the Committee.
Section 4. Duties of the Committee

a. The Executive Committee shall prepare the agendéhttotal faculty meeting by
collecting and organizing all motions passed bydtreer committees for submission
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to the total faculty, together with the rationalesthese motions. The secretary shall
distribute this agenda to the total faculty a wkefore the meeting.

b. This Committee shall be empowered to transact thmbusiness matters which
arise between scheduled faculty meetings and whigdd immediate attention.
However, resumes of such action shall be distribtdethe voting membership within
one week, and if ten members of the faculty thivdt the matter transacted is of such
import that the total voting faculty should haveebeonsulted on the decision made,
they may present a formal written protest to then@ittee which in turn shall
present the protest and the matter at hand tmthkvoting faculty.

c. This Committee shall receive reports of major fa@ti to implement policies
approved by the faculty and, if the majority of tBemmittee deems it advisable,
shall pursue such complaints with the personneilied.

d. This Committee shall function as a body for coretidh by the administration for all
major administrative decisions.

Article V

Amendments to the Constitution

After final adoption of the Constitution, as ametidemendments may be submitted by any
member of the voting faculty as defined in Artitle Such amendments shall be in writing
and shall specify the precise passage to be ameardkthe exact wording to be substituted.
They shall be distributed to all members of theulgg by the individual moving the
amendment, at least two (2) weeks prior to the imgeit which they are to be voted on.
They shall be effective on the affirmative votewb-thirds of the faculty present.

Amendment |

No Quorum shall be required to vote on a motionclwhias been announced in an agenda
and mailed to the faculty at least seven (7) daigs o any meeting.

Amendment Il

The Executive Committee of the Faculty Associate cosgwithe positions listed below,
each is for a two-year term, with a two-term linhitdividuals who have served two terms in
a given position may run for a different Execut@emmittee post for which the individual is
eligible when the term limit expires. The posisare:

* President (serves ex-officio on the CoordinatingmBuottee of the University
Assembly);

* Vice President (serves ex-officio on the CoordmgtCommittee of the University
Assembly);
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» Secretary/Treasurer

* One representative from each division of each gell@inder the organization of the
university current at this writing, there are twigisions in the College of Pharmacy
and six in the College of Arts and Sciences), amel @presentative from the library
faculty. If no one from a division or from the ldy is available to serve as the
representative, the position is filled by an agarepresentative for the duration of
the two-year term, and an election for a represeetdrom the given division or
from the library will take place at the end of teem.

Only tenured members of the faculty are eligiblseove as President or Vice President.

If either the President or the Vice President iahle to complete a term, an election will be
held to fill the vacancy for the remainder of thdinished term.

If the Secretary/Treasurer, a division represergabr the library representative is unable to
complete a term, the Executive Committee will appan eligible individual to fill the
vacancy for the remainder of the unfinished term.

Xavier University Faculty Handbook



