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OF THE UNIVERSITY OF NEW HAVEN


ARTICLE I General Overview

Section 1.1 - Background.

The University of New Haven (the “University”) was founded in 1920 as a branch of Northeastern University, and was initially operated by the New Haven YMCA.  In 1959, when the Connecticut General Assembly permitted it to become independent and granted to it the authority to offer Bachelors’ degree programs, the institution changed its name to New Haven College. It then moved from New Haven to its present campus in 1960; and, in 1970 it changed its name to the University of New Haven.

Section 1.2 - Corporate History; and the Governing State Statute.

The University was incorporated as a Connecticut nonstock corporation via a 5/12/26 certificate of incorporation, which was entitled “Articles of Association” and filed with the Connecticut Secretary of the State on 5/13/26.  (Said 5/12/26 Articles have been amended eight times, almost exclusively with regard to name changes for the institution; and said 5/12/26 Articles, as amended, constitute the University’s certificate of incorporation—the “C/I”.)  The governing statute for the University now is the Connecticut Revised Nonstock Corporation Act (the “Act”), Connecticut General Statutes (“C.G.S.”) §§33-1000, et seq.

Section 1.3 - Adoption of these Fourth Amended and Restated Bylaws.

These Fourth Amended and Restated Bylaws were duly adopted by the Board of Governors (the “Board”) at its 6/10/11 Meeting and replace in the entirety the Third Amended and Restated Bylaws, which had been adopted by the Board on 6/14/10. (A reference hereinafter to a “Bylaws Section” shall be a reference to a Section of these Fourth Amended and Restated Bylaws.) (The immediately preceding bylaws were: (i) the 6/14/10 Third Amended and Restated Bylaws; (ii) the 6/23/06 Second Amended and Restated Bylaws; and (iii) the 5/5/05 (first) Amended and Restated Bylaws.)



ARTICLE II Board of Governors
Section 2.1 - Number of Board Members, Term of Office and Election.

(a)	Governance of the University. The business and affairs of the University shall be governed by the Board. The Board shall consist of a minimum “fixed” number of twenty–one persons and a maximum “fixed” number of forty persons (the “Board Members”).  The fixed number of Board Members may be increased or decreased by an amendment of these Bylaws (See Section 6.1 of these Bylaws), but no decrease in the fixed number of Board Members shall affect the unexpired term of any Board Member.


(b)	Term of Office. The term of office of each Board Member shall be three years; and the terms of approximately one-third of the Board Members shall expire annually.  The term of office of a Board Member shall commence on the next July 1st after the Board Member’s election (or sooner as the Board may determine in its discretion).   Provided however, with regard to a Board Member who is elected at a Board Meeting other than the “Annual Meeting” (See Bylaws Section 2.7(a)), viz., a replacement Board Member (See Bylaws Section 2.5(a)) or any other type of Board Member, the initial term of said Board Member shall be from the date of election until the following July 1st.

(c)	Election. All candidates for the Board shall first be nominated by the Governance and Nominations Committee (See Bylaws Section 3.2(a)); and, after such nomination, the person shall then be eligible for election as a Board Member by a vote of the Board (See Bylaws Section 2.9(b)), which election shall be held either at the Board’s Annual Meeting or at any other Board Meeting.

(d)	Term Limitation; the Gap Year. A Board Member may serve for a maximum of three consecutive terms (including any partial term(s)); and thereafter he/she (See Bylaws Section 5.6 with regard to the use of terms of gender) must wait for a minimum of a gap year before being eligible for consideration for election to the Board. (The term limitations that specifically apply to the Board Members who are also serving in the capacities of the Board Chair and Board vice Chair are set forth in Bylaws Section 2.10(c).)

Section 2.2 - Powers, Rights and Duties.

(a)	Overview. The Board shall have the powers, rights and duties necessary or appropriate for the proper governance of the business and affairs of the University, except as may be limited by the C/I, these Bylaws or the Act.

(b)	Enumeration. The Board’s powers, rights and duties shall include (without limitation) the following:

(i) The approval of the mission statement and the strategic plan; the approval of those relevant institutional policies of the University for which it would be necessary or appropriate for the Board to be involved; the periodic review of the same (including the approval of any necessary changes thereto); and an evaluation of the implementation thereof.

	(ii) The appointment of the President; the periodic evaluation of the
President; and the right to remove the President (See Bylaws Sections 4.2(a) and 4.4).

(iii) The approval of the annual budget (including any necessary changes in the tuition and fees) and the capital budget of the University, and the general long–range strategic and financial plans of the University; and an evaluation of the implementation thereof.

(iv) The approval of the general policies and guidelines for the endowment (and other investments) and for major fundraising; and an evaluation of the implementation thereof.

(v) The approval of the general academic policies of the University (including the various matters relating to accreditation); and an evaluation of the implementation thereof.

(vi) The approval of the general policies regarding appointment, promotion, tenure, re–assignment and dismissal of faculty members; and an evaluation of the implementation thereof.

(vii) The approval and authorization of all earned and honorary degrees upon the recommendation of the President.

(viii) The approval of all significant university projects and all major purchases or sales of property (real estate and otherwise); and an evaluation of the implementation thereof.

(ix) The authorization to incur any significant debt in connection with a purchase or otherwise; and an evaluation of the implementation thereof.

(x) The authorization of the construction of new buildings and major renovations of existing buildings; and an evaluation of the implementation thereof.

	(xi) The approval of the financial audit of the University by the “Audit Firm” (See Bylaws Section 3.6(a)).

(xii) The representation of, and also the advocacy of, the University in the Greater New Haven Community.

(xiii) Such other and additional powers, rights or duties as the Board may determine in its discretion to be necessary or appropriate in connection with the Board’s governance of the University.

Section 2.3 - Standards of Conduct.

As required by the Act, at C.G.S. §33-1104(a), each Board Member, in the performance of his/her duties, shall discharge said duties: (i) in good faith; (ii) with the care an ordinarily prudent person in a like position would exercise under similar circumstances; and (iii) in a manner he/she reasonably believes to be in the best interests of the University.


Section 2.4 - Removal of a Board Member.


The Board, by a majority of the then–serving Board Members, may remove any one or more of the Board Members with or without cause; provided that the notice of the subject meeting of the Board shall have adequately described the proposed removal.

Section 2.5 - Vacancies.

(a)	Filling a mid-term Vacancy by a replacement Board Member.  Except for a vacancy caused by the expiration of a Board Member’s term of office, a vacancy in the Board may be filled, after nomination of a candidate for the Board by the Governance and Nominations Committee, by election as a replacement Board Member at a regular or special meeting of the Board.  Each person so elected shall then be a Board Member until the following July 1st.

(b)	 Adequate Notice to the Board. With regard to any candidate nominated to be a replacement Board Member, and in order to ensure that proper consideration is given at the subject Board Meeting to the candidate, there shall be full notice given to the Board Members prior to the Board Meeting in order to adequately apprise them about the candidate.

Section 2.6 - Emeriti Members of the Board.

(a)	 Election. Any person who meets the following criteria shall be eligible for membership as an Emeritus Board Member: (i) in the absence of special circumstances, he/she shall have served for a minimum of two terms as a Board Member; and (ii) Emeriti Board Membership shall be reserved for former Board Members who have a record of extraordinary and distinctive service to the University.

(b)	 Rights and Limitations.   An Emeritus Board Member shall be elected for lifetime. He/she shall be a fully participatory Board Member, except for the right to vote and shall not be counted as part of the quorum.  With regard to any Board committees on which he/she may serve, he/she similarly shall not have the right to vote nor shall he/she be counted as part of the quorum.

Section 2.7 - Meetings.

(a)	Regular Meetings; Notice.  There shall be a customary minimum of three regular meetings of Board during each “Fiscal Year” (See Bylaws Section 5.3), with the Annual Meeting of the Board to be typically held in June. The specific date and time of all Board Meetings shall be reasonably selected by the Board Chair. A “Notice” (See Bylaws Section 5.2) of a regular Board Meeting shall be sent to each Board Member at least five calendar days prior to the meeting.  Subject to Bylaws Sections 2.4, 2.5(b) and 6.1: (i) no notice of the agenda needs to be given in advance of the meeting; and (ii) any business can be transacted at the meeting.

(b)	Special Meetings; Notice.      Special Meetings of the Board shall be called by the Board Chair or via the written request of five or more Board Members. The only business that may be transacted at a Special Meeting are the matters that are Board Member (in the absence of an emergency or other compelling circumstances, as may be determined by the Board Chair in his/her discretion) at least one calendar day (24 hours) prior to the subject Special Meeting.

(c)      Location of Meetings.  All meetings of the Board shall be held at the University, unless for good cause another reasonable location is selected by the Board Chair.

(d)	The Minutes. The Minutes of each Board Meeting shall customarily be sent by the “Secretary” (See Bylaws Section 4.8) to each Board Member within approximately six weeks after a Board Meeting (but no later than the date that the Notice of the next Board Meeting is given).

Section 2.8 - Waiver of Notice.

Any Board Member may waive notice of any meeting in writing. Attendance by a Board Member at any meeting of the Board shall constitute a waiver of notice. If all the Board Members are present at a meeting, no notice shall be required, and any business may be transacted at such meeting.

Section 2.9 - Quorum of Board Members; and the Vote of the Board.

(a)	The Quorum. At all meetings of the Board, a minimum of one-third of the minimum “fixed” number of Board Members (See Bylaws Section 2.1(a)) shall constitute a quorum for the transaction of business. If, at any meeting, there shall be less than a quorum present, a majority of those present may reschedule the meeting to a new date. At any rescheduled or adjourned meeting at which a quorum is then present, any business that might have been transacted at the meeting originally called may be transacted without further notice.

(b)	Valid Vote. The vote of a majority of the Board Members in attendance at a Board Meeting, at which a quorum is present and is acting throughout, shall be a valid vote of the Board for all purposes except where in these Bylaws or the Act a higher percentage vote is required.

Section 2.10 - The Board Chair and Board Vice Chair.

There shall be a Board Chair and a Board Vice Chair, as follows:

(a)	Election. The Governance and Nominations Committee shall nominate a Board Chair and a Board Vice Chair for election by the Board from its membership. The Board Chair and Board Vice Chair shall be elected at the Annual Meeting of the Board or at another Board Meeting (as the Board may determine); and their terms of office shall commence on the next July 1st.

(b)	Term of Office. The Board Chair and Board Vice Chair shall each have a two–year term (except, in applicable circumstances as may be determined by the Board, the Vice Chair may serve for a one–year term); and, said persons shall be eligible to serve for a maximum of three successive two–year terms in each of said respective positions.

(c)	Term Limitations. The term limitations in Bylaws Section 2.1(d) shall not apply to the Board Chair and Board Vice Chair while they are serving in said additional capacities. Instead, and regardless of the amount of time that each of them has already served as a member of the Board prior to his/her election as the Board Chair or Board Vice Chair, as the case may be: (i) the Board Chair shall be eligible to serve a maximum of six years as the Board Chair; and (ii) the Board Vice Chair shall be eligible to serve a maximum of six years as the Board Vice Chair. Therefore: (i) during the time period that a Board Member is serving as the Board Chair or Board Vice Chair, the term limitations in Bylaws Section 2.1(d) shall be suspended for him/her; (ii) once a Board Chair or  Board Vice Chair has completed his/her service in such capacity and then remains only as a Board Member, therefore, the suspension of the Bylaws Section 2.1(d) term limits shall end and the regular Board Member term limits in Bylaws Section 2.1(d) shall once again continue from the point that they had been suspended for said person; and (iii) thus, for example, if a person were to be elected as the Board Chair after serving seven years as a Board Member, then, after he/she has completed his/her one or more terms as the Board Chair, he/she can then serve two more years as a Board Member − for a total of nine years as a regular Board Member − before the required gap year for regular Board Members becomes applicable pursuant to Bylaws Section 2.1(d).

(d)	The Role of the Board Chair. The Board Chair shall have the following rights and duties: (i) presiding at all meetings of the Board and the Executive Committee; (ii) the appointment of the Committee Chairs, Committee Vice Chairs and members of each “Standing Committee” and “Ad Hoc Committee” (See Bylaws Section 3.1), and the members of each “Task Force” (See Bylaws Section 3.10(b)); (iii) the ex officio membership, along with the Board Vice Chair, as voting Members, on each Standing and Ad Hoc Committee (and their attendance at a Committee meeting shall be counted as part of the quorum); and (iv) such other rights and duties as the Board may prescribe from time to time. (As an illustration, in the University’s Policy No. 5702, entitled “Contract Negotiation, Review, Approval and Signing Authority”, which was adopted by the Board on 4/16/10, and more specifically at Section 5702.2(c)(i) thereof, the Board delegated to the Board Chair the authority to approve University contracts that are in excess of $500,000.00 and up to $850,000.00.)

(e)	The Role of the Board Vice Chair. The Board Vice Chair shall, in the absence of the Board Chair, timely undertake all rights and duties of the Board Chair.

Section 2.11 - Unanimous Written Consent to Corporate Action.

If the Board Members unanimously consent in writing to any action taken or to be taken by the Board, such action shall be a valid action as though it had been taken at a meeting of the Board. The Secretary shall file such consent with the minutes of the meetings of the Board.

Section 2.12 - Conference Call Meetings of the Board.

Meetings of the Board (and any Board Committee meetings) can be held by means of a conference telephone or similar communications equipment, which allows all persons participating in the meeting to hear each other at the same time.  In addition, a Board Member who is unable to be physically present at a Board Meeting (or a Board Committee Meeting) is entitled to attend the meeting via telephone call or similar communications equipment. Participation by the means set forth in this Bylaws Section 2.12 shall constitute the presence in person at a meeting.

Section 2.13 - No Proxies.

Proxies are not permitted in connection with any Board Meeting, Board Executive Committee Meeting or any Board Committee Meeting.

Section 2.14 - The Executive Committee.

(a)	Composition. The Executive Committee shall be comprised of the following Board Members: (i) the Board Chair and the Board Vice Chair; (ii) the Chair of each Standing Committee; and (iii) a maximum of two additional Board Members, as may be selected by the Board Chair.  The President shall attend each Executive Committee Meeting (except its Executive Sessions); and he/she shall fully participate therein, but shall not have a vote nor shall be counted as part of the quorum.

(b)      Authority of the Executive Committee; Limitations. The Executive Committee, which shall be chaired by the Board Chair, shall have the power and authority to make the necessary decisions on behalf of the Board that, in the prudent governance of the University, cannot be postponed until the next Board Meeting but which instead need to be timely made during the intervals between the Board’s Meetings.  Excepted from the foregoing authority, the Executive Committee shall not have the authority to make any of the following decisions: (i) the sale of the University’s real estate that is being used for educational purposes; (ii) the hiring or firing of the President; and (iii) the various matters prohibited by C.G.S. §33-1101(e) (for example: the amending or repealing of these Bylaws, or the adoption of new Bylaws; the election of Board Members; or, the approval of a proposal to dissolve the University).

(c)      Meetings; Notice; Quorum. The Executive Committee shall customarily hold its Meetings in conjunction with the Board’s Meetings. The Executive Committee shall hold such additional meetings when necessary, as the Board Chair may decide, or upon the written request of at least three Executive Committee Members; and, each such additional meeting shall be promptly held at such time and date as may be reasonably selected by the Board Chair.  In the absence of an emergency or other compelling circumstances (as may be determined by the Board Chair in his/her sole discretion), the Notice of any Executive Committee Meeting shall be given at least one calendar day (24 hours) in advance.  No notice of the agenda of an Executive Committee Meeting needs to be given in advance of any meeting. A minimum of three then–serving Executive Committee Members shall constitute a quorum.

(d)      Minutes to be sent to all Board Members. In order to ensure that the entire Board is kept fully apprised of all matters approved by the Executive Committee, the Secretary shall customarily send a copy of its Minutes to each Board Member within one month after each Executive Committee Meeting (but no later than the date of the Notice of the next Executive Committee Meeting, or the date of the Notice of the next Board Meeting, whichever is earlier).

Section 2.15 - Conflicts of Interest Matters.

(a)	The Proscriptions in the Act. In connection with the Act, at C.G.S. §33-1127, the following circumstances shall constitute a conflict of interest for a Board Member, whether or not the subject transaction is ever brought before the Board for action. More specifically, a conflict of interest shall exist if the Board Member knows at the time of the commitment by the University with regard to the subject transaction that: (i) he/she or a related person (or a related entity) is a party to the transaction; or (ii) he/she has a beneficial financial interest in the transaction; or (iii) he/she is so closely linked to the transaction which is of such financial significance to him/her or a related person (or a related entity) that said interest would be reasonably expected to exert an influence on the Board Member’s judgment if he/she were called upon to vote on the transaction.

(b)	General Requirements. In the event of a conflict of interest, the conflicted Board Member shall immediately: (i) cease any involvement, in his/her capacity as a Board Member and as a Board Committee Member, with respect to the transaction; and (ii) inform the Board Chair in writing with respect to the existence and the necessary details of the nature of said conflict.  In addition, with regard to any Board Member who is uncertain as to whether or not a conflict of interest does exist, he/she may request the Board, or an immediately–constituted ad hoc committee or a Board–appointed special counsel to expeditiously resolve said issue.

(c)	Abstention by a Board Member. In the event a Board Member does abstain at a Board Meeting or a Board Committee Meeting as a result of a conflict of interest, the minutes thereof shall reflect said matter.


ARTICLE III Committees of the Board

Section 3.1 - General Provisions.

(a)	 The Standing and Ad Hoc Committees. The Standing Committees of the Board, in addition to the Executive Committee, are described in this Article III. The Ad Hoc Committees of the Board are described in Bylaws Section 3.10(a). During each Fiscal Year, each Committee shall meet as often as necessary (but customarily three times per Fiscal Year); and while each Committee’s Meetings shall normally be held in conjunction with the Board’s Meetings, nonetheless, a Committee may hold such additional meetings which its Committee Chair deems to be necessary or appropriate for the Committee to be able to effectively undertake its duties and responsibilities. Each Committee shall give a report on its activities to at least one Board Meeting in each Fiscal Year, and more frequently if requested by the Board Chair.

(b)	Members of the Committees. For each Fiscal Year, the Board Chair shall appoint the Committee Chair (and, and upon consultation with the Committee Chair, a Committee Vice Chair, if necessary) and also the Board Members (and also one or more Emeriti Board Members, when appropriate) who are to serve on each of the Committees. Each Standing Committee shall ordinarily have at least three Board Members (including the Committee Chair); and no persons other than Board Members shall be members of a Board Committee.

(c)	Members of the Subcommittees. In connection with a Standing Subcommittee or an Ad Hoc Subcommittee: (i) it shall be established by a Committee Chair as he/she may deem necessary or appropriate, upon consultation with the Board Chair; (ii) the Committee Chair shall appoint the members thereof, who must be Board Members but not necessarily members of the regular Committee; and (iii) if there are two or more than members of a Subcommittee, the Committee Chair shall appoint a Chair of the Subcommittee.

(d)	Each Standing Committee’s Duties and Responsibilities. In addition to the matters set forth in this Article III in connection with each Standing Committee, said Committees shall also have the following further duties and responsibilities: (i) the approval of, and then the subsequent evaluation concerning the implementation of, the long–range plans of the University with regard to those matters that are within the particular Committee’s purview; and (ii) such matters that may be reasonably assigned to a Committee from time to time by the Board Chair.

(e)	 Quorum. A quorum of a Standing Committee Meeting or an Ad Hoc Committee Meeting shall consist of a majority of the Committee Members but not fewer than two. The attendance at a Committee or Subcommittee Meeting by the Board Chair and Board Vice Chair, who shall be ex officio members (with the right to vote) of each Committee and Subcommittee, shall be counted as part of a Committee’s or Subcommittee’s quorum.  If a Subcommittee has more than one member, then, the Subcommittee Meeting shall have a minimum of two Subcommittee Members present in order to constitute a quorum.

(f)	Attendees at Committee Meetings. In the discretion of a Committee Chair, he/she can invite one or more of the following persons to attend a particular Committee Meeting: (i) a member of the University administration, such as a Vice President or a Department Head; (ii) a member of the faculty or student body; and (iii) one or more persons from outside the University community.  In the event that the Committee Chair does invite one or more non–Board Members to a Committee Meeting, then, the Committee Chair shall when appropriate promptly inform the President and also the subject Vice President (i.e., the Vice President whose responsibilities most closely correlate to the purview of the particular Committee). The President shall have the right to attend the Meetings of each Committee and each Subcommittee (except any of its Executive Sessions); and he/she shall not have the right to vote nor shall he/she be counted as part of the quorum.

(g)	Minutes of the Committee and Subcommittee Meetings. Each Committee and Subcommittee shall keep Minutes of its substantive Meetings, which customarily shall be distributed to all Board Members prior to the next Board Meeting.

(h)	The Protocols/Guidelines for a Committee or Subcommittee. In order to give a Committee the ongoing flexibility to be able to nimbly address rapidly-changing circumstances and the like: (i) it shall not be prudent for a Committee to adopt a charter or bylaws; (ii) instead, and only if a Committee were to deem it necessary, a Committee can adopt general protocols/guidelines (the “guidelines”) only after the Board Chair and Board Vice Chair have reviewed a draft thereof and have given their approval thereof; (iii) any Committee guidelines shall not constitute binding requirements upon the operations of the Committee but instead shall constitute guidelines for the Committee; (iv) in the event of a conflict between such guidelines and these Bylaws, the Bylaws shall prevail in all instances; and (v) the provisions of this Bylaws Section 3.1(h) shall also apply to any guidelines that are proposed for a Subcommittee.




Section 3.2 - The Governance and Nominations Committee.

(a)	Its General Operations. The Committee shall develop and administer: (i) an orientation program for newly–elected Board Members prior to the next regular Board Meeting after their election; and (ii) periodic leadership programs and Board governance programs for all the Board Members. In addition, the Committee shall engage in the research and periodic selection of candidates for Board Membership, for Emeriti Board Members and for the Board Chair and Board Vice Chair, whom it shall then nominate to the Board for its election.  In connection therewith, the Committee shall provide the Board with the necessary details regarding the background and qualifications of each Board candidate, which information shall be set forth in the Notice of the subject Board Meeting.

(b)	The Honorary Degrees. In order to be able to timely make decisions regarding the awarding of honorary degrees, the Board hereby delegates to the Committee (as more specifically set forth in the next sentence) the authority to decide which persons shall receive honorary degrees. Accordingly, the Committee, upon its review of a list of persons proposed by the President as candidates for honorary degrees, shall decide from said list the persons whom the Committee deems appropriate to receive honorary degrees; and said decision by the Committee shall be subject to the approval of the Board Chair.

(c)	The Review of the Bylaws. The Committee shall periodically review these Bylaws with regard to any necessary changes thereto; and, if so, it shall make its recommendation to the Board regarding: (i) any proposed amendments to, repeal of or adoption of new bylaws; (ii) whether or not it would be prudent to set forth a copy of these Bylaws on the University’s website; and (iii) any other relevant Bylaws matters. In addition, if it is deemed necessary or appropriate by the Committee Chair, and in order to more efficiently undertake the matters referred to in the preceding sentence, the Committee Chair (upon consultation with the Board Chair) may establish a Standing or an Ad Hoc Bylaws Subcommittee.

Section 3.3 - The Academic and Student Affairs Committee.

(a)	Its General Operations Re: Academic Affairs. The Committee, in its general oversight capacity: (i) shall review and evaluate the quality of the academic programs with respect to areas such as curricula, faculty, educational infrastructure, student engagement and instructional technology; and (ii) shall review and evaluate the extent to which the academic programs relate to, and substantively advance and further, the University’s mission (as established by the Board—See Bylaws Section 2.2(b)(i)).

(b)	 The Review of Student Affairs. Student affairs shall be within the purview of the Committee (or, if deemed appropriate by the Committee, by a Student Affairs Subcommittee), which (in its general oversight capacity) shall review and evaluate the institutional policies and strategies regarding the various aspects of student and campus life of the University (other than those relating to the academic program), including admissions, residential policies, counseling, intramural and intercollegiate athletics, recreational and student services and interdenominational activities.

(c)	The Athletics Subcommittee. If deemed necessary or appropriate by the Committee Chair, he/she may establish (upon consultation with the Board Chair) an Athletics Subcommittee or an Athletics Task Force (See Bylaws Section 3.10(b)).

Section 3.4 - The Student Affairs Committee.	[DELETED ON 6/23/06]

Section 3.5 - The Finance Committee.

(a)	Its General Operations. The Committee shall (in its general oversight capacity) review and evaluate the University’s strategic and long–range financial plans, the operating budget and the capital budget, each of which has been prepared under the direction of the President; and the Committee shall make recommendations regarding the same to the Board. In addition, it shall (in its general oversight capacity) review and evaluate: (i) the major financial matters that are not provided for in the Board–approved budget and give its recommendations thereon to the Board; (ii) the annual financial planning by the University’s administration; (iii) the relevant matters in connection with the University’s insurance coverage; (iv) all relevant matters (including contracts and any financing) with regard to the various financial aspects of the major projects of the University; and (v) the appropriate oversight of its Investment Subcommittee, if any (See Bylaws Section 3.5(b)).

(b)	Investment Matters. The purview of the Committee shall include (or, in its discretion, shall be delegated to a special Subcommittee) the following matters, with the input from the Vice President for Finance: (i) to review and evaluate the general nature of the University’s investments (for example: the type of, and the percentage allocation among, the various investments); (ii) to review and evaluate the management of the invested funds of the University (including the endowment); and (iii) to propose any necessary changes from time to time to the investment policies, guidelines and protocols of the University.

Section 3.6 - The Audit Committee.

(a)	 Its General Operations. The Committee shall (in its general oversight capacity) periodically review and evaluate the financial controls and accounting systems of the University and make such recommendations to the Board regarding any necessary changes thereof as may be appropriate.  It shall at least every two years, after undertaking its due diligence selection process, appoint a certified public accounting firm (the “Audit Firm”) to undertake the annual audit (the “Audit”) of the University’s financial statements; and it shall meet with and consult with the Audit Firm on as frequent a basis as may be necessary in order to ensure that the Audit Firm is able to timely prepare an audited financial statement of the University as of the end of the subject Fiscal Year.  The Committee shall present the Audit Firm’s annual audit report, upon its completion, to the next Board Meeting for approval.  In addition to meeting with the Audit Firm as often may be necessary, the Committee shall also request (when appropriate) such officers (in addition to the Vice President for Finance) or other persons from inside or outside the University to attend one or more meetings of the Committee so that said persons can promptly provide such documents and other information which the Committee may need in order to be able to effectively undertake its committee duties and responsibilities in connection with the Audit.

(b)	Committee Members. The Committee Members shall constitute “independent persons”, as such term is generally known and accepted.  In addition, at least one Committee Member shall have financial expertise.

Section 3.7 - The Human Resources Committee.  [DELETED ON 6/14/10]

Section 3.8 – The Advancement and Development Committee.

(a)	Its General Operations. The Committee shall (in its general oversight capacity) review and evaluate: (i) the University’s endowment and public relations programs; and (ii) the University’s fundraising activities, including its annual campaign and other such campaigns, and it shall also provide the appropriate level of Board “manpower” to assist (when relevant) in such activities.

(b)	The Subcommittees. If deemed necessary or appropriate by the Committee Chair, he/she may establish (upon consultation with the Board Chair) one or more Standing or Ad Hoc Subcommittees to address matters relating to: (i) the marketing and image of the University; and (ii) career development and placement for the students.  In the alternative, if the Board Chair determines that one or both of the foregoing matters would be more appropriately addressed via a Task Force, then, he/she shall establish such a Task Force.

Section 3.9 - The Physical Resources Committee.

The Committee shall (in its general oversight capacity), in connection with the University’s facilities: (i) review and evaluate the overall campus plan, and the maintenance, repair and operations policies; (ii) review and evaluate the need for, as may be necessary for the University’s operations, any fiscally prudent major renovations to any existing buildings or the construction of any new facilities; (iii) review and evaluate the purpose of, and the plans and cost estimates for, major renovations or new relevant facilities; and (iv) review and evaluate the annual operating and capital budgets of the departments overseeing the University’s facilities (wherever located).

Section 3.10 - Ad Hoc Committees; and Board Task Forces.


(a)	 Ad Hoc Committees. The Board Chair may establish such ad hoc Committees as he/she may deem necessary and shall appoint the Committee Chair and the Board Members thereof; provided, however, in appropriate circumstances (as may be determined by the Board Chair) an ad hoc committee can consist of just one member.  An ad hoc Committee shall have such duration until (as determined by the Board Chair) it has accomplished its mission.

(b)	 Board Task Forces. In the event the Board Chair determines that, in order for the Board to be able to effectively address a particular matter or issue, one or more persons in addition to one or more Board Members (for example: faculty members; administration members; students; or persons from outside the University community) may be a member of an ad hoc committee–like group of the Board, then, the Board Chair  shall establish a Task Force to be comprised of such non–Board Member(s) in addition to one or more Board Members. Accordingly, in connection with a Task Force, the Board Chair shall: (i) appoint a Board Member as its Chair; (ii) appoint the other Board Member(s) and also the non–Board Member(s) of the Task Force; and (iii) establish its mission and its timeframe.
Section 3.11 - The Compensation Committee.

(a)	 The Committee. The Executive Committee, or an ad hoc Board Committee appointed by the Board Chair, shall serve as the Compensation Committee of the Board.

(b)	The Committee’s Recommendations to the Board. Based on the President’s most–recent evaluation pursuant to Bylaws Sections 4.5(d)(i) or (d)(ii) and other relevant factors, the Committee in executive session shall formulate the President’s compensation package. In addition, and based on the appropriate evaluation factors, the Committee in executive session shall also formulate the compensation packages for the relevant other senior Officers.  The Committee shall then recommend to the full Board the compensation packages of the President and the other relevant senior Officers, which shall be voted on by the Board in executive session.



ARTICLE IV Officers of the University

Section 4.1 - Designation; and the Line of Authority.

(a)	 The Officers. The Officers of the University shall be the President, the Provost, the Vice President(s), the Secretary and the Vice President for Finance. (The Vice President for Finance shall also be the Treasurer.)  None of the Officers shall be a Board Member or a Board Committee Member.  Any two offices may be held by the same person, except the President shall not also hold the office of Secretary.

(b)	The Line of Authority. The President shall report to the Board; and each of the Officers shall report only to, and directly to, the President.




Section 4.2 - Appointment of the Officers.

(a)	By the Board. The President shall be nominated by a Presidential
Search Committee and then appointed by the Board.

(b)	By the President. The President shall appoint the other Officers of the University (including such assistant officers as may be necessary or appropriate); and, in addition to the duties of the other Officers that are set forth in these Bylaws, the President shall assign to the other Officers such other duties as he/she may deem necessary or appropriate from time to time.  The President shall have the right to decline to fill a particular Officer position when he/she deems necessary or appropriate.

Section 4.3 - Term of Office.

The President shall serve at the pleasure of the Board. The other Officers shall hold office at the pleasure of the President; and thus, the Provost, Vice Presidents, Secretary and Treasurer (and also the assistant officers) shall serve for such terms as may be determined by the President.


Section 4.4 - Removal of Officers.

The President may be removed with or without cause by the Board. The other Officers may be removed with or without cause by the President.

Section 4.5 - The President.

(a)	Role as the Chief Executive Officer. The President shall be the Chief Executive Officer of the University and the executive agent of the Board.  More particularly, he/she shall exercise the necessary oversight of all business and affairs of the institution and bring all matters to the attention of the Board as are necessary or appropriate in order to keep the Board fully informed so that it can properly meet and satisfy its corporate governance duties and responsibilities.

(b)	 Implementation of the Board’s Policies and Decisions. The President shall have the duty and obligation to undertake such acts as may be necessary in order to make effective the policies, decisions and other action of the Board.

(c)	The Advisory Councils to the President. The President may in his discretion establish Advisory Councils, which shall (in essence) mirror the Board Committees (viz.: The Board Executive Committee; and the Standing Board Committees).

(i)	Purpose. The purpose of the Advisory Councils would be to have an ongoing set of advisor groups: (i) which would be comprised of persons from the University community who are not Board Members (i.e., persons from the administration, faculty, department staffs or student body); and (ii) which would timely and duly provide advice and counsel directly to the President with respect to the subject matter of each particular Advisory Council.


(ii)	The Communications between each Advisory Council and its correlative Board Committee. In order to ensure that each Board Committee is duly apprised of the work of its correlative Advisory Council (if any), and vice–versa, the President shall designate a senior member from the University’s Administration (typically, a Vice President) to be responsible for ensuring the timely and full exchange of Minutes and other relevant documents between each of the pairs of Board Committees and Advisory Councils.

(d)	The Board’s periodic Evaluation of the President.

(i) Informal Evaluation. The Board shall: (i) undertake an annual review of the President in executive session; and (ii) said annual review shall be based (in part) on the written objectives, specific and general, which have been prepared and periodically updated by the President and then submitted to the Board Chair for his/her review and input and for his/her approval.

(ii) Formal Evaluation. The President shall be formally evaluated by the Board at least once every four to five years.  The Board may be assisted by an outside evaluator who shall be selected by the Board Chair (with input from the President and the Vice Chair) and who shall render his/her confidential report to the Board.

(e)      Vacancy. In the event the office of President becomes vacant, the Board shall promptly appoint: (i) an interim President; and (ii) a Presidential Search Committee.

Section 4.6 - The Provost.

The Provost shall be the Principal Academic Officer of the University; and he/she shall perform such duties as may be assigned by the President. In the event that the office of the Provost is vacant, then, the President: (i) shall appoint a person to be the Principal Academic Officer of the University; or (ii) shall personally assume said position.

Section 4.7 - The Vice Presidents.

Except as may be stated in these Bylaws, each Vice President shall have and perform such duties as may be assigned by the President.

Section 4.8 - The Secretary.

The Secretary shall have custody of the Seal of the University and shall attest to and affix the Seal to such documents as may be required in the business and affairs of the University, including such documents as bonds, deeds, mortgages, agreements, contracts, diplomas, transcripts, certificates and minutes issued pursuant to the authority of the University.  The Secretary shall give proper notice of, and shall be responsible for having the minutes prepared of, the meetings of the Board; and he/she shall have such other duties as may be assigned to him/her by the President.


Section 4.9 - The Vice President for Finance/Treasurer.

(a)	 Chief Financial Officer. The Vice President for Finance, who shall also be the Treasurer of the University, shall be the Chief Financial Officer of the University and thus shall oversee the University’s financial operations, including the financial planning (short-term and long-term) and the management of its income, expenses, liabilities and assets (including cash, securities, real estate and all other property of the University).

(b)	 Preparation of Financial Reports. The Vice President for Finance shall issue financial reports to the President on a monthly basis (or such other periodic basis, as the President may determine). At the end of each Fiscal Year, he/she shall prepare or cause to be prepared the University’s annual financial statements in accordance with generally accepted accounting principles; and, in connection therewith, he/she shall assist the Audit Firm regarding its annual audit of the University (See Bylaws Section 3.6).

(c)	Preparation of Financial Planning Documents. The Vice President for Finance shall be responsible for overseeing the preparation of financial planning documents (annual, long–range and otherwise) for the University.

(d)	Monitoring of Investments. The Vice President for Finance shall monitor the University’s investments, including its funds on deposit and the endowment, in accordance with the financial policies recommended by the Finance Committee and approved by the Board. The Vice President for Finance and any other appropriate members of his/her staff shall, as may be required by the Board or the Act, furnish a bond for his/her/their true and faithful performance and discharge of their duties.

Section 4.10 - Standards of Conduct.

As required by the Act, at C.G.S. §33-1111(a), each Officer, in the performance of his duties, shall discharge said duties: (i) in good faith; (ii) with the care an ordinarily prudent person in a like position would exercise under similar circumstances; and (iii) in a manner he/she reasonably believes to be in the best interests of the University.

Section 4.11 - The Officers’ Compensation.

The Compensation Committee shall recommend to the Board, customarily on an annual basis, the compensation packages for the President and for such other Officers as the Committee may determine in its discretion.  (See Bylaws Section 3.11(b)).



ARTICLE V Indemnification and Miscellaneous



Section 5.1 - Indemnification; and the Federal VPA.

(a)	Indemnification. The Board Members and Officers of the University may be eligible for indemnification as provided in the Act, at C.G.S. §§33-1116 through 1125.

(b)	The Immunity from Liability that is provided to the Board Members via the Federal VPA.  In an overview, if there is conduct by a Board Member (or other volunteer on behalf of the University) that does not go beyond negligence (and thus does not constitute: gross negligence; or reckless or intentional misconduct), then, the Board Member (or other volunteer of the University) would not be personally liable pursuant to the immunity shield from liability that is provided to him/her under the Federal Volunteer Protection Act of 1997 (the “VPA”), 42 U.S.C. §§ 14501-14505, at §14503(a). This immunity shield from liability is applicable even if the University were at the same time found to be liable for a breach of contract, for an accident or for other liability. (The VPA provides immunity only to the University’s Board Members and other volunteers but not to the University itself.)


Section 5.2 - Notices.

Any notice (a “Notice”) that is required to be given by the Board, by an Officer or any other person on behalf of the University: (i) shall be in writing; and (ii) shall be delivered by hand–delivery, mail, fax, e-mail or other reliable means of transmission.

Section 5.3 - Fiscal Year.

The fiscal year of the University shall be July 1st through June 30th.

Section 5.4 - No Waiver.

No restriction, condition, obligation or other provision contained in these Bylaws shall be deemed to have been abrogated or waived by reason of any failure to enforce or abide with the same, irrespective of the number of violations, breaches or non- compliance or the magnitude thereof which may occur.

Section 5.5 - Definitions.

Unless otherwise set forth herein, the definitions set forth in the Act are adopted herein.

Section 5.6 - Terms.

As customary, the use of a term: (i) in the singular shall also include the plural when appropriate; and (ii) in the masculine shall also include the feminine.
Section 5.7 - Statutory References.

With regard to any statute that is referred to in these Bylaws, any amendments and any successor statutes thereto shall be automatically referred to and included herein.

Section 5.8 - Members.


Pursuant to the authority granted to the Board via the 3/28/60 Amendment to the C/I, the Board has determined that it is not necessary at this time for the University (which, as a Connecticut nonstock corporation, has been specifically authorized by said 3/28/60 Amendment to its C/I to have members) to have any Members.


ARTICLE VI Amendments to, or Repeal of, the Bylaws
Section 6.1 - The Bylaws.

These Bylaws may be amended (or repealed), and new provisions adopted herein, from time to time in the sole discretion of the Board at any Board Meeting, so long as: (i) the substance of the proposal amendment, repeal or adoption is set forth in the Notice of the Meeting; and (ii) two–thirds of the Board Members present at that Meeting vote in favor of the proposal.

ARTICLE VII Compliance with the Internal Revenue Code and the Act
Section 7.1 - The Compliance.

At all times, the University shall be operated and administered exclusively as a charitable organization in accordance with the Internal Revenue Code of 1986 (the “Code”), 26 U.S.C. §§ 1, et seq., including § 501(c)(3). In addition, no amendment to or repeal of these Bylaws, or adoption of new provisions hereto, shall be permitted which: (i) authorizes the Board, the Officers or any other person to conduct the affairs of the University in a manner or for any purpose that is contrary to the provisions of the Code, the C/I or the Act; or (ii) in any manner would jeopardize the tax–exempt status of the University.



•Adopted by the UNH Board of Governors on 6/10/11

Brief Summary:

1.  The 5/5/05 (first) Amended and Restated Bylaws: the prior bylaws were re-written.
2.  The 6/23/06 Second Amended and Restated Bylaws: principally, the deletion of Section 3.4.
3.  The 6/14/10 Third Amended and Restated Bylaws: principally, the addition of a new Sections 2.10(c),
3.1(h) and 3.11, and the deletion of Section 3.7.
4.  The 6/10/11 Fourth Amended and Restated Bylaws: principally, revisions to Sections 2.1(b) and (c)
and 2.10(a), and the addition of Section 5.1(b).
•Philip H. Bartels

(9/23/11)
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PART ONE: Introduction, History, and Background

Section 1.1—Introduction

The Faculty Handbook includes policies and provisions governing the employment of the Faculty of the University of New Haven and shall be in effect until revised or withdrawn. As the governing body of the University of New Haven, the Board of Governors establishes this Handbook. Before the Board of Governors finalizes any changes in the Handbook, both Faculty and Administration will be consulted about such proposed changes, as described in Section 2.18. The University of New Haven governance documents include (a) the Bylaws of the University of New Haven, (b) the Faculty Handbook, and (c) the Constitution of the Faculty of the University of New Haven. Additional clarifications of issues related to the employment of faculty are included in the Academic Affairs Operating Guidelines, the Provost’s Compensation Guidelines, and other university policy.

Section 1.2—Message from the President

The University of New Haven is committed to providing a stimulating learning environment for its students and meeting their diverse educational needs. The success of our university in achieving this goal depends upon those who are closest to its mission—its faculty.

This Faculty Handbook serves as a valuable tool, describing the rights and responsibilities of UNH faculty members and outlining the fundamental relationship between the university’s faculty and the Board of Governors. In defining the University of New Haven’s system of shared governance, this handbook serves the entire university as a resource in the development of policies, agreements and procedures.

The publication of the handbook was achieved through a collaborative effort among many faculty and administrators who worked tirelessly to produce a quality document that can help the University of New Haven achieve its mission in the 21st Century. On behalf of the faculty and the Board of Governors, I thank them for their efforts.

As we strive together to continue providing the very best education possible for our students, let us also recognize the significant contribution through the years from the veteran members of our fine faculty and staff for their ongoing dedication to our students and to the University.

Steven H. Kaplan, President






Section 1.3—History, Mission, and Governance of the University of New Haven

1.3.1 History of the University of New Haven

The University of New Haven was founded by the New Haven YMCA in 1920 to offer instruction in business and engineering in the local area. Affiliated with Northeastern University (from 1920 to 1926) as one of its branch junior colleges, the University also owed much to Yale University, for the use of its building and laboratories and for the assistance of its faculty and graduate students for nearly 40 years (until 1963). The institution survived the start-up years and the Great Depression through careful financial management, subsidies from the YMCA, and contributions from Yale. In those years the emphasis was upon meeting the demands of the Connecticut economy for trained and educated workers. The University aided the World War II effort through programs for the armed forces and the Chance Vought Aircraft Company. The postwar years saw an expansion of the curriculum, including delivery of instruction through work-study, and programs such as the Executive Development Program. Because of the growing student demand for day as well as evening courses, the University first built a modern classroom building near East Rock in New Haven in 1958; it also received state authorization in 1959 to offer B. S. degrees in engineering and business. Outgrowing even its new building, the University acquired the former New Haven County Orphanage complex in West Haven in 1960 and simultaneously severed its official ties with the YMCA. The University continued to grow on its new campus. It not only added new buildings, including a Freshman dormitory in 1968, but it also enlarged the scope of its academic degrees into the arts and sciences, public safety, hotel and restaurant administration, and even graduate education. For eighteen years (1985-2003), the University of New Haven offered a doctoral program in management science. The undergraduate student body remained largely commuters until the 1990s, when the University acquired nearby apartment complexes and began to construct new dormitories. Since the 1970s both the undergraduate and graduate student population have included significant numbers of international students attracted by the University’s career-oriented programs in the College of Business, the Tagliatela College of Engineering, the College of Arts and Sciences, and the Henry C. Lee College of Criminal Justice and Forensic Sciences. A number of the University’s degree programs have been nationally recognized, most notably the ABET - accredited engineering programs, Criminal Justice and Forensic Science, and Music and Sound Recording. Since the 1960s faculty have come to UNH with degrees from prestigious American and European universities, and have established a record of research and publication. Through the leadership of university officers, the Board of Governors, and the faculty, the University of New Haven continues to evolve as it continues to reassess its mission, its programs, and its campus.

1.3.2 Mission of the University of New Haven

The University of New Haven is a student-focused comprehensive university with emphasis on excellence in arts and sciences and professional preparation. Our mission is to prepare our students to lead purposeful and fulfilling lives in a global society through experiential, collaborative, and discovery-based learning.

1.3.3 Roles of the Board, Administration, and Faculty

Governance of the University of New Haven is shared by the Board of Governors, the president and his or her administration, and the faculty. Subject to the Bylaws of the University of New Haven, governance shall be shared by the Board of Governors, the president, and the faculty by the terms of this Faculty Handbook.

The Board of Governors is the governing board of directors of the corporation which is the University of New Haven. Among its powers, the Board of Governors has the ultimate authority to approve policy for the University and is responsible for its academic and fiscal soundness.

The president shall be the chief executive officer of the university and the executive agent of the Board of Governors. More particularly, he or she shall exercise the necessary oversight of all affairs of the institution and bring all matters to the attention of the board as are necessary or appropriate in order to keep the board fully informed so that it can properly meet its duties and responsibilities. Consistent therewith, the president and his/her administrative staff are delegated primary responsible for developing and executing the plans and programs of the University and administering its various affairs.  The administration should endeavor to provide appropriate resources, subject to applicable budget constraints, for the faculty to carry out its assigned responsibilities in performing its instructional, scholarly, service, and administrative roles.  In addition, the administration fulfills the role of codifying and archiving in writing approvals made and actions taken.

As stated in the AAUP “Statement on Government of Colleges and Universities,” “The faculty has primary responsibility for such fundamental areas as curriculum, subject matter and methods of instruction, research, faculty status, and those aspects of student life which relate to the educational process.”  The faculty is delegated primary authority in instructional and curricular matters through the committees enumerated in faculty university governance documents (Shared Governance). Through these and other committees enumerated in this handbook, the Faculty consults with the Administration on a broad spectrum of other issues.

PART TWO: Terms and Conditions of Employment for Tenured and Tenure-Track Faculty

Part Two presents the terms and conditions of employment for tenured and tenure-track faculty. Provisions may also apply to non-tenure-track faculty where specified. Operational provisions are detailed in an Academic Affairs Operating Guidelines and in the Provost’s Compensation Guidelines, which are published by the provost in consultation with the Faculty Affairs Committee.


Section 2.1—Faculty Status, Appointment, Tenure, and Promotion

The University’s ultimate decisions regarding tenure and promotion are made by the President, in his or her discretion, and tenure and promotion are granted only by action of the Board of Governors. No other University employee or committee may commit the University to granting tenure or promotion.

2.1.1  Tenure, the “Tenure-Track,” and the Tenured and Tenure-Track Faculty 


a. Tenure—The purpose of tenure is to create an environment in which academic freedom is ensured and protected. Because tenure constitutes a serious commitment by the University and because an exemplary faculty is essential to the quality of the University, the standards for tenure are high. The tenured faculty, through peer evaluations, mentoring, and representation on the College and University Tenure and Promotion Committees, bear the primary responsibility for ensuring that tenure is conferred judiciously, and that high standards are maintained in teaching, scholarship, and service in their own work, and to apply those standards rigorously to candidates, while striving to ensure fair and consistent treatment of all candidates for tenure.

b. The “tenure-track”—Annual tenure-track evaluations are intended to perform two equally important functions. First, these are the primary means by which decisions are made regarding possible reappointment. Second, and no less important, these are the primary means by which constructive peer guidance is shared concerning continual progress in achieving excellence in teaching, scholarship, and service, culminating in a successful tenure application. 

Therefore, every annual tenure-track review should be systematically linked with the appropriate guidance and support for ongoing professional development. The mid-tenure (typically third-year) review is of particular importance, where feedback is provided regarding progress toward tenure and corrective actions that may need to be taken. The tenure-track process should not be considered an antagonistic one. While the tenure-track process fulfills a critical role in vetting candidates to assess and evaluate potential for future success, it is better understood as a vehicle of mutual investment, proactively guiding and supporting candidates in their development toward such success. The results of the annual tenure-track reviews are not a guarantee of tenure. The content and recommendations of the reviews and plans for growth are for general guidance purposes only. The faculty member must continue to excel in the categories described in the Faculty Handbook and must be approved by the President and awarded tenure by the Board of Governors after a tenure application has been submitted. 

c. The Tenured and Tenure-Track Faculty—The University of New Haven places primary importance on teaching performance, but active scholarship and service is expected of the faculty. These responsibilities are mutually supportive; teaching, scholarship, and service inform and sustain each other. Faculty are to structure their activities to maximize these interactions.

The faculty, as described in this section, consists of all full-time tenured and tenure track-faculty. Full-time tenured and tenure-track faculty assignments are the equivalent of 24 teaching credits over the course of the Academic Year unless the provost has approved the assignment of a portion of those credits for administrative duties or special projects, or unless the faculty member has been assigned a portion of the 24-credit teaching load to other faculty duties by the relevant chair and dean and approved by the provost. Such agreements on reassignment of teaching credits may not be made “in perpetuity,” but for a stated period and may be revised at the discretion of the dean following consultation with the faculty member and chair with oversight by the provost.

Although tenure-track candidates are all responsible for the equivalent of 24 teaching credits over the course of the Academic Year, how those credits are allocated to teaching, service, and scholarship varies from candidate to candidate. In the case of candidates with reassigned time for service (e.g. department/division chairs or program coordinators), the proportion of their service work will be greater than average and their teaching work of less quantity than average. Evaluating candidates who had had such reassigned time requires recognizing that while the proportion of their assigned time allocated to teaching, service, and scholarship is different than many candidates, their total credit-hour responsibility is the same. No element of the candidate’s portfolio can be ignored or discounted on the basis of the candidate having received release time or additional compensation for service duties or projects. Evaluations of such candidates should acknowledge the quality of teaching and service and not attempt to weight elements of a portfolio by the quantity of teaching and service that a candidate was assigned.

Tenure is granted in accordance with the University’s tenure process and criteria, as described in Section 2.1.4. Tenure is granted only by action of the Board of Governors.

Certain administrators may also hold academic rank and tenure. Under the provisions of the Faculty Handbook, these appointments are made at the discretion of the president after consultation with the provost, the appropriate dean, the University Tenure and Promotion Committee, and the department chair and faculty of the department in which the individual will hold rank or tenure. The Board may grant the president faculty rank and tenure.

The initial appointment letter for full-time faculty will specify that the appointment is either to a tenured position, a probationary tenure-track position, or a non-tenure-track position. Non-tenure-track faculty are described separately in Part Three.


2.1.2  Statements in Teaching, Scholarship, and Service


a. Statement on Teaching and Teaching Effectiveness—Teaching is a complex task which helps students to gain knowledge, understanding, and skill in academic areas of study (both disciplinary and interdisciplinary). It enables students to use ideas for themselves in creative, open-minded, and analytic ways, empowering them to function fully as individuals and citizens.

The University of New Haven considers a genuine professional commitment to teaching to be essential. Commitment to teaching may be as well demonstrated by a quiet and deliberative manner as by more dramatic approaches. It transcends the boundaries of the classroom, finding form in a wide range of activities: structure and organization of courses, engaged teaching practices that promote active learning (e.g., problem-based learning, cooperative learning, etc.), the assessment of and response to student work, innovative curriculum development, formal advising and informal conversations, the encouragement of independent creative or scholarly work, the creation and supervision of internships, the incorporation of service learning into courses, directing off-campus programs, field work, and other related activities.

Teaching cannot be considered wholly apart from scholarship and the mastery of an area of knowledge. Faculty members must bring their commitment to their area of study and their own original research or creative work into their teaching through, for instance, the inclusion of recent developments in their area of study in course content and the modeling of intellectual engagement.

Excellence in teaching cannot be defined in absolute terms. Teaching may be too broad a concept to be limited by a single definition. Teaching undergraduates will involve different challenges than teaching graduate students. Excellence in teaching will vary by discipline, course design, and level of experience.

A more useful way of thinking about and measuring excellence in teaching is in relative terms: to what degree has improvement in practice revealed an individual’s capacity for continual growth, development, and intrinsic instructional worth to the department, college, and university?

All faculty members must be effective teachers. Though difficult to measure, effectiveness should include many of the following characteristics:

· Effective teachers are knowledgeable and current in the subject matter. Effective teachers not only know the subject matter they intend their students to learn, but also know the misconceptions their students bring to the classroom that will interfere with their learning of that subject matter.

· Effective teachers are able to understand enough about their students’ learning the content they teach that they can translate their own understanding of the subject matter into a form that is accessible to their students.

· Effective teachers are clear about what they intend to accomplish through their instruction, and they keep these goals in mind both in designing the instruction and in communicating its purposes to the students. They make certain that their students understand and are satisfied by the reasons given for why the lessons being taught should be learned. 

· Effective teachers are enthusiastic about teaching, and use a variety of teaching methodologies to promote student learning. Given the dynamic nature of learning, an effective teacher creates an environment that engages students’ intellectual curiosity, critical thinking, and capacity for lifelong learning.

The evaluation of teaching requires consideration of several qualities reflected in the faculty member's performance: commitment to teaching, effectiveness as a teacher, and mastery of an area of knowledge. For the purposes of evaluating candidates for tenure and promotion, evaluators will refer to the “University of New Haven Guidelines for Evaluating Teaching.”

b. Statement on Scholarship—The term “scholarship” refers to scholarly or creative activities that advance knowledge or an artistic field. Scholarship results in a public product communicated to others and then reviewed and critiqued by peers in the field outside the University. Scholarship takes a number of forms, and a faculty member may focus on one or more forms of scholarship in his or her professional context(s) and/or at different points in a career. These forms of scholarship are interrelated, mutually supportive, and meritorious.


The University of New Haven values an inclusive view of what it means to be a scholar—a recognition that knowledge is acquired through research, through synthesis, through practice, and through teaching. These intellectual functions are tied inseparably to each other.

The work of the scholar also means stepping back from one’s investigation, looking for connections, building bridges between theory and practice, and communicating one’s knowledge effectively to students. These separate, yet overlapping functions, can be classified as follows:

· The scholarship of discovery: contributes new knowledge to a field, as well as adding to the intellectual climate of a university. It manifests itself in original research or in the development of new theories.

· The scholarship of integration: makes connections across disciplines, establishes a larger context for specialized ideas, or interprets and brings new insight to bear on original research. It is interdisciplinary and integrative.

· The scholarship of application: applies professional knowledge to the solution of consequential problems. It flows out of sophisticated disciplinary knowledge and gives rise to further knowledge through doing.

· The scholarship of teaching: transforms and extends knowledge through reflective practice on pedagogy itself. It produces new insight and understanding about a field or about the process of student learning.

· The scholarship of artistic activity: manifests itself in the production or performance of original works of art and/or the interpretation of existing works.

c. Statement on Service—“Service” means duties for faculty members that fall outside of teaching and scholarship. The University can only function effectively if its faculty members participate actively in University governance and other activities. Faculty members must be willing to undertake a reasonable number of non-teaching assignments, attend meetings, and contribute their ideas and experience during the decision-making process. Some examples of service may overlap into different categories, but for the purpose of reviews candidates should only list each service activity once.

Faculty have opportunities for service at several different levels including: department, college, university, profession, and community. Faculty should be proactive in seeking service opportunities.

Service to the Profession can include (but is not limited to):
 Service to professional journals or newsletters as reviewer, editor, referee;
 Service to an academic press as reviewer or editor;
 Service to professional organizations on a committee or subcommittee;
 Position as leader of discussion groups, listservs, or other online community activities;
 Sponsoring or organizing panels, paper presentations, talks, and/or conferences.

Service to the Community may only include activities relevant to and connected to the faculty member’s field, teaching, or academic work. Service may be to the local, regional, state, national, or global community. Examples include (but are not limited to):
 Giving talks to community groups in one's discipline;
 Running a club or group related to one's profession;
 Serving on expert panels and interviews related to one's discipline;
 Service on professional boards related to one’s discipline;
 Engaging in media appearances that further the public understanding of one’s discipline.


Tenure-track faculty should demonstrate service, as well as active, constructive participation, on at least three different levels. These levels must include the department and should include the profession. Membership on different levels does not have to be concurrent.

“Active, constructive participation” means contributing in a substantive way to the work product of a committee or organization. Voting alone does not constitute “active, constructive participation.”

Tenure-track candidates should have their service weighted more toward the department and college level within the university.

Tenured faculty should demonstrate membership, and active, constructive participation in four different levels. In addition, senior faculty should strive to demonstrate leadership in at least one of these levels. These levels must include the department, and should include the university and profession. Membership/leadership on different levels does not have to be concurrent.

“Demonstrating leadership” means that the faculty member holds an elective/appointed office or position within the committee/organization; heads or chairs projects, reports, or subcommittees, or is otherwise responsible for organizing, structuring, and/or producing the work product of a committee/organization.


2.1.3  Tenure and Promotion Committees


The provost, each tenure-track candidate’s respective college dean, respective department chair, and tenured department colleagues have roles to play in every level of annual tenure-track review and review for tenure. The mid-tenure review, review for tenure, and review for promotion to the rank of professor will also include a committee of department and college colleagues (hereafter to be referred to as a College Tenure and Promotion Committee) and a university-level tenure committee (hereafter to be referred to as the University Tenure and Promotion Committee). This section defines the composition, membership, roles, and responsibilities of those committees.

a. The University Tenure and Promotion Committee: Roles and Responsibilities—The purposes of the University Tenure and Promotion Committee are as follows:
I. To manage the review process for faculty seeking tenure and promotion – Make recommendations to the provost concerning the process for tenure and promotion; provide training to all faculty and administrators involved in the process; conduct annual advising sessions for all candidates seeking tenure and promotion; to take the lead in developing any future minor revisions to the tenure and promotion review process.
II. To confirm that all elements of a candidate’s reviews have been conducted properly (when handling the “mid-tenure reviews” and “tenure reviews”).
III. To evaluate tenure-track candidates at their “mid-tenure review.”
IV. To perform a periodic review of the overall functioning of the tenure and promotion system in accordance with the “University Tenure & Promotion Committee Operating Guidelines”

b. The University Tenure and Promotion Committee: Composition and Membership—The University Tenure and Promotion Committee will have eight regular members, four alternate members, and a chair. The criteria for eligibility will be academic rank of professor or associate professor, plus a minimum of four years completed service as a tenured faculty member at the university. A candidate for promotion to professor cannot serve on the committee. If an existing member intends to apply for promotion they must resign from their seat prior to the beginning of that calendar year’s spring election cycle. The chair must hold the rank of professor.

Four of the eight regular members will be representatives from the four colleges (one from each) holding the rank of professor. They must be members of that college, eligible to serve according to the criteria listed above, and elected by the faculty of that college. The term of service will be four years, and election of the representatives from each college will be staggered to the greatest degree possible.

Each college will also elect an alternate member using the same criteria and process as for the four regular college representatives (defined above). In cases where an alternate member is required to serve, that same person will also serve on the appeals committee.

In the event that a college is left without full representation (a regular and alternate member), the tenured and tenure-track faculty of the affected college will elect a representative or representatives from among the eligible faculty at large. These representatives must be eligible according to the criteria above (rank of professor; minimum of four years completed service as a tenured faculty member at the university).

The remaining four of the eight regular members will be elected from among the eligible faculty at large, and by the faculty at large (academic rank of professor or associate professor, plus a minimum of four years completed service as a tenured faculty member at the university). Among these four “at large seats,” there will be a maximum limit of two representative from any college. The term of service will be four years, and elections will be staggered to the greatest degree possible.

The chair of the committee will be elected from among the eligible faculty at large, and by the faculty at large. She or he must hold the rank of professor. The term of service will be four years. The chair will serve in addition to the representative from his or her college. The committee will elect a secretary from within its membership.

When reviewing a candidate for promotion to professor, only committee members with the rank of professor may serve (i.e., any associate professor on the committee will be replaced by the alternate from their respective college).

c. College Tenure and Promotion Committees: Composition and Membership—The College Tenure and Promotion Committee will consist of seven members – three “department representatives” from among the tenured faculty of the candidate’s department, plus four representing the candidate’s college. The first criterion for determining the three “department representatives” will be matching the candidate’s disciplinary area (as defined in the initial contract). The second criterion will be seniority. A candidate for promotion cannot serve on the committee.

If a department has fewer than three faculty eligible to serve, a consensus of the tenured and tenure-track members will determine the most appropriate department with which to “link” for the purpose of staffing the College Tenure and Promotion Committee. If the selected department disagrees with this decision, the college dean will mediate discussion between the departments. If agreement cannot be reached, the provost will make the final decision. This “linking” will remain in effect until the department in question has three tenured faculty members. As many of the candidate’s department members as are eligible will serve on their College Tenure and Promotion Committee. The remaining “department representatives” will be selected from among the tenured faculty of the “linked” department, and according to the criteria above (i.e., first matching the candidate’s disciplinary area as best as possible, then by seniority).

The “college representatives” will be determined as follows: As part of the annual general faculty elections, each college will elect four representatives, plus one alternate, from among the college’s faculty at large. The criteria for eligibility will be academic rank of professor or associate professor, plus a minimum of four years completed service as a tenured faculty member at the university. A candidate for promotion to professor cannot serve on the committee. If an existing member intends to apply for promotion they must resign from their seat prior to the beginning of that calendar year’s spring election cycle. There will be a maximum limit of two representative from any department/division. The term of service will be three years, and elections will be staggered to the greatest degree possible.

When reviewing a candidate for promotion to professor, only committee members with the rank of professor may serve. In such cases the total number of committee members reviewing that candidate may drop to a minimum of five. If there are fewer than five professors on the committee as normally constituted, a consensus of the normally constituted members of the committee shall identify additional professors from the college (or where necessary another college of the university) to serve as needed.

For each candidate under review, the members of their College Tenure and Promotion Committee will elect one member to serve as the chair.

2.1.4	 Criteria for Rank, Tenure, and Promotion


a. General Definitions for Academic Ranks—The University of New Haven recognizes three tenure-track or tenured academic ranks, each of which has certain minimal requirements for appointment or promotion.

An “assistant professor” should possess an earned doctoral degree or equivalent terminal degree in his or her discipline. In academic disciplines where the doctorate is the terminal degree, an assistant professor who has completed all requirements except the dissertation may be hired in a tenure-track position; however, the appointment letter must identify a specific deadline by which the degree must be completed. Initial appointments to the University of New Haven faculty will typically be at the assistant professor level.

An “associate professor” must possess an earned a doctorate or equivalent terminal degree in his or her academic discipline. They must have demonstrated: an exemplary ability to teach and guide students and to carry out the teaching mission of the department; an active program of scholarly or creative activity as appropriate to the relevant discipline; and meaningful service to the University, community, and/or professional discipline. When an assistant professor is awarded tenure they will automatically be promoted to the rank of associate professor. 

A “professor” must possess an earned doctorate or equivalent terminal degree in his or her academic discipline. They must have demonstrated sustained excellence in teaching, guidance, and in carrying out the teaching mission of the department; distinguished scholarly or creative achievement evidenced by external visibility in their discipline; and a record of substantial and continuing leadership among the faculty in meaningful service to the university, community, and/or the profession or discipline.

b. General Criteria for Tenure—University-wide criteria are expressed in this handbook. Tenure-track faculty members will, at the beginning of his or her career at the institution, receive a “tenure-track orientation” (2.1.6). When changes in tenure and promotion criteria occur, faculty should be provided the time and resources necessary to meet the new requirements including a possible extension of the probationary period for tenure review. Individual requests to extend a probationary period for these reasons are required to receive approval from the dean and the provost.

Consistent with the university’s Equal Employment Opportunity policy, tenure and promotion decisions will be made without regard to a candidate’s race, gender, gender identity or expression, disability, national origin, age, marital status, sexual orientation, veteran status, religion, or any other characteristic protected under state or federal law. Formal evaluations of a single individual over time should reflect a coherent set of expectations. Department chairs and other colleagues should not convey excessive optimism about a candidate’s prospects for tenure or promotion. Everyone who participates in reviews must scrupulously follow tenure and promotion policies and procedures, and administrators should take special care when reviewing candidates from their own disciplines. Ultimately, tenure decisions are based on faculty performance and satisfaction of the criteria for tenure, as determined by the president, and tenure is awarded by the Board of Governors. The specified process will be followed; however, in a case in which a procedural flaw is identified, the decision to grant or deny tenure shall not be based on the presence of a flawed process.

c. Guidelines for Tenure—All guidelines for tenure must fall within the general parameters outlined in the university statements on teaching, scholarship, and service (2.1.2).

Tenure-track positions typically begin with a department’s request for or agreement to establishing that particular faculty position to meet particular current (or anticipated) curricular needs. This is a starting point for refining and elaborating any specific criteria that will be used to guide a tenure-track candidate’s professional development, and to be considered when evaluating professional performance.

Within the first semester of tenure-track employment all faculty will receive a “tenure-track orientation” (2.1.6) to clarify guidelines for tenure.

Scholarly productivity standards vary across the colleges. The guidelines for reassigned time for scholarship (ranging from 1-6 credits), published in the Academic Affairs Operating Guidelines, will serve as the general college by college parameters for scholarly productivity.    


d. Specific Criteria for Tenure and Promotion—In considering any petition for tenure or promotion, the candidate will be judged only according to the criteria defined in this handbook for tenure and for the rank for which he or she is applying. The candidate will be expected to demonstrate professionalism and to meet all relevant criteria in order to qualify for promotion or tenure. A successful review for tenure is not merely a matter of competing a checklist of professional performance activities; rather, evaluation of a candidate’s portfolio is based on assessing how their professional performance speaks to potential and promise for sustained excellence. Where applicable, the extent and level of experience required for tenure and for promotion to each rank is detailed below. Tenure will not be awarded to holders of faculty appointment below that of associate professor. 

The six specific categories are as follows:
1. Education
2. Years of Credited Collegiate Faculty Experience
3. Teaching Competence
4. Service
5. Scholarly Activity
6. Visibility in the Discipline (for promotion to professor only)

Of the six categories, Category 3—Teaching Competence will normally have the greatest weight. To receive a favorable recommendation for tenure and promotion, performance in each category must at a minimum meet the standards identified below.




For Tenure

Research/Scholarship Requirements[footnoteRef:1] [1:  Examples: Relevant activity may include, but is not limited to, research, scholarly publications, conference presentations and publications, successful grant applications, public exhibits or performances, books, or anthologies. One must note which publications have appeared or have been accepted by refereed journals, and the percent of effort for jointly authored publications, and all work in progress. The quality of a publication is relevant to assessing the research/scholarship requirement.
] 

1. Active scholarly production is expected
2. Maintain high standards of research/creative activity
3. Make an active and continuing contribution to one’s field and demonstrate the potential for future significant contribution

Service Requirements[footnoteRef:2] [2:  Examples: Service on school or university committees, performance of departmental duties, implementation of program assessment, successful development of new courses, work with student groups, involvement in intramural activities, performance of program coordination, writing grant applications, conducting school visits, and representing the University at community events.
] 

1. Participate actively in the conduct of the University’s affairs (department, college, university)
2. Participate in service to the profession, one’s discipline, and/or community
3. Communicate and work well with committee chairs, colleagues and students

Teaching Requirements[footnoteRef:3] [3:  Examples: Teaching activities may extend beyond the classroom to include field or community settings or the use of technology. Effective teaching can include many pedagogical approaches, such as hands-on learning and use of high-impact practices, lectures, individual and group exercises, inquiry-based learning, discussion sessions, and other techniques. It can also include a wide range of activities such as coordinating and supervising students in learning experiences; collaborating with students on research, performance, artistic, and other projects; mentoring students; professional counseling of students (by counseling faculty); tutoring students; and enabling student access to and use of information and knowledge resources.
] 

1. Teaching Performance
a. Exemplary ability to teach and guide students in one’s discipline, and to carry out the teaching mission of the department
b. Communicate and work well with the department chair, colleagues, and students to carry out the teaching mission of the department, school, and university

2. Related Educational Activities
Participation in activities such as the following: academic mentoring and advisement, curriculum/program development, programmatic assessment of learning outcomes, membership on thesis committees, the development and evaluation of comprehensive exams, and other academic support activities that enhance student retention and student achievement. 

Additional Requirements
1. Education: Terminal degree appropriate to one’s discipline
2. Experience: A minimum of six years in a tenure-track position at the University of New Haven, or a minimum of three years in a tenure-track position at the university plus at least three additional years in a full-time tenure-track position at a regionally accredited four-year college or university




For Promotion to Professor

Research/Scholarship Requirements
1. Distinguished scholarly achievement
2. A consistent, substantial, and sustained record of quality scholarship.

Service Requirements[footnoteRef:4] [4:  Examples: Serving as department chair and/or chairing major university committees and/or projects and/or participating in faculty governance.
] 

1. Substantial and continuing leadership in meaningful service to the university community and/or profession or discipline
2. Working effectively with members of the university community in a variety of contexts
3. Significant contribution to the support and development of academic programs and courses
4. Effective student guidance

Teaching Requirements
Superior and sustained excellence in teaching, mentoring, guidance, and in carrying out the teaching mission of the department

Additional Requirements[footnoteRef:5] [5:  Examples of “visibility”: It may include, but is not limited to, external consulting, organizing meetings, reviewing manuscripts, exhibits and performances, patents, university outreach programs, membership on an editorial board, or office in a professional organization.] 

1. Education: Terminal degree appropriate to one’s discipline
2. Experience: A minimum of ten years of full-time tenured and tenure-track faculty service at the University of New Haven, or combined full-time tenured and tenure-track faculty service at the University of New Haven and at other accredited universities or colleges
3. Visibility in the Discipline: A clear contribution within one’s discipline or field of work, sufficient to create regional or larger visibility. Relevant activity depends on the candidate's field.

2.1.5  Recruitment, Hiring, and Assignment


a. Recruitment—The recruitment for a tenure-track position may be initiated by the department faculty, chair, or dean. The formal recruitment process requires discussion by the department faculty and chair of the need for a new or replacement faculty member and the area of expertise needed for the department’s teaching needs. The department chair makes a formal request for the position to the dean, explaining the need and providing a rationale for the proposed position. The dean, in consultation with the provost, determines whether resources are available for a new hire and whether the rationale for the area of expertise matches the university’s strategic needs. The provost, with the president’s assent, has final authority to approve the department’s request for a new or replacement position.

Upon approval by the provost of the request for the new or replacement position, the department chair in consultation with the department faculty, acting as a whole or through a committee, drafts a written job description, which must be approved by the dean and the director of human resources before publication. The job description must be sent to national publications in order to recruit from a national pool and to ensure a diverse candidate pool. The dean will provide a recruiting budget for each position, from which candidates’ travel expenses will be paid.

The department chair, in consultation with the dean, will appoint a faculty search committee, which will act at all times in accordance with the University’s Affirmative Action and search guidelines. The committee will review applications for the position and, in consultation with the department chair, will recommend to the dean up to three qualified candidates for personal on-campus interviews. The search committee will provide the department chair and the dean with copies of the candidates’ credentials before their on-campus visits. During the on-campus visits, the committee will ensure that the candidate meets with the department faculty, chair, and dean and may meet with the provost and president. During the on-campus visits, the committee and department chair will provide the prospective candidate with a copy of the Faculty Handbook and discuss the criteria for tenure and promotion.

The search committee will recommend to the department faculty and chair one qualified candidate for selection; the chair will forward the department’s recommendation to the dean. Should the dean concur with the department’s recommendation, the dean will forward the recommendation to the provost. Should the provost concur with the recommendation, he or she will make the official appointment.

Should the dean or provost disagree with the recommendation of the department, that individual will meet with the departmental faculty to discuss the search and the reasons for the disagreement. No candidate may be offered an appointment, either orally or in writing, without the approval of the provost.

b. Appointment—Appointments of tenure-track faculty are made by the president or the provost with the president’s written authorization upon the recommendation of the full-time tenured and tenure-track faculty in the department in which the individual will be appointed, the department chair, the dean, and the provost. With the exception of a tenured appointment of a senior faculty member, all initial appointments are probationary and are expected to be for a maximum of one academic year, subject to annual renewal during the six-year probationary period. Tenure-track faculty who have completed three years at the University of New Haven and who were found to be fully satisfactory in all three core areas (teaching, scholarship, service) in their mid-tenure review will receive a three-year contract for the remainder of their probationary period (2.1.8d). The rank offered new faculty members must be in accord with the requirements of that rank and will be specified after review by the appropriate department. If a hire is to be offered tenure and/or an academic rank higher than the individual previously held, or any hires at the rank of professor, the department and University Tenure and Promotion Committee must be consulted (providing at least the candidate’s CV), prior to issuing the contract. A faculty appointment is made in a specific academic unit (department or division). A faculty member’s “disciplinary area” should be specified in the initial hiring contract, as previously determined by the academic unit into which they are being appointed.

The total probationary period is six years. Probationary faculty will be evaluated annually. During their sixth year of probationary status, tenure-track faculty will be evaluated for promotion and tenure. Should promotion and tenure not be granted, a seventh-year appointment will be offered that will serve as the terminal tenure-track appointment. Tenure is granted only by action of the Board of Governors.

Newly hired faculty members with previous teaching experience at another accredited institution may be granted probationary period credit at the discretion of the president in consultation with the provost, dean, and the department chair and tenured faculty of the relevant department. Typically, no more than one or two years probationary period credit may be awarded; in rare instances a maximum of three years credit may be awarded. If three years probationary period credit is to be awarded, it must be with the consensus of the tenured and tenure-track faculty of the department. For tenure-track candidates awarded three years probationary period credit the “mid-tenure review” will be conducted in the spring of their first year at the university. The award of credit toward the probationary period must be in writing and must appear in the initial letter of appointment. The degree and manner in which prior professional performance (especially in the area of scholarship) will be considered in subsequent annual tenure-track evaluations, and evaluations for tenure and promotion, will be determined in consultation with the tenured faculty of the department, and will also be recorded in the initial letter of appointment. In extraordinary circumstances, tenure may be granted on appointment to a faculty member who has held equivalent faculty status at another reputable university or college.

c. Assignment—The composition, assignment, and scheduling of specific faculty responsibilities for tenured and tenure-track faculty are normally identified by the department chair in consultation and in agreement with the faculty member. The chair and the faculty member shall take into consideration the programmatic needs of students in making decisions regarding faculty assignment. If the faculty member and chair cannot reach agreement on the assignment for a specific academic term and/or for the academic year, the final determination of those assigned responsibilities is held by the dean.

Tenured and tenure-track faculty may be assigned duties other than those of their original appointment and may be outside their initial departments or programs. A faculty member whose change of assignment involves duties in two or more departments shall normally assume advising, office hours and other non- instructional work according to the percentage of load in each department. If a faculty member shares assignments in more than one college, the deans of those colleges will determine the assignment jointly. Assignment of tenured and tenure-track faculty outside of the original appointment must be approved by the provost.

I. Instructional Assignment—The base instructional assignment for tenured and tenure-track faculty will be the equivalent of 24 teaching credits annually. This primary responsibility includes classroom, laboratory, field, and/or activity classes; studio instruction; direct supervision of theses, independent projects, interns, or field experiences; distance learning, and directed study. Each tenured and tenure-track faculty member holds the responsibility to maintain and demonstrate currency in his or her academic discipline and to be fully prepared to perform his or her instructional duties.

Faculty with a Teaching Focus—Faculty members whose initial tenure-track appointment was prior to Fall 1990 may at their option and on an annual basis identify themselves as holding a teaching focus. Faculty declaring a teaching focus will teach 24 credits during each academic year and will not be eligible for reassignment of a portion of the 24 teaching credits to support research or creative activity. However, they are responsible for being able to demonstrate that they continue to maintain currency in their academic disciplines. The total percentage of faculty in a school or department identifying a teaching focus if possible should also be consistent with the requirements of disciplinary accreditation standards. Reassignments of a portion of the 24 teaching credits for performance of coordinating activities may be made. Faculty members who have declared a teaching focus may choose to drop the designation in each subsequent academic year by notifying their chair and dean at the end of the annual evaluation cycle.

II. Assigned and Re-Assigned Time—Tenured and tenure-track faculty may be assigned a portion of their 24 credits normally assigned to direct instruction to other faculty duties. Such assignments may be made when in the interest of the University of New Haven the magnitude of effort and time required to perform these specified duties warrants a reduction in assigned teaching load to allow for the accomplishment of the specified outcomes. The reassignment of a portion of the 24 teaching credits may be made in support of faculty activities beyond that normally expected of a tenured or tenure-track faculty member with accompanying expectations of an appropriate quality and magnitude of outcomes in categories such as the following: (1) Instructional and Curricular Development or significantly large class sizes; (2) Research, Scholarship, and Creative Activity; and (3) Service to the University, Profession, or Community, including shared governance, program coordination, and service as department chair.

Because instruction is a primary responsibility, the department and dean must consider responsibilities for full-time-equivalent student targets, curriculum delivery, and budgetary constraint as part of the management of potential assigned time. Assigned time is subject to review at the college and university levels. Assignments carry accountability. Tenured and tenure-track faculty receiving assigned time must expect these activities to be reviewed as part of various evaluation processes. The provost holds final approval for the distribution of assigned and re-assigned time across the university.


2.1.6  Tenure-Track Orientation


All new tenure-track candidates must receive a “tenure-track orientation” within one semester of beginning at the University of New Haven. The “tenure-track orientation” is organized by the department chair, and includes the participation of all tenured faculty in the department. The “tenure-track orientation” will review the Faculty Handbook’s requirements and criteria for tenure, the schedule for all remaining tenure-track reviews, and resolve any questions the candidate may have about any elements of the process and criteria.

2.1.7  Peer Classroom Evaluations for Tenure-Track Candidates

Every tenure-track candidate will receive at least one classroom peer observation every semester. Each department chair or his/her designee will observe at least one of the probationary faculty member’s courses every year, and will provide suggestions for improvement if appropriate. One additional tenured colleague (preferably from the same department; chosen with the agreement of the candidate and the department chair) will complete at least one additional classroom observation in the other semester of that academic year.

All candidates must additionally receive a classroom observation by a tenured faculty member from outside their home department at least once prior to the “mid-tenure review,” and at least once more after the “mid-tenure review” and prior to the tenure review.

2.1.8  Tenure-Track Reviews and Reappointment

In the context of this section of the Faculty Handbook (“Part Two: Terms and Conditions of Employment for Tenured and Tenure-Track Faculty”) the term “reappointment” means reappointment on the same, continuing tenure-track line.

In the context of this section of the Faculty Handbook (“Part Two: Terms and Conditions of Employment for Tenured and Tenure-Track Faculty”), the terms “probationary year” and “years of employment,” are defined as follows: For a candidate granted three years of probationary period credit in their initial hiring contract, the first year of employment at the university is considered their fourth probationary year. For a candidate granted two years of probationary period credit in their initial hiring contract, the first year of employment at the university is considered their third probationary year. For a candidate granted one year of probationary period credit in their initial hiring contract, the first year of employment at the university is considered their second probationary year. For all other candidates the first year of employment at the university is considered their first probationary year.

Tenure-track faculty must be informed prior to the start of the last probationary year if the University determines it will not award tenure due to financial or programmatic needs. This notification is the responsibility of the provost.

a. Annual Tenure-Track Reviews—Annual tenure-track progress evaluations are intended to perform two equally important functions. First, these are the primary means by which decisions are made regarding possible reappointment. Second, and no less important, these are primary means by which constructive peer guidance is shared concerning continual progress in achieving excellence in teaching, scholarship, and service. 

Therefore, every annual tenure-track review should be designed as guidance and support for ongoing professional development. The tenure-track process should not be considered an antagonistic one. While the tenure-track process fulfills a critical role in vetting candidates to assess and evaluate potential for future success, it is better understood as a vehicle of mutual investment, proactively guiding and supporting candidates in their development toward such success. 

All tenure-track candidates must receive a tenure-track review every year. All decisions concerning reappointment or non-reappointment are based on the results of these annual tenure-track reviews.

In the “tenure-track orientation” (2.1.6), the department chair or other responsible administrator will have explained to every tenure -track faculty member the standards for reappointment, tenure and promotion, and the cycle for evaluations of his or her progress in meeting these requirements. However, it is that faculty member’s responsibility to make consistent progress on all criteria and to demonstrate his or her progress in the evaluation portfolio.

Evaluations should be candid and expressed in written form. They should include specific examples illustrating the quality of performance (where appropriate), constructive criticism of any potential areas for improvement, and practical guidance for future efforts. It is the responsibility of department chairs to ensure that all appropriate elements of professional development support are made available, as department and college budgets allow.

All tenure-track reviews must be conducted with the participation of the faculty member and his or her academic peers. To be recommended for continuation, a tenure-track faculty member must make continuous progress toward meeting all requirements for tenure and promotion.

It is the responsibility of each department chair to ensure that each of their tenure-track faculty have received the required form of review in the required fashion. It is the responsibility of the provost’s office to audit all departments annually to confirm that all required reviews have been conducted properly. This quality control and verification system will include the following components:

Quality Control and Verification
1) All department chairs will maintain a tenure-track review list including:
a) List of all tenure-track candidates in the department
b) Dates of each scheduled review for every tenure-track candidate
c) For each review – Checklist of what’s to be done 
2) All department chairs will maintain a notification deadline checklist including:
a) Checklist to confirm properly completed review for all December 15 notification deadlines
b) Checklist to confirm properly completed review for all March 1 notification deadlines
c) Checklist to confirm properly completed review for all June 1 notification deadlines
3) The Provost’s Office will maintain a list, by department, of all tenure-track candidates and review deadlines
a) Confirm completion of all reviews in advance of notification deadlines
i. Notify chairs of any outstanding reviews in time to satisfy notification deadlines
ii. Checklist to confirm completion of reviews 
b) Confirm Provost/HR action for any notification of non-renewal of TT contracts

b. Initial Tenure-Track Review—Tenure-track candidates in their first year of employment at the University of New Haven must undergo an “initial tenure-track review” in the month of February in the year following their appointment (no later than February 21). This includes candidates for whom one year of probationary period credit was granted. Candidates with two or three years of probationary period credit will receive a mid-tenure review as defined in Section 2.1.8d below in lieu of an “initial tenure-track review.”[footnoteRef:6]   [6:  In cases where a faculty member in their first year of employment at the university has two or three years of probationary period credit and a mid-tenure review is given in lieu of the “initial tenure-track review,” the usual March 1 notification deadline of non-reappointment for first year faculty is extended to June 1. ] 


This “initial tenure-track review” should consider all professional performance since the candidate’s appointment (including the “classroom observation(s)” and student course evaluations), plus whatever prior elements were agreed to if probationary period credit was granted. This review will be conducted by the department chair and must include input from all tenured faculty in the department. The department chair must meet with the candidate in person to discuss the review, and must convey their assessment both orally and in writing. The candidate must be allowed no less than seven calendar days to respond in writing if they wish.

If the “initial tenure-track review” is overall positive, then the candidate will be recommended for reappointment to their second year of tenure-track employment. This recommendation is reviewed by the dean and forwarded to the provost, who makes the final decision regarding reappointment. 

If the “initial tenure-track review” is negative in two or more of the core areas then the department chair will forward the review to the dean. The dean will then consider the case, and may recommend non-reappointment to the provost. The candidate must be allowed no less than seven calendar days to respond in writing if they wish. The provost will make the final decision on reappointment. If the provost decides not to reappoint, this must be conveyed to the candidate both in person and in writing prior to March 1.

c. Review and Reappointment in the Second, Fourth, and Fifth Probationary Years—All untenured probationary tenure-track faculty members must receive some form of tenure-track evaluation every year. In the first probationary year this will be the initial tenure-track review as defined in Section 2.1.8b above. In the second, fourth, and fifth probationary years the annual tenure-track review will be conducted by the department chair as described in this section below. In the third probationary year (i.e., three years prior to the scheduled application for tenure), the candidate will receive a “mid-tenure review” as described in Section 2.1.8d below. In the fifth probationary year review (i.e., one year prior to the scheduled application for tenure), if the candidate is deemed to be in significant danger of being unsuccessful in the upcoming tenure application, the chair will convene a meeting of all tenured faculty in the department for a comprehensive review. If a fifth-year department-level review concurs that a successful tenure application remains possible, but highly unlikely, an option for retreating to a 2-year, nonrenewable, non-tenure-track contract (with existing rank continued) should be made available.

For the second, fourth, and fifth probationary year reviews, the department chair must request input from all tenured faculty members in the department regarding each probationary faculty member’s performance.

The department chair will meet with each probationary faculty member and will communicate the results of the annual review and resulting recommendation both orally and in writing. The probationary faculty member will be given no less than seven calendar days to respond to the review and recommendation both orally and in writing.
Results of the annual review of each probationary faculty member, the recommendation regarding possible reappointment, and any written response from the faculty member being evaluated will be transmitted to the appropriate college dean and to the provost. The dean will review the faculty member’s portfolio, the department chair’s evaluation and recommendation, and any response from the faculty member prior to recommending reappointment to the provost, and will meet with each probationary faculty member prior to forwarding his or her recommendation to the provost. If the dean disagrees with a department’s decision on reappointment, they must meet in person with the department (all tenured faculty and the chair) and attempt to resolve the disagreement. If consensus cannot be reached, the recommendations from the department and the dean will both be simultaneously forwarded to the provost.

The provost will review all of the materials prior to reaching the final decision regarding reappointment. The provost will issue a letter to the faculty member identifying the decision to reappoint or not to reappoint. The decision not to reappoint is not subject to the provisions of Section 2.10.

For probationary faculty in their first year of employment at the university, a decision not to offer reappointment must be communicated to the faculty member by March 1. For probationary faculty members who have served at the university for more than one year but less than two, the decision must be communicated to the faculty member by December 15. A decision not to reappoint a faculty member who has served at the university for more than two years must be communicated to that individual twelve months prior to the end of the appointment.

d. Mid-tenure Review—In April of the third probationary year (i.e., three years prior to the scheduled application for tenure) each candidate will receive a comprehensive mid-tenure review. The candidate’s portfolio must include at minimum the following elements:
· A copy of the original hiring contract, confirming the originally scheduled timeline for tenure review and confirmation of prior work if appropriate.
· A copy of the tenure-track orientation agreement described in Section 2.1.6.
· A current full CV.
· All student course evaluations.
· All peer classroom observations.
· A listing of all completed scholarship and a summary of work in progress.
· A listing of all service activities.
· Copies of the initial tenure-track review and the second-year tenure track review, if applicable.

The candidate’s portfolio will be reviewed by the College Tenure and Promotion Committee. The College Tenure and Promotion Committee does not take a vote for this review. They must conclude their review with a written statement that fully reflects the opinions of all members (without attribution). This statement must be shared with the candidate at an in-person meeting with the department chair. The candidate will have no less than seven calendar days to prepare a written response, if desired. The College Tenure and Promotion Committee’s written statement and any candidate’s response are then forwarded to the University Tenure and Promotion Committee.

The dean will also review the candidate’s portfolio, and will communicate his or her evaluation to the candidate both in person and in writing. The dean must meet with the candidate in person to discuss his or her evaluation. The candidate will have no less than seven calendar days to prepare a written response, if desired. The dean’s written statement and any candidate’s response are then forwarded to the University Tenure and Promotion Committee.

The University Tenure and Promotion Committee will review the candidate’s portfolio, the College Tenure and Promotion Committee’s review, the dean’s review, and any responses from the candidate. Based on a majority vote by secret ballots, they will forward their recommendation to the provost. The provost will make the final decision on reappointment. If the provost decides not to reappoint, this must be conveyed to the candidate both in person and in writing prior to June 1. 

Candidates who are in their third year of tenure-track employment at the university (i.e., those whose contract did not include any probationary period credit) and are fully successful in their mid-tenure review (i.e., demonstrating satisfactory progress in all three core areas of teaching, scholarship, and service), will be awarded a 3-year contract for the remainder of their candidacy. They will still receive fourth and fifth probationary year reviews as described above, but not for the purpose of determining reappointment.

Candidates being reappointed, but whose initial hiring contract granted probationary period credit, or who showed less than fully satisfactory progress in all three core areas, will continue to utilize one-year tenure-track contracts.

Candidates whose initial hiring contract granted three years probationary period credit, and who showed less than fully satisfactory progress in all three core areas, may request an extension of their probationary period by a maximum of one year. Such an extension must be approved by the provost, dean, and department chair.

2.1.9  Application and Review for Tenure and Promotion


a. Initiating an Application—An application for promotion or tenure should be initiated in writing by the candidate, who must notify the chair of the University Tenure and Promotion Committee of his or her intent to apply. The candidate will be responsible for compiling all supporting material, soliciting letters of recommendation, and forwarding his or her application package to the chair before the announced deadline.

b. Assembling the Portfolio—The candidate shall consult with his or her department chair concerning the assembling of the candidate’s portfolio. The portfolio should conform to the published guidelines of the University Tenure and Promotion Committee. The chair of the University Tenure and Promotion Committee may be consulted to resolve any questions concerning the proper assembly of a tenure portfolio. 

c. Soliciting External Reviewers—The candidate will present their department chair with a list of at least 5 names of potential external reviewers qualified to evaluate the scholarship section of the candidate’s portfolio. The department chair, in consultation with the dean, may also identify potential external reviewers not on the candidate’s list. The chair will then inform the candidate of all potential reviewers, at which point the candidate may identify individuals whom they would prefer not be solicited to submit a review. The chair will then consult with the dean concerning the selection of two (2) willing external reviewers, at least one of which will be from the candidate’s list. The candidate may not either select or veto the external reviewers, whose letters will be confidential and will not be shared with the candidate. All external reviewers will be provided the same cover letter and instructions, as established by the University Tenure and Promotion Committee. Once the external reviewers’ letters are received, the chair of the University Tenure and Promotion Committee will ensure that they are confidentially added to the candidate’s portfolio. 

d. Compiling the Department’s Evaluation—For applications for tenure, all tenured members of the candidate’s department will receive a copy of the portfolio (now including the external reviewers’ letters). These department colleagues will review these materials and compose a single narrative discussing the views of each member (without attribution). For applications for promotion to professor, only the department’s professors will engage in this step. The department’s evaluation will be added to the candidate’s portfolio.

The candidate may add to their portfolio documents or statements to clarify issues raised by subsequent levels of review, and may add information about very recent developments. Such additions to an otherwise complete portfolio can only be done through the chair of the University Tenure and Promotion Committee, who has final say in unlocking a portfolio for edits or additions.  

e. Distributing the Portfolio—Once the department’s evaluation is added to the candidate’s portfolio it is considered complete. The portfolio (now including the candidate’s added statements/information, the external reviewers’ letters and the department’s evaluation) will first be made available to the members of the College Tenure and Promotion Committee. Only after the College Tenure and Promotion Committee has concluded its review and added its recommendation to the portfolio will it be made available to the dean and the University Tenure and Promotion Committee. Only after the University Tenure and Promotion Committee has concluded its review (including any appeals process) and added its recommendation to the portfolio will it be made available to the provost. Only after the provost has concluded his or her review and added a recommendation will the portfolio be made available to the president.

f. Meetings of the College Tenure and Promotion Committees—The College Tenure and Promotion Committee will meet to review the candidate’s completed portfolio against the established criteria for tenure and/or promotion.  The committee chair will record the consensus of the committee. A vote by secret ballot will be taken at the meeting. The candidate must have a majority of positive votes in order to receive a positive recommendation by the College Tenure and Promotion Committee. Abstentions will be viewed as a vote not to support the promotion or tenure recommendation.

The committee chair will prepare a narrative that discusses the views of the committee members with respect to the candidate’s performance on each of the criterion for promotion and tenure. The chair will circulate a draft of the narrative for comment and possible correction by the members of the committee. The committee narrative will be shared with the candidate. The candidate may respond in writing to the committee chair within seven (7) calendar days if desired. The committee chair shall then add the recommendation of the College Tenure and Promotion Committee, including the candidate’s views if any, to the candidate’s portfolio.

Once all candidate portfolios from a given college have been updated with the findings of the College Tenure and Promotion Committee, the committee chair will notify the dean and the chair of the University Tenure and Promotion Committee that the portfolios are ready for the next levels of review.

a. The Dean’s Evaluation—The University Tenure and Promotion Committee and the dean will receive portfolios at the same time. Each candidate’s respective dean will consider the candidate’s portfolio against the established criteria for tenure and/or promotion. The dean will submit a written evaluation for addition to the candidate’s portfolio. Once the evaluation has been added the dean will inform the chair of the University Tenure and Promotion Committee.

b. The University Tenure and Promotion Committee’s Evaluation—The University Tenure and Promotion Committee will consider the candidate’s portfolio (now including the dean’s letter) against the established criteria for tenure and/or promotion. Once the University Tenure and Promotion Committee has concluded its review (including any appeals process), their recommendation will be added to the candidate’s portfolio. When the committee has concluded all scheduled reviews and updated all candidate portfolios, the chair of the committee will notify the provost.

c. The Provost’s Evaluation—The provost will consider the candidates’ portfolios (now including the letters from all previous levels), against the established criteria for tenure and/or promotion. The provost will then add their recommendations to each candidate’s portfolio, and simultaneously forward those recommendations directly to the president.

d. The President’s Evaluation—The president will consider the candidates’ portfolios and accompanying recommendations, make the final decisions, and report his or her decisions to the candidates, to the University Tenure and Promotion Committee, and to the Board of Governors. Should the president, in consultation with the provost, not feel able to concur with a recommendation by the committee, he or she should so inform the chair of the committee in writing and include reasons for non-concurrence. 

2.1.10  University Tenure and Promotion Committee Meeting Procedures (Primary Hearing, Appeals)


a. The primary hearing 

1. Discussions by the University Tenure and Promotion Committee should be attended by ALL members of the committee. If a member is unable to attend, the alternate from the absent member's school will serve. Otherwise, the chair will postpone deliberations until such time that the regular members are again able to attend. 

2. All information, discussion, and votes taken during the meeting are to be held completely confidential by members of the committee and not disclosed to others except as designated in Section 2.1.10a.7.

3. Each candidate's dean will submit a written evaluation. 

4. The University Tenure and Promotion Committee shall maintain a record of all actions. 

5. All decisions of the University Tenure and Promotion Committee must be arrived at by secret ballot without comment and will contain a record of whether (in the mind of the voter) the candidate has satisfied all of the criteria for promotion and/or tenure.

6. Recommendations, both positive and negative, with reasons for the same, will be sent to the provost and the president after the appeal process is completed. The actual vote (numbers of yes and no ballots) will be sent to the provost. Relevant documentation should be retained by the Senate, and candidates' application materials shall be made available to the provost and the president. Should the president, in consultation with the provost, not concur with a recommendation by the committee, he or she should so inform the chair of the committee in writing and include reasons for non-concurrence. 

7. At the end of the annual tenure and promotion process, each applicant’s documents, including the indexed list of supporting documents, shall be sealed and forwarded to the University’s Office of Human Resources, as custodian of record. The documents shall be kept for six years after the tenure decision or one year following termination, whichever is later.

b. Appeals

1. In the event that the University Tenure and Promotion Committee's recommendation be a denial, the candidate shall be notified by the chair of the committee and given reasons for the negative votes.

2. Any decision by the University Tenure and Promotion committee may be appealed by the candidate by requesting a hearing with the committee. To initiate the appeal process, the candidate should notify the chair of the committee within ten working days from the date of the notification letter written by the chair of the University Tenure and Promotion Committee.

3. At the appeals hearing, the candidate will be given the opportunity to appear, either directly or through others of his or her choosing, to present and defend his or her case. Only after such a hearing shall the committee make its official recommendation. 

4. The right of a faculty member to constitutional grievance procedures with respect to process in tenure and promotion decisions shall not be denied. (See Section 2.14.1.)

5. Any unresolved conflict regarding procedures or substantive issues between the University Tenure and Promotion Committee and the General Grievance Committee shall be adjudicated by the president of the University. (See Section 2.14.) 

6. Faculty may make a final appeal to the president.

2.1.11  Calendar


The following is the recommended calendar for tenure and promotion committee deliberations. If a date falls on a weekend or holiday, the due date becomes the last working day before the prescribed date. 

April 1:	Each potential candidate for tenure or promotion must confirm to the chair of the University Tenure and Promotion Committee and his/her chair and dean their intention to apply. The provost will provide the chair of the University Tenure and Promotion Committee with a list of all faculty serving in the final pre-tenure year.

April 15: External reviewers nominated.

April 30: External reviewers selected by dean, chair and candidate.

June 30: Candidate portfolios distributed to external reviewers.

September 1: External reviewer letters received by department chair
 
October 10:  Each candidate should complete their portfolio for distribution to the department.

October 15: All external reviewer letters should be added to candidate portfolios.

The remainder of the calendar will be published annually by the provost by October 10 following consultation with the University Tenure and Promotion Committee. 

The process employed will permit a minimum of four weeks for committees or individuals to review the portfolio, deliberate, and forward the recommendation. In addition, the calendar will permit a minimum of one week for the candidate for promotion or tenure to provide an optional written statement to accompany the recommendation to the next level. 

Each candidate will receive a copy of the recommendation forwarded by the committee or individual to the next level.
2.1.12  Persons Subject to the Provisions of this Document

Faculty members hired before this document goes into effect and wishing to apply for tenure and/or promotion within five years of its going into effect may choose to be evaluated according to the previous criteria. If such a choice is made, that must be communicated in writing to the Chair of the University Tenure and Promotion Committee when initiating their application under 2.1.9a.
2.1.13  Ad Hoc Personnel Committees

Faculty with formally identified joint appointments in two or more academic departments or divisions will be reviewed for retention, promotion, and tenure decisions by an ad hoc personnel committee. 

a. If all of the departments or divisions are in a single college, the dean will appoint a faculty personnel committee of six tenured faculty members to serve in the role of the department personnel committee for that individual for that particular decision. The six faculty will include the chairs of each department or division in which the joint appointment is held, the most senior tenured faculty member from each department or division and additional tenured full professors from the departments or similar departments selected by the dean. 

b. If the departments or divisions are in more than one college, the provost will appoint the committee following the same criteria identified in Section 2.1.13.a. In these situations, the deans will jointly prepare the dean’s evaluation in the reappointment, tenure, and promotion processes.

c. The provost will develop and distribute general guidelines for the operation of the ad hoc personnel committees.

Section 2.2—Other Faculty Appointments



a. The University may appoint an individual to a non-tenure track position in one of six non-tenure-track faculty classifications (lecturer, senior lecturer, professional in residence, practitioner in residence, visiting professor, or adjunct). The general description of these ranks and titles is contained in Section 3.1. The terms and conditions of employment for individuals appointed to non-tenure track titles are contained in their individual employment contracts (letters of appointment) and are not part of this Faculty Handbook unless specifically identified in this handbook.
 
b. Faculty members who regularly teach in multiple departments would ordinarily hold joint appointments (2.1.3). However, tenure-track and tenured faculty members often make substantial contributions to departments other than their own in ways less formal than would justify a joint appointment. These contributions may be recognized by means of secondary appointments. There is usually no commitment of funds, space or other support involved in a secondary appointment, and the faculty member has no voting privileges in the secondary department. 

1. Secondary Appointment Process

The secondary appointment should be included in the professorial title. The dates of the secondary appointment must be indicated in the letter of appointment. The Chair of the secondary department and the Dean (or Custodial Dean, in the event of a virtual department) should submit a letter authorizing the appointment to the Chair of the primary department and the Dean (or custodial dean) of that college. A recommendation to appoint an existing member of the tenured or tenure-track faculty line to a secondary appointment is initiated by the department wishing to offer it; the primary department may not initiate a secondary appointment in another department or school. Recommendations should include background that justifies the secondary appointment. The appointment form must be signed by the Chairs and Deans of both the primary department and college and the secondary department and college. The recommendation is submitted to the Provost. 

2. Duration of Secondary Appointment

A secondary appointment may not extend beyond the end date of the faculty member’s primary appointment.

3. Secondary Appointment Rank and Tenure

A secondary appointment is made at the same rank as the faculty member’s primary appointment. The title of a faculty member who has been appointed to a secondary appointment should read [Primary rank] of [discipline or department name as appropriate] and, by secondary appointment, of [discipline or department name as appropriate]. When an individual who holds a secondary appointment is promoted to higher rank or granted tenure, the secondary appointment must be renewed by means of a recommendation originating from the secondary department and signed by the Chairs and Deans of both the primary department and college and the secondary department and college to the Provost.
Section 2.3—Professional Development
2.3.1 General Guidelines
Professional development refers to the acquisition and dissemination of knowledge or the acquisition of information and skill that enables a faculty member to become more proficient in his or her professional endeavors, and thus better contribute to the mission, vision, goals, and priorities of the department, college, and university. University faculty are encouraged to participate in and avail themselves of professional development opportunities including those that are programmatically sponsored and provided by the university as well as those of outside agencies and organizations. The university establishes annually a pool of funds for faculty professional development and allocates a portion of these funds as equitably as possible to each college. The funds are allocated by the deans.  A Professional Development Committee in each college will advise the dean on guidelines and criteria to be applied in distributing the funds within the college. Tenured, tenure-track, and full-time-non-tenure-track faculty may apply for these funds.

Professional development funds may be used to support a number of activities including but not limited to travel to meetings and conferences, participation in workshops and short courses, development and incorporation of new teaching styles and methodologies, disciplinary and interdisciplinary retooling efforts, preparation of manuscripts, and purchase of research materials that are otherwise unavailable.

It is generally expected that the university shall provide faculty with access to their field’s major scholarly publications. If such access cannot be provided, the dean may elect to approve a request for a faculty member to use professional development funds for journal subscriptions.

Applications for professional development funds should be submitted to the appropriate department in a timely fashion prior to the travel or activity start date to allow for appropriate review. Applications for professional development funds must be endorsed by both the department chair of the appropriate department and the dean of the college. Each dean will provide the provost with an annual report of the allocation of professional development funds.

2.3.2 Professional Development Committees
Each college will establish a Professional Development Committee. See Section 4.5.4.

Section 2.4—Faculty Rights and Responsibilities
2.4.1 Faculty Rights

a. Right to Expression of Views. The faculty, both individually and collectively, has a right to express their concerns and opinions to the administration about all aspects of the university without retaliation. This right includes queries, complaints, suggestions, and any other communication that the faculty, through its representatives, deems worthy of expression. This right is anchored in The Constitution of the Faculty, which provides for the faculty to elect representatives to express the collective views of the faculty, and further describes the system of elected representatives.

When the faculty exercises its right to communicate concerns to the administration through its collective representatives, it has a corresponding right to expect a response from the administration in a timely fashion.

This right of the faculty to communicate collectively through their representatives with the administration in no way abridges the right of each and every member of the faculty to express his or her individual views.

b. Right to Performance Evaluation. Each faculty member has a right to an annual performance evaluation. This evaluation will be based upon his or her teaching, research and/or creative activity, and service to the University, profession, and/or community within the context of his or her faculty assignment during the specified period of time.

The format and criteria for annual performance evaluations are described in Section 2.11. Annual performance evaluation criteria may not conflict with University criteria for promotion and tenure.

c. The Right to Academic Freedom. The Faculty of the University of New Haven have a right to academic freedom as it is commonly understood in American universities. This right is set forth in the following excerpt from the “1940 Statement of Principles on Academic Freedom and Tenure” endorsed by the American Association of University Professors.

	1. Teachers are entitled to full freedom in research and in the publication of the results, subject to the adequate performance of their other academic duties; but research for pecuniary return should be based upon an understanding with the authorities of the institution.

	2. Teachers are entitled to freedom in the classroom in discussing their subject, but they should be careful not to introduce into their teaching controversial matter which has no relation to their subject.

	3. College and university teachers are citizens, members of a learned profession, and officers of an educational institution. When they speak or write as citizens, they should be free from institutional censorship or discipline, but their special position in the community imposes special obligations. As scholars and educational officers, they should remember that the public may judge their profession and their institution by their utterances. Hence they should at all times be accurate, should exercise appropriate restraint, should show respect for the opinions of others, and should make every effort to indicate that they are not speaking for the institution.
2.4.2 Responsibilities of Tenured and Tenure-Track Faculty

All faculty are expected, at a minimum, to engage in the following activities:

	a. Maintain competence and expertise in the field in which the faculty member is employed to teach, staying abreast of current research and developments in the field.

	b. Produce scholarly research and/or creative activities consistent with the requirements for the faculty
member’s specific classification and rank in accordance with other sections of the handbook.

	c. Contribute through service to the department, college, university, profession, and/or community. 

	d.	 Post and attend regular office hours convenient to students.
	e. Be available to read and answer email and other correspondence from students and colleagues throughout the work week.

f. Be present on campus or other university-approved work site and available to interact with students and attend meetings the equivalent of four days per week during the academic year.

g. Plan courses, provide a syllabus complete with calendar of the semester’s work and assignments, expected student learning outcomes, and grading policy at the beginning of the course, and update it when necessary.

	h. Ensure appropriate standards of student integrity in assigned work.
	i. Order books for the courses in a timely fashion.
j. Meet classes as scheduled during the academic term and during final exams; follow defined process to ensure coverage of classes because of illness or during approved absences.

	k. Advise students.
l. Interact with students outside of class to support their academic progress, supervising research projects, arranging internships, etc.

	m. Submit grades within established timelines.

n. Work in a collegial fashion with colleagues to ensure a full program of instruction in the field or program.

	o. Anticipate and avoid potential conflicts in interest.

	p. Attend at least one commencement event each academic year.

In general, faculty will be provided appropriate levels of support to the extent feasible within budgetary constraints to satisfy fully their required responsibilities.

2.4.3 Classroom Attendance and Advising Policy

Faculty members are expected to be available to be on campus from one week before the first day of fall semester through University Commencement, with the exception of semester break.

All faculty, including non-tenure track and adjunct faculty, are expected to meet their assigned classes punctually on a regular basis and to hold class as scheduled, including final examinations. If a faculty member becomes ill and cannot attend class, he/she must notify the department chair and where appropriate to the program director or coordinator. The chair or the program director or coordinator will identify an appropriate substitute instructor or, if necessary, will cancel the class. Cancelled classes must be made up as soon as possible or as appropriately arranged.

The faculty member shall not enroll or refuse to enroll students in courses on the basis of their race, gender, national origin, religion, beliefs, color, age, disability, or sexual orientation, or otherwise unlawfully discriminate among them. The faculty member has the right to maintain and enforce classroom behavior conducive to the learning process for all students involved. When grades or other evaluations of academic performance are required, a faculty member shall provide the University with such grades or evaluations of each student on the basis of academic performance. A faculty member shall return tests and required papers to students within a reasonable time with appropriate comments and/or grades.

All faculty members are expected to serve as academic advisors to students. The department chair may assign individual students to faculty for advising purposes. Faculty members are expected to be thoroughly familiar with major and degree requirements in advising students. Faculty may also be expected with compensation (see Provost’s Compensation Guidelines) to participate in summer advisement of incoming students, as in SOAR, transfer advisement, etc.

The faculty member is not authorized to make representations or commitments on behalf of the University which are contrary to or not supported by authorized University policies, regulations, or procedures.

2.4.4 Availability and Office Hours

A full-time faculty member shall be regularly available on campus during the academic year. (A part-time faculty member shall regularly be available on campus in proportion to the percentage of time for which he/she is employed.) Each faculty member shall establish, post, and make students aware of regular and adequate office hours so distributed through the week as to be of maximum convenience to the students. Guidelines regarding the number and distribution of office hours will be published in the Academic Affairs Operating Guidelines.  Additional office hours will normally be needed during registration and examination periods. A copy of the office hours schedule is to be submitted to the appropriate department chair and college dean at the beginning of each semester.

2.4.5 Code of Professional Ethics

The University of New Haven adopts the “Statement on Professional Ethics” developed by the American Association of University Professors.

a. Professors, guided by a deep conviction of the worth and dignity of the advancement of knowledge, recognize the special responsibilities placed upon them. Their primary responsibility to their subject is to seek and to state the truth as they see it. To this end professors devote their energies to developing and improving their scholarly competence. They accept the obligation to exercise critical self-discipline and judgment in using, extending, and transmitting knowledge. They practice intellectual honesty. Although professors may follow subsidiary interests, these interests must never seriously hamper or compromise their freedom of inquiry.

b. As teachers, professors encourage the free pursuit of learning in their students. They hold before them the best scholarly and ethical standards of their discipline. Professors demonstrate respect for students as individuals and adhere to their proper roles as intellectual guides and counselors. Professors make every reasonable effort to foster honest academic conduct and to ensure that their evaluations of students reflect each student’s true merit. They respect the confidential nature of the relationship between professor and student. They avoid any exploitation, harassment, or discriminatory treatment of students. They acknowledge significant academic or scholarly assistance from them. They protect their academic freedom.

c. As colleagues, professors have obligations that derive from common membership in the community of scholars. Professors do not discriminate against or harass colleagues. They respect and defend the free inquiry of associates. In the exchange of criticism and ideas professors show due respect for the opinions of others. Professors acknowledge academic debt and strive to be objective in their professional judgment of colleagues. Professors accept their share of faculty responsibilities for the governance of their institution.

d. As members of an academic institution, professors seek above all to be effective teachers and scholars. Although professors observe the stated regulations of the institution, provided the regulations do not contravene academic freedom, they maintain their right to criticize and seek revision. Professors give due regard to their paramount responsibilities within their institution in determining the amount and character of work done outside it. When considering the interruption or termination of their service, professors recognize the effect of their decision upon the program of the institution and give due notice of their intentions.

e. As members of their community, professors have the rights and obligations of other citizens. Professors measure the urgency of these obligations in the light of their responsibilities to their subject, to their students, to their profession, and to their institution. When they speak or act as private persons, they avoid creating the impression of speaking or acting for their college or university. As citizens engaged in a profession that depends upon freedom for its health and integrity, professors have a particular obligation to promote conditions of free inquiry and to further public understanding of academic freedom.

2.4.6 Policy on Conflicts of Interest and Commitment

With the acceptance of a full-time appointment at the University of New Haven, an individual makes a commitment to the University that is understood to be full-time in the most inclusive sense. Every faculty member is expected to accord the University his or her primary professional loyalty, and to arrange outside obligations, financial interests and activities so as not to conflict with the overriding commitment to the University.

The term “conflict of interest” refers to situations in which financial or other personal considerations may compromise, or give the appearance of compromising, an employee’s professional time, energy, or judgment in administration, management, instruction, research and other professional activities. The bias such conflicts could conceivably impart may inappropriately affect the goals of research, instructional, or administrative programs. The education of students, the methods analysis and interpretation of research data, and the hiring of staff, procurement of materials, and other administrative tasks at the University must be free of the undue influence of outside interests.

The mere appearance of a conflict may be almost as serious and are potentially as damaging as an actual distortion of instructional, research, or administrative goals, processes, or outcomes. Reports of conflicts based on appearances can undermine public trust in ways that may not be adequately restored even when the mitigating facts of a situation are brought to light. Apparent conflicts, therefore, should be evaluated and managed with the same vigor as known conflicts.

Conflicts of interest have the potential to bias directly or indirectly many activities and aspects of the academic endeavor, particularly when employees are in a position to set University policies, manage contracts, select equipment and supplies, involve students in sponsored projects, or when they have other administrative roles in which objectivity and integrity are paramount. Faculty members who are unsure as to whether their current or future actions may pose a conflict of interest should consult with their department chair and dean. The dean will notify the provost.

Full-time members of the University’s faculty are expected to engage in a variety of professional, cultural, governmental, and humanitarian activities external to the institution. Such activities are intended to enhance the faculty member’s contributions to the education process and not to interfere with the faculty member’s primary obligations and assignments within the University.  Such activities can consume no more than the equivalent of one day per work week during the faculty member’s teaching year. Teaching at other colleges or universities may be permitted provided that there is full disclosure to the University; a determination by the dean in consultation with the department chair that the teaching load is not excessive; and no harm is foreseen to the University’s enrollments, educational quality, or fiscal stability. Unauthorized teaching in programs which compete directly with University programs is viewed as a conflict of interest.

Consulting and similar business activities, including any active role in a for-profit corporation, is a legitimate faculty activity only if it does not consume more than the equivalent of one day per work week during the faculty member’s teaching year, or diminish the teaching, advising, and governance roles of the faculty member. Any substantial outside commitment which conflicts with faculty responsibilities obligates the faculty member to discuss the situation with the dean and to accept, if necessary, something less than a full - time relationship with the University. As a basic principle, the University expects that a faculty member’s primary commitment is to the University, its students, academic programs, governance system, committee structure, and research activities.

If a faculty member has consulting or similar business activity, or plans to assume, significant ownership or managerial responsibilities in an enterprise established for the purpose of commercializing the results of his or her professional endeavors, then he or she is required to disclose to the dean and if necessary to the provost and president the extent of the proposed involvement. Such disclosure will then be reviewed for conformance with University policy.

This policy permits UNH faculty members to undertake outside activities in one or more of the classifications of activities described not to exceed a collective average of the equivalent of one day per week concurrent with the faculty member’s teaching assignments. These activities should increase their effectiveness and broaden their experience in relation to their functions at the University, or should be of service to the community, private sector, nation, or world provided:

a.	The cumulative total of outside professional activities and overload activities does not substantially interfere with the performance of the faculty member’s University duties.

b.	The outside activities do not involve use of University property, facilities, equipment, or services, except in limited circumstances when approved by the faculty member’s department chair and dean.

c.	The faculty member makes it clear to the outside employer (agency, board, jury, or audience) that he or she is acting in an individual capacity and does not speak, write, or act in the name of the University or directly represent it.

d.	The faculty member does not list his or her University telephone number in commercial listings or other public documents, the purpose of which is to draw attention to the individual’s availability for compensatory service. Further, use of the University name, logo, and stationery is prohibited.

e.	The outside employment is consistent with policies of the faculty member’s college, school, or division.

f.	The faculty member will inform his or her department chair of such activity at the beginning of each semester and will verify for the chair that the activities comply with university policy.

g.	During the other days of the week, faculty members are expected to be fully engaged in the work of the University, including such items as are enumerated in Section 2.4.2.

If the dean, provost, and president determine that a faculty member’s involvement with an enterprise entails or is likely to entail a significant conflict of commitment, then he or she may request and receive a one -year term half-time appointment with appropriate reduction in obligations to and from the University. Alternatively, the individual may request and receive if approved by the president leave without pay for one year.

At the end of the one-year term, the individual may return to full-time status if the obligations to the private enterprise are discharged or acceptably reduced. Otherwise, the individual will be expected to relinquish full- time status and tenure if applicable. Notice of the faculty member’s intent to return to full-time status must be received by the dean no later than April 15 for a potential return to full-time status as of the following fall academic term.

Once tenure is relinquished, the individual may accept an offer of adjunct status; however, reappointment to full-time status requires application and approval through the University’s ordinary faculty appointment procedures.

Special Conflict of Interest Situations—A special kind of problem may arise when an individual has a consulting agreement or other substantial personal interest in an organization which either manufactures equipment or provides services that are purchased for use by the University of New Haven.

Responsibility for the propriety of arrangements in which multiple and possibly conflicting interests exist rests in the first instance with the individual. For the protection of all concerned in which the appearance of a conflict of interest exists, members of the faculty are expected to provide full information to, and obtain the approval of, the appropriate dean and the president and provost for any arrangement in which a conflict of interest is implicit has the or potential to exist.
2.4.7 Nondiscrimination and Harassment

The University of New Haven does not discriminate against employees or students on the basis of race, gender, disability, national origin, age, marital status, sexual orientation, veteran status, religion, or on the basis of any other characteristic protected under state or federal law.  In addition, the University of New Haven prohibits harassment against employees or students on the basis of any of the above-enumerated characteristics. The University’s Sexual Harassment Policy is available from the Department of Human Resources.
2.4.8 Statement on Consensual Relationships

Anyone in a position of power or authority shall avoid situations where he or she would make determinations or evaluations affecting the terms and conditions of employment or student status for relatives, family members, spouses or significant others with whom he or she has an intimate relationship. Such a relationship, combined with the power and responsibility of making such determinations or evaluations, is considered to be a conflict of interest.

If a consensual relationship should develop between an instructor and a student, or between a supervisor and a subordinate, where a power differential exists, the instructor or supervisor should report the matter, as soon as possible, to his or her immediate supervisor, i.e.; department chair or other supervisor. This immediate supervisor, in consultation with the college dean, will immediately make arrangements so that the official determination(s) affecting the terms and conditions of employment, study, or progress in a program of the person(s) involved in the consensual relationship can be carried out under the direction of a competent objective third party(s). This should be carried out in a manner that maintains the highest degree of confidentiality possible.

It should also be made clear that the instructor, mentor, tutor, or supervisor should not, thereafter, be allowed to have undirected responsibility for supervising, evaluating, or grading the consensual relationship partner’s performance.

All instructors, supervisors, students and supervisees should understand that these situations are of concern to the University of New Haven. It is the instructors and supervisors, who, by virtue of their special power and responsibility, will bear the burden of accountability in such cases. There are substantial risks in an apparently consensual relationship where a power differential exists, even if the conflict of interest issues are resolved, involving potential charges of sexual harassment and/or violations of University policy. Such consensual relationships have the potential for very serious consequences and should be avoided, where possible.

Where such relationships cannot be, or are not avoided, this policy mandates the declaration to and intervention by a supervising authority, for the protection of both parties involved in the consensual relationship. Any instructor or supervisor who enters into such a relationship should be aware that liability protection under state law may not apply in subsequent actions arising out of consensual relationship situations, where the instructor or supervisor failed to comply with this policy, and that failure to comply with this policy can lead to disciplinary action up to and including dismissal.

2.4.9 Policy on Intellectual Property

This Policy shall apply to all original works of authorship created, and all discoveries and inventions conceived or first reduced to practice, on or after formal approval of this policy.

This Policy establishes criteria for guidance of University of New Haven administrators, faculty, staff, and students, as well as others in making supervised use of university facilities and resources concerning the development, ownership, management, and marketing of intellectual property (“IP”). This Policy applies to any invention, discovery, technology, creation, development, writing, art work, musical composition and performance, literary work, software, or other forms of expression of an idea or the idea itself that arises from the activities of such persons.

The governors, administrators, and faculty of the University of New Haven wish to foster an intellectual environment in which creative efforts and innovations – some using new instructional technologies and models, including distance learning methods – can be encouraged and rewarded, while providing the University and its learning communities with reasonable access to, and use of, IP academically beneficial to them.

a.   Definitions—As used in this Policy, the following capitalized terms have the following meanings:

1.	“Academic Works” means original work(s) of authorship protectable under copyright law in any media that are created by faculty and/or by students in the course of their educational endeavors but that are not patentable. “Academic Works” includes works such as course materials, textbooks, articles, theses, dissertations, abstracts, fiction and non-fiction books, software, musical compositions, paintings, sculptures, and all other works of artistic or scholarly creation that are not UNH Works.

2.	“Course” means an organized body of information used for educational instruction, including all instructional materials and presentations made by faculty member(s) or other instructors responsible for delivering the instructional materials.

3.	“More than Incidental Use of UNH Resources” means use of specialized, research-related facilities, equipment, or supplies provided by the University for academic purposes, but does not include routinely available office equipment such as desktop computers and commercially available software, reference materials, or other resources.

4.	“Extraordinary UNH Resources” means a direct allocation of University funds or use of specialized equipment, either of which is significantly greater than or different from that ordinarily available for the creation of Academic Works, and includes substantial contribution by non-faculty employees working within the scope of their University employment. “Extraordinary UNH Resources” does not include the incidental use of University facilities, support staff, and related resources, to the extent that those resources are customarily available for regular faculty members’ use in their academic activities.

5.	“UNH Works” means any original work(s) of authorship protectable under copyright law that are created: (1) at the specific direction or request of the University for a specific University purpose; (2) as part of a project involving a grant, contract sponsor, or other third party pursuant to a written agreement; or (3) using Extraordinary UNH Resources.

b.  Copyright Policy—Under U.S. copyright law, copyright in all works created by a person within the scope of his or her employment belongs to the employer. However, it is traditional at the University of New Haven (and other universities) that the copyright in certain works be deemed owned by the creator. The University disclaims ownership of such works, under certain circumstances, as described in this Policy. Faculty retain copyrights for academic works created within the ordinary level of resource and support provided the faculty in general. Faculty share copyrights with the University in situations where academic works are created with extraordinary levels of resources and/or support relative to that provided the faculty in general. The University retains copyrights in all UNH Works.

1.	Academic Works with Ordinary Resources and Support. The University will not claim any ownership interest in the copyrights in Academic Works. Faculty who create Academic Works shall have the right to own the copyrights in such works.

The University shall have a non-exclusive royalty-free right to retain, use, reproduce, and distribute a limited number of copies of each Academic Work solely for research and noncommercial educational purposes, provided such license is consistent with any contract the author enters into with a publisher regarding such Academic Work.

The University reserves a non-exclusive royalty-free license to use descriptive or exemplary material created for classroom teaching use for the documentation of the Course itself, such as announcements and catalogs, curricular review, and accreditation reporting.

2.	Academic Works with Extraordinary UNH Resources. When Academic Works are created with extraordinary resources and support being provided to a faculty member, the faculty member shall own the copyright in such Work, but the faculty member and the University shall identify the relative shares of the Net Proceeds each shall be entitled to prior to the creation of the work and any such decision shall be stated in a written agreement. In situations where the relative shares are not identified, then each shall be entitled to a fifty-percent (50%) share of the Net Proceeds received by the faculty member, unless and until such time as the parties may agree otherwise. Any change to the fifty percent (50%) shared arrangement must be reflected in a written agreement between the parties.” “Net Proceeds” means all revenue received by the faculty member for the publication or
other exploitation of the Academic Work, less the faculty member’s costs related to such publication
or exploitation (including by way of example and not limitation, legal fees and agent commissions).
3.	UNH Works.  The University shall retain the copyrights in all UNH Works.

The University’s copyright notice should appear on all works owned by the University, e.g.,
“Copyright © 20 	  Board of Governors of the University of New Haven. All rights reserved.”

c. Patent Policy

1.	General. All discoveries and inventions (collectively, “Inventions”) that have been for the first time reduced to practice or conceived in whole by members of the University faculty or staff (including student-employees) of the University shall be disclosed in writing to the provost. Likewise, all Inventions that have been for the first time reduced to practice or conceived by members of the University faculty or staff (including student-employees) of the University in collaboration with persons or entities outside the University shall be disclosed in writing to the provost. Such disclosures in writing are to be forwarded to the provost in cases that meet either of the following descriptions: (a) If the employee discovered or invented something within the scope of his or her employment and/or (b) If the employee discovered or invented something with More than Incidental Use of University Resources regardless of whether the discovery or invention is within or outside the scope of employment. In each of these situations, the Invention should be reported so the University can assess its possible interest in such Inventions developed using its resources. The University makes no claim to Inventions by its faculty or other employees unrelated to the activities for which the individual is employed and that have not involved More than Incidental Use of UNH Resources.

2.	Disclosure of Inventions. Promptly following the occurrence of an Invention, whether or not patentable, inventors/discoverers must prepare and submit in writing to the University an Invention disclosure for each Invention subject to this patent policy. Each such disclosure will include information about the inventor(s)/discoverer(s), what was invented or discovered, circumstances leading to the Invention, and facts concerning subsequent activities.  The University and inventors/discoverers will maintain appropriate confidentiality of the disclosure while the University conducts the process of defining the University’s interest.

3.	University Interest. The provost will evaluate the interests involved and make a recommendation to the president in three (3) months or less from the University’s receipt of a complete Invention disclosure from the inventors/discoverers; however, an extension of up to six (6) months from receipt of such Invention disclosure may be declared by written notice from the University to the inventors/discoverers. If the University has not identified its interest by the end of such six (6) months, then the University forfeits its interest in the IP unless the University and the inventors/discoverers agree otherwise. The provost may appoint an ad hoc committee to conduct a review prior to making a recommendation.  The president will review the provost’s recommendation and determine whether or not the University desires to exercise its interest in the IP.

If the University does not desire to exercise its interest in the IP, it will so notify the inventors/discoverers, who will thereafter be free to deal with the IP as they choose. In such instances, the University may reserve a nonexclusive, royalty-free license to use the IP solely for research and educational purposes, unless expressly agreed otherwise in writing.

When the University desires to exercise its interest in the IP, the inventors/discoverers will assign all rights in such IP to the Board of Governors of the University of New Haven.

If the University does not patent and/or license an Invention it had elected to retain in a timely manner, then upon the request of the inventors/discoverers, the University may assign ownership of all rights in such IP to the inventors/discoverers in a writing executed by the Provost, to the extent that it may lawfully do so under the terms of any applicable third-party agreements. The University may retain a nonexclusive, royalty-free license to use any such IP solely for research and educational purposes.
Because decisions regarding when it may be appropriate for the University to exploit an Invention depend in part on the stage of the Invention, differences in opinion regarding development-related issues may arise. For example, some inventions may be worthy of patents but not ready to be exploited until they are further developed. Some Inventions could be exploited early on but may be more marketable and yield better returns/commercialization at a later time. If questions regarding the timeliness of the University’s exploitation arise, either party, the inventors/discoverers or the University through the provost may submit the question for dispute resolution pursuant to Section
2.4.9.f.3 of this Policy.

d.   Commercialization Considerations—The University encourages the development of Inventions resulting from University research by industry for public use and benefit. It recognizes that protection of proprietary rights, e.g., in the form of a patent or copyright, is appropriate to induce a company to risk the investment of its personnel and financial resources to develop the Invention. In some cases, an exclusive license may be necessary to provide an incentive for a company to undertake commercial development and production.

e.   Income Sharing Arrangements

1.	If the University exercises its interest in the IP and enters into an arrangement for the commercialization of the Invention (or any other income-producing transaction with respect to such IP), it will share the net income derived from such activities as described in this section.

2.	“Net Royalties” means: (1) all amounts received from the exploitation of an Invention, whether or not such amounts are designated as royalties and regardless of the form of such payments, plus (2) amounts received from the sale of a patent or Invention (clauses (1) and (2) collectively, the “Royalties”);  less (3) the University’s costs related to the patent and commercialization process (including but not limited to assessing patentability, prior art and related searches, filing and prosecution of patent applications, maintenance fees, payments to third parties, and any legal and consulting fees for the foregoing and/or related to a license, sale, or other transaction), and (4) ten percent (10%) of Royalties after reduction of other expenses to cover administrative overhead.

3.	Except as agreed in a prior writing by the parties, Net Royalties will be paid annually as follows: Fifty percent (50%) to the inventor(s) and fifty percent (50%) to the University. In the event of multiple inventors, they will be expected to agree among themselves on the fractional distribution of the “inventor” share of any Net Royalties.

f. Administrative Matters

1.	Applicability. All university employees, including faculty, staff, post-doctoral fellows, and student employees, and non-employees, including students and volunteers are covered by this Policy as are all persons having More than Incidental Use of UNH Resources. All covered persons are required to execute the University Intellectual Property Agreement. This Policy applies to them whether or not
a signed agreement is on file with the University. Non-employees and other unpaid persons associated with the University who do not have More Than Incidental Use of UNH Resources are not covered by this Policy.

Visiting scholars and faculty will be subject to the same provisions of this Policy as regular University personnel during the period they are associated with the University, unless otherwise specified in writing.

2.	Exclusions. This policy does not establish University policy with respect to University faculty members’ consulting, non-University professional, or other business activities.

3.	Policy and Contract Dispute Resolution. Ownership of IP where faculty interests are involved shall be considered matters of faculty welfare. If disputes regarding intellectual properties issues arise, a dispute-resolution committee consisting of the chair of the Faculty Senate, the chair of the Faculty Affairs Committee, the chair of the Budget and Finance Committee, and two university administrators appointed by the provost will review the issues and establish a resolution. Examples of issues that may be addressed by the committee are (a) determining if Extraordinary UNH Resources have been provided for in Academic Works and (b) determining if an individual is covered by the Patent Policy. The decision of the committee exhausts the internal process of the university in settling IP disputes. Ongoing disputes would then need to be resolved by voluntary settlement, mutually agreed-upon arbitration, or civil litigation.

4.	Intellectual Property Policy Modification. The University may from time to time determine that this document and its tenets require modification. The University administration and the University Intellectual Property Advisory Committee, Faculty Senate, or its designated committee will discuss any proposed revisions prior to implementation, in accordance with the Faculty Constitution and Faculty Handbook.  Similarly, the General Faculty may revise its approvals with respect to those matters that fall under its purview, consistent with its responsibility under the Faculty Constitution and Faculty Handbook.

5.	Guidelines for Disclosure. The provost will develop and distribute general guidelines to clarify what is expected of an individual to meet the disclosure requirements of the intellectual property policy.


2.4.10 Institutional Review Board

The Institutional Review Board’s (IRB) major role is to safeguard the rights and welfare of all human subjects who participate in research projects conducted by employees and students of the University of New Haven and their collaborators. All research projects involving human subjects or human material must be reviewed and approved by the IRB, whether or not the research is federally funded or receives external funds from any source. All biomedical, social and behavioral research projects conducted by the faculty, the staff and students of the University are subject to the policies and procedures of the Institutional Review Board.

The IRB has the authority to disapprove, modify, or approve protocols based upon consideration of human subject protection. It also requires progress reports from the investigators at least annually and oversees the conduct of the study.

The overall criteria for IRB approval are:

	a.	The risks to subjects are minimized as much as possible.

	b.	The risks to subjects are reasonable in relation to anticipated benefits. 
	c.	The informed consent is adequate.
	d.	Where appropriate, the research plan makes provisions for the safety of the subjects during the data collection process.

	e.	Where appropriate, there are adequate provisions to protect the privacy of subjects and maintain confidentiality of data.

	f.	Appropriate safeguards are included within the study to protect the rights and welfare of the vulnerable subjects.

Guidelines for the IRB and for researchers who seek approval from the IRB are available from the Office of the Provost.

2.4.11 Research Misconduct and Academic Dishonesty

The University of New Haven supports the faculty member’s right to conduct research free from political or other inappropriate interference. However, if the faculty member engages in research misconduct or academic dishonesty, the University will, upon learning of possible misconduct or academic dishonesty, investigate the situation and, should misconduct or academic dishonesty be found to have occurred, may recommend disciplinary action to be applied to the individual(s) appropriately, up to and including dismissal.

Under this policy “research misconduct” shall include but shall not be limited to:

 	Fabrication, falsification, plagiarism and other forms of misappropriation of ideas, or additional practices that seriously deviate from those that are commonly accepted in the research community for proposing, conducting, or reporting research.
 	Material failure to comply with federal and University requirements for the protection of researchers, human subjects, or the general public or for ensuring the welfare of laboratory animals.
 	Failure to adhere to other material legal requirements governing the field of research.
 	Failure to comply with established standards regarding author names on publications.
 	Retaliation of any kind against a person who reported or provided information about suspected or alleged misconduct and who has not acted in bad faith.

The definition of research misconduct does not include honest error or honest differences in interpretations or judgments of data. Moreover, the definition contained in this policy is not intended to override or contradict provisions of other regulations or policies, in particular those policies governing human research subjects and animal welfare. A finding of a substantive violation of specific policies in these areas will also be considered misconduct under this policy.

The University will undertake reasonable efforts to protect those persons who make good faith allegations regarding research misconduct. Institutional actions engaged in pursuant to this policy shall be conducted in a way that preserves confidentiality to the maximum extent possible, unless this would be inconsistent with protecting public health and safety.

a. College-Level Investigative Committees on Potential Research Misconduct and Academic Dishonesty—Each college shall establish a standing committee on potential research misconduct and academic dishonesty to carry out this policy. These committees are described Section 4.5.5 of this faculty handbook.

b.   Responsibilities of the Committees on Potential Research Misconduct and Academic Dishonesty

Each committee shall:

1.	Take appropriate action to maximize awareness of the need to avoid activities that might be misinterpreted as research misconduct, assure that each unit has well known standards for authorship, and otherwise enhance concern regarding ethics in research related activities.

2.	Be well publicized on each campus and widely recognized as the group to whom suspected misconduct is to be reported.

3.	Receive allegations of misconduct in research and authorship.

4.	Ensure that an appropriate balance is struck between protecting the rights of the person accused of misconduct (the respondent) and protecting the person making the allegation (the complainant) from possible retaliation. The course of action must be suitable to the circumstances of each individual case.
5.	Make every reasonable effort during an inquiry or investigation to keep confidential all information. Normally, only those persons directly involved in the inquiry and subsequent stages of investigation should be informed that a review is in progress and be advised of information that is uncovered during the course of the investigation.

6.	Promptly report to the appropriate dean and provost any allegation that is judged to have been made without reasonable basis in fact and is considered to have been made with malicious intent.

7.	Promptly notify the appropriate dean; the associate vice provost for graduate studies, research, and faculty development; and the provost if federal funds for scientific research or any other external or internal research funds are involved, during an inquiry or investigation that any of the following conditions exist: (a) an immediate health hazard is involved; (b) there is an immediate need to protect Federal funds or equipment, other external or internal research funds or equipment, or University resources, reputation, or other interests; (c) there is an immediate need to protect the interests of the person(s) affected by the inquiry; (d) it is probable the alleged incident will be reported within the scientific community or publicly; or (e) there is a reasonable indication of possible criminal violation. In this instance, the University must inform the OSI within 24 hours of acquiring the information, and the OSI will then immediately notify the Office of the Inspector
General. The associate provost for graduate studies, research, and faculty development serves as the university’s research integrity officer.

8.	Follow established operating rules and procedures to carry out this policy, consistent with Section 2.4.11.d.

9.	Ensure that all persons adhere to established operating rules and procedures.

While conducting an inquiry or investigation, the University shall take appropriate interim measures to ensure the protection of Federal funds or other research funds and that the purposes for which the federal financial assistance or other research assistance was designated is being carried out. Moreover, if the University plans to terminate an inquiry or investigation for any reason without completing all relevant federal requirements or requirements of other funding agencies then a report of such planned termination, including a description of the reasons, shall be made to the university’s research integrity officer.

c. Inquiry—Response to Allegations of Misconduct—Upon receiving an allegation of misconduct, the standing committee shall conduct an information-gathering inquiry to determine whether a full investigation is warranted. The standing committee shall consist of individuals with the necessary and appropriate expertise to carry out a thorough and authoritative inquiry. The committee shall make reasonable efforts to avoid real or apparent conflicts of interest on the part of those involved in the inquiry phase. The committee shall:


1.	Immediately interview the person making the allegation (the complainant) and determine if further inquiry is warranted.

2.	If further inquiry is warranted, notify the individual against whom the allegation is made (the respondent) in writing: (a) that an inquiry is to be conducted; (b) of the potential consequences if misconduct has occurred; and (c) of the respondent’s due process rights. Due process rights shall include an opportunity for the respondent(s) to comment on allegations and on the reported findings of the inquiry.

3.	After notification to the respondent, conduct a thorough preliminary fact-finding inquiry and determine within 60 calendar days whether a full investigation is warranted. If the inquiry takes longer than 60 days to complete, then the final report documenting the inquiry process must include the reasons for this extension.
interviews conducted, the evidence reviewed, and the conclusions of the inquiry.

5.	Give to the respondent a copy of the inquiry report and allow him/her to make comments, and if such comments are made, include said comments in the record.

6.	Promptly notify the complainant and respondent, in writing, if the allegation does not warrant a full investigation. The complainant and respondent shall be provided with a written report indicating the reasons for the decision.

7.	Promptly notify the respondent if, at any time during the inquiry, (a) research procedures should be modified immediately to minimize the possibility of future questions regarding misconduct; or (b) the right of the respondent to procedural or substantive due process requires notification.

8.	Promptly notify the respondent, in writing, if the allegation does appear to warrant a full investigation. The standing committee shall discuss the allegation with the respondent and review the decision regarding the need for a full investigation.

If the standing committee determines that a full investigation is not warranted, it must prepare and securely maintain for at least three years a detailed documentation of the inquiry. If the misconduct involves federal funds for scientific research, the documentation must be provided to authorized Department of Health and Human Services personnel upon request.

If, after discussion with the respondent, the standing committee determines that a full investigation is appropriate, the committee shall:

1.	Notify the dean and provost that such an investigation is to be conducted and is to be initiated within 30 days of the completion of the inquiry.

2.	Select, in consultation with the respondent, the complainant, and the appropriate dean or provost, an appropriate committee with the necessary expertise to conduct a full investigation. The investigative committee may include a representative who is not affiliated with the University if it is deemed necessary to ensure an unbiased but thorough and competent investigation. Individuals sitting on the investigative committee may not have any real or apparent conflict of interest that may jeopardize objectivity in the investigation.

3.	Negotiate with the investigative committee to establish a time schedule that will permit both an adequate investigation and one that can be completed within 120 calendar days of the investigation’s initiation.


d. The Full Investigation and Responsibilities of the Investigative Committee

The investigative committee shall take precautions to keep all details of the investigation confidential. The investigative committee’s responsibilities shall include but are not limited to the following:

1.	Initiate a full investigation within 30 days of the completion of the inquiry, if findings from the inquiry provide a sufficient basis for conducting a full investigation.

2.	If an investigation is to be initiated of scientific research involving Federal funds, inform the university’s research integrity officer that it will be commenced on or before the date the investigation actually begins.

3.	Promptly and expeditiously conduct a thorough investigation of the allegation(s) and collect sufficient data, which may include but is not limited to research data, research proposals, publications, and correspondence, in order to make an informed judgment regarding the
gathering information and shall request confidentiality from any persons who are asked to present information to the committee.

4.	Seek appropriate consultation from individuals within or external to the University as necessary.

5.	Keep the chair of the standing committee informed of the progress of the investigation.

6.	If relevant, notify the university’s research integrity officer about the following, if they occur at any time during the investigation: (a) immediate health hazards; (b) a need to protect Federal funds or equipment; (c) immediate need to protect the interests of the individuals affected; or (d) it is probable that the alleged incident will be publicly reported.

7.	If relevant, notify the university’s research integrity officer if there is a reasonable indication of criminal violation(s). In this instance, the Office of Research Integrity must be notified within 24 hours of obtaining such information.

8.	Complete the investigation within 120 calendar days from its initiation, determine whether the alleged misconduct occurred and promptly report its findings to the standing committee.

9.	Include the following information in the final investigative report: (a) whether the misconduct that occurred was deliberate or merely careless; (b) whether the misconduct was an isolated event or part of a pattern; (c) the seriousness of the misconduct; (d) a description of policies and procedures used to conclude the investigation; (e) how and from whom information was obtained relevant to the investigation; (f) the findings and their basis; (g) the actual text or a summary of the views of the individual(s) found to have engaged in misconduct; and (h) a description of any recommended sanctions.

10. If the misconduct involved Federally-funded scientific research, submit this report to the Office of Research Integrity upon its completion, no later than 120 days from initiation of the investigation. If unable to meet this time requirement, submit to the university’s research integrity officer a request for an extension. The extension request must include an explanation for the delay, an interim report on progress to date, an outline of what remains to be done, and an estimated date of completion.

11. Ensure a copy of the final report is available to the respondent and allow the respondent to make comments on the report, include said comments in the final report and, if required, send the final report to the university’s research integrity officer.

12. Prepare and maintain adequate documentation to substantiate the investigation’s findings. This documentation must be made available to the university’s research integrity officer for cases of scientific misconduct involving Federal funds.







e. Action to Be Taken on the Final Report

The committee shall:

1.	Review the report of the investigative committee and request additional information or further investigation, if necessary.

2.	Notify the respondent, the complainant, and the appropriate dean and provost of the outcome.

3.	Make recommendations to the appropriate dean and provost regarding possible disciplinary action, policy changes, or any other action that might ensure, in the future, that similar misconduct does not occur. Recommendations for disciplinary action must be consistent with the rules of the University (See Section 2.9 of this Faculty Handbook). Disciplinary actions may be taken only in accordance with appropriate University procedures.

4.	Make recommendations, if necessary, to the appropriate dean and provost regarding steps to be taken to prevent retaliation against the complainant.

5.	Determine whether the respondent’s reputation has been unjustly damaged by the investigation, and in cooperation with the appropriate dean, provost, and peers, make every reasonable effort to repair that damage.

f. Role of the Dean and Provost

Using information supplied by the standing committee, it shall be the responsibility of the dean or provost to do the following:

1.	Notify the research sponsor, if any, and any other appropriate governmental entities, or persons with a legitimate need to know: (a) if any of the conditions specified in Section 2.4.11.b.7 of this policy are present; (b) of the fact that a full investigation is being undertaken; (c) of the course of the investigation; and (d) of the final disposition and report of the full investigation.

2.	Secure withdrawal of pending abstracts and papers emanating from the research in question if, at the conclusion of the investigation, misconduct is found. Editors of journals in which abstracts and papers based on the research in question have already appeared should also be notified.

3.	Ensure that all disciplinary actions are consistent with other University policies.

4.	Ensure that the complainant is protected from retaliation.

5.	Ensure that all recommendations for changes in policy and procedures, and all other measures recommended to minimize future misconduct, are responded to in an appropriate administrative fashion.


Section 2.5--Periodic Program Review

Academic programs not subject to periodic disciplinary or professional accreditation and the departments or units in which they are located will undergo a formal review every five years or at such other intervals as the college dean or provost may deem appropriate. This review may involve the use of at least one external consultant, and will focus on (a) the quality of the curricular offerings, (b) the degree to which students are meeting the expected programmatic learning outcomes, (c) the match between faculty qualifications and the curriculum to be delivered, (d) the continuing demand for the program in terms of enrollments and local and regional needs, and (e) fiscal viability. Academic programs subject to periodic disciplinary or professional accreditation may be subject to a limited or focused university periodic review if the disciplinary or professional review does not answer questions generally sought in university program review.

In preparation for the program review, the dean and provost will meet with the department/unit faculty to discuss the format for and content of a self-study to be prepared by the department or other academic unit. The self-study will include an evaluation of strengths, weaknesses, opportunities and threats to the program, an evaluation of the degree to which students are meeting the expected programmatic learning outcomes, and an initial proposal of measurable goals to be reached by the next program review. After the program faculty members have completed the self-study, the University may engage an external consultant to review the self-study, to meet with faculty, students, employers of students, alumni, and the administration, and to prepare a report discussing the strengths of the program and areas in which improvement can be made.

Completion of the program review may include a response to the external reviewer’s report. It will always include a discussion of the report with the program faculty by representatives of the administration, including the dean and provost. Goals for the future will be set and recorded.

The goals set with each department or unit during the program review may be considered in the annual performance evaluation of the individual members of the unit. Individual faculty members are expected to contribute to the success of the department or unit in realizing the common goals of the unit.

Section 2.6--Program Restructuring or Reallocation

From time to time the University may need to restructure programs, merge units, reallocate resources, or eliminate certain departments, programs, majors, etc. in response to shifts in student interest, private or government support, or for other financial or curricular reasons. The Board of Governors holds the final authority to make such determinations in cases of major strategic restructuring, reallocation of resources, or the closure or elimination of departments or programs.

2.6.1 Cases of Minor Restructuring or Reallocation. 

Minor cases of restructuring or reallocation may involve merging or dividing units and restructuring programs within a college. It may also include the movement of departments or programs between or among existing colleges.  In minor cases of restructuring or reallocation, the University may merge or divide units and restructure programs after consultation with the faculty affected by the proposed changes. In such cases the dean will provide to the faculty a written proposal for restructuring, hold a meeting of all affected to discuss the reasons for and consequences of the proposed changes, and accept written comments on the same. Then the dean may revise his or her proposal (or not) and forward his recommendation along with the comments of the faculty to the provost, who will approve or disapprove the proposed restructuring or reallocation. The provost will settle any disputes between the deans regarding minor restructuring or reallocation.

The reallocation of resources may also involve the reassignment of faculty to teaching or administrative duties that differ from their current teaching or administrative assignment.  Any reassignment of a faculty member to administrative or staff duties as a result of a minor restructuring or minor reallocation will follow the provisions of Section 2.8—Reassignment.

2.6.2 Cases of Major Strategic Restructuring, Major Reallocation of Resources, or Closure or Elimination of Departments or Programs. 

In cases of major strategic restructuring, reallocation of resources or the closure or elimination of departments or programs, final decisions can only be made by the Board of Governors after consultation with the faculty. Major strategic restructuring may also involve the creation or deletion of colleges or schools. The decision to close a program will be made on the basis of criteria that are important to the continued success of academic endeavors: among those criteria are size and reputation of faculty, size and quality of student body, financial viability, and importance of the program to the mission of the university. Any reassignment of faculty to another unit, reassignment of faculty to an administrative or staff assignment, termination of an appointment with continuous tenure, termination of a probationary or special appointment before the end of the specified term may occur as a result of bona fide formal discontinuance of a program or department of instruction and will follow the provisions of Section 2.8.

These procedures apply only to program reduction, closure, restructuring, or reallocation; a finding of financial exigency at the University as a whole is not required. Procedures to be used in a situation of financial exigency are found in Section 2.7.

Section 2.7—Financial Exigency.

The Board of Governors has the responsibility for determining when a state of financial exigency exists at the University of New Haven. Financial exigency is a serious institutional crisis in which the University must reorder its expenditures to meet projected annual expenses with sufficient revenue.  The AAUP defines the term “financial exigency” in its “Recommended institutional Regulations on Academic Freedom and Tenure” as follows: “an imminent financial crisis which threatens the survival of the institution as a whole and which cannot be alleviated by less drastic means.” A bona fide financial exigency is a serious, sustained, unfavorable financial condition that impairs the institution’s ability to continue as a going concern. This condition may result from multiple periods of large decreases in total net assets which have a direct impact on the generation of cash flow. Continuing periods of large operating losses can also result in the inability to continue as a going concern.

2.7.1 Process of Declaring Financial Exigency

In making an initial assertion of financial exigency, the president will make available for review the evidence of exigency to the faculty and to the rest of the University community. The evidence must include complete audited financial statements of the University, certified by the University’s auditors, as well as a narrative explanation of how the University has reached the state of financial exigency.

After publishing the evidence of financial exigency, the president will provide the Faculty Senate, the deans, and the provost with an opportunity to be heard. Deans will consult with faculty committees before making their comments and recommendations. Faculty committees will be comprised of elected representatives of each academic department or division in the school or college. The provost and president will review the comments and recommendations of the deans and their respective school committees with respect to the determination of the existence of a state of financial exigency. The president will then make a recommendation to the Board of Governors that will include the comments and recommendations of the Faculty Senate and the deans, as well as the president’s own assessment.

The Board will decide whether a condition of financial exigency exists with auditors’ concurrence. Upon the declaration by the Board of Governors of a state of financial exigency, the Faculty Affairs Committee will review the reports and recommendations of the faculty committees from each college. The Faculty Affairs Committee may request assistance from other expert faculty.

Ordinarily, the positions of non-tenured faculty will be eliminated before the positions of tenured faculty, unless the institution’s current or projected teaching needs require that non-tenured faculty be retained and tenured faculty be dismissed. Tenured faculty selected for dismissal have the right to a hearing before the Grievance Committee. The final decision on the dismissal of a tenured faculty member on the grounds of financial exigency is the president’s.




2.7.2 Process and Guidelines Governing Termination of Faculty Appointments Due to Financial Exigency

Termination of an appointment with continuous tenure, or of a probationary or special appointment before the end of the specified term, may occur under extraordinary circumstances because of a bona fide financial exigency.

	a. Termination of tenured faculty appointments because of financial exigency should be sought only as a last resort, after every effort has been made to meet the need in other ways and to find alternate employment for the faculty member within the institution.

	b. Situations that make retrenchment of this sort necessary should preclude expansions of the staff at other points at the same time, except in extraordinary circumstances that are clearly connected to specific plans to restore financial stability.

	c.	Termination of a continuous appointment because of financial exigency should be demonstrably bona fide.

	d.	 An ad hoc committee of faculty will be formed to provide input into the Board of Governor’s decision that a condition of financial exigency exists or is imminent, and that all feasible alternatives to termination of appointments have been pursued. The board and administration have primary responsibility with respect to these particular decisions for ensuring the continued solvency of the institution.

	e.	This ad hoc committee will be comprised of three members each of the Academic Affairs Committee, the Budget and Development Committee, and the Faculty Affairs Committee plus the Chair and Vice Chair of the Faculty Senate. The ad hoc committee will recommend where, within the overall academic program, termination of appointments might most likely occur, since such judgments involve considerations of educational policy and faculty status. The ad hoc committee will recommend to the provost specific guidelines and criteria for restructuring, reducing, or closing academic programs, departments, or majors. The provost and president will consider the recommendations of the ad hoc committee and will make recommendations to the Board of Governors regarding guidelines and criteria for restructuring, reducing, or closing academic programs, departments, or majors.

	f. The faculty will also recommend the criteria for identifying individuals whose appointments are to be terminated. These criteria should include considerations of length of service to the institution.

	g. Appointments of tenured faculty members should not be terminated because of financial exigency in favor of retaining a faculty member without tenure, except in extraordinary circumstances where a serious distortion of the academic program would otherwise result.

	h. Before a faculty appointment is terminated for financial reasons, the institution, with faculty participation, is to make every effort to place the faculty member concerned in another suitable position within the institution in accordance with that section which specifies procedure on reassignment of faculty.

2.7.3 Notification of Faculty

	a.	 If the administration issues a notice to a particular faculty member of an intention to terminate the appointment because of financial exigency, the faculty member will have the right to a full hearing before the Grievance Committee.

	b.	 The issues in this hearing may include (1) the validity of the educational judgments and the criteria for identification for termination and (2) whether the criteria have been properly applied in the individual case at hand.

	c.	 If the institution terminates tenured appointments, it will not at the same time make new temporary or permanent appointments except in extraordinary circumstances where a serious distortion in the academic program would otherwise result, and, where no faculty member facing termination is qualified to be trained for the available position. If such appointments are made, they shall be temporary and terminate once displaced faculty members can be qualified for that position.

	d.	 Up to one year’s notice or severance will be provided subject to available resources.

	e.	 Terminated faculty members will be offered the opportunity to refill faculty positions in disciplines where positions are re-established within a period of three years. Terminated faculty members will be provided a reasonable period of time in which to accept or decline the offer.

Section 2.8—Faculty Reassignment

The objective of the faculty reassignment policy and procedure is to provide a fair, reasonable and fact-based process to reassign tenured faculty as circumstances change at the university. It attempts to address changing resource needs and program demand changes at the university. It recognizes that university faculty, once tenured, expect and have the right to continuous employment until retirement unless otherwise terminated in accordance with provisions of this Faculty Handbook. The following policy guidelines provide the University appropriate flexibility to adapt successfully to its changing environment.

2.8.1 Formal Faculty-Staffing Review

A formal faculty-staffing review may begin once it is determined by the provost that a particular program is overstaffed. Additional factors which may be used to determine whether a program is overstaffed include the following: annual course offerings; long-term enrollment trends; retention rates; graduation rates; long-term industry and /or profession trends; annual and long-term university financial support levels and other relevant information. The specific determinant factors should be dependent on the specific program/discipline.

As a general guideline, a program is considered to be overstaffed if the department has more tenured faculty than needed to meet fully the department’s instructional obligation. More specifically, this measure is computed by identifying the total full-time tenured faculty credit hours available in a specific academic year, subtracting the administrative and research release time from that total, and comparing that figure to the total number of credit hours needed to meet curriculum requirements and operational efficiency targets in the program. Examination of at least three consecutive years of data is required to generate a clearer representation of the evolving trends.

The provost will form a seven-member advisory committee consisting of a faculty member selected by the provost, dean of the college or school, dean of another college or school or designee, vice president of enrollment management, chair of the Faculty Senate or designee, chair of Faculty Affairs Committee or designee, chair of Budget and Finance or designee. In addition, all affected faculty members may participate in committee deliberations but may not vote. All voting members should have sufficient knowledge to be able to make fair and reasonable decisions. All members of the committee (three administrators and four faculty members) except for the affected faculty members shall have voting rights.

The committee will review available data and recommend action to the provost. The services of an appropriate outside consultant may be engaged to assist in this process. This individual will be selected by the provost with concurrence by the committee.
2.8.2 Possible Recommended Actions

If the formal faculty-staffing review confirms the presence of excess tenured faculty members to teach in a program the committee may recommend one of the following actions:

	a. Development of a new program in the college or school to apply potentially affected faculty members’ current skills and knowledge.

	b. Development of a new program in a different college or school to apply potentially affected faculty members’ current skills and knowledge.

	c. Retraining potentially affected faculty members to meet other faculty needs within the college or school.

	d. Retraining potentially affected faculty members to meet other faculty needs in another college or school.

	e. Reassigning potentially affected faculty members to administrative or staff positions. 

2.8.3 Additional Guidelines

The university will apply the following guidelines in completing a reassignment of a tenured faculty member as a result of a formal faculty-staffing review:


	a.	The primary consideration in the identification of which tenured faculty will remain in a department or program and which may be reassigned will be the determination of the best fit of the faculty to the future success of the academic program. Factors to be considered include experience, knowledge of the field, annual reviews, personal interviews, and other relevant information.

	b.	If a faculty member is to be permanently transferred to another department or sub-department discipline then that department’s or sub-department discipline’s tenured faculty will meet to advise the dean and provost if the individual is qualified to teach. The department or sub-department discipline’s faculty may recommend a decision of non-assignment. If not qualified to teach, the discipline’s tenured faculty will advise the dean and provost regarding a process that could be followed to achieve appropriate retraining for preparation to teach in that particular discipline. The decision to transfer will belong to the dean if the transfer is within the same college or to the provost if the transfer is between colleges.  If the dean’s decision results in a disagreement between the department and dean, either party may request an outside mediator to assist in the discussion. The provost retains the right to make the final decision.

	c. If the faculty member is to be assigned fully or partially to an administrative or staff position, the provost and the faculty member will enter into a formal written agreement for reassignment thereto. The faculty member may receive appropriate training for his or her new assignment and shall retain tenure rights as described in Section 2.8.3.h while holding a reassigned position.

	d.	Within six months of assuming the administrative or staff position, the former faculty member may choose to opt out of the assignment and receive the severance pay identified in 2.8.3.i.(i) except that the severance payment shall be reduced by one month’s pay for every month served in the administrative or staff position.

	e. A faculty member who is not satisfied with a potential reassignment may request that the reassignment process be reviewed by the General Grievance Committee.

	f. Once reassigned, the faculty member shall be paid a salary commensurate with the new discipline or former discipline, whichever is higher.

	g. A faculty member who transfers to a staff position shall be compensated at his or her former salary level or the salary level associated with the new position, whichever is higher. Subsequent raises shall be consistent with those received by other administrative employees.

	h.	The faculty member who has been reassigned to an administrative or staff position may continue to expect to have the right to continuous employment in a meaningful, productive assignment and as long as the reassigned faculty member complies with university policies and procedures, continues to perform his or her defined role in a satisfactory manner, and continues to demonstrate productive performance of assigned duties, unless financial exigency is declared.

	i.	If a tenured faculty member who is not transferred to another faculty position in a different department or sub-department discipline and is either not offered an administrative or staff assignment or if agreement cannot be reached regarding the reassignment to an administrative or staff assignment, the tenured faculty member’s tenured appointment may be terminated. Such termination will include severance pay according to the following conditions: (i) If the faculty member declines an offer to be assigned to an administrative or staff position or if agreement cannot be reached, he or she will receive a minimum of one year’s salary plus one additional month’s salary for every year of service beyond achievement of tenure up to a maximum of three years’ salary. (ii) If the faculty member is not offered an assignment to an administrative or staff position, he or shall receive a minimum of two years’ salary plus one additional month’s salary for every year of service beyond assuming a tenure-track or tenured appointment, whichever is earlier, up to a maximum of four years’ salary.  (iii) As a condition of and prior to the receipt of severance pay, the faculty member shall sign a statement relinquishing tenure and releasing the University with respect to all claims, actions, liabilities, damages, charges or suits against the University.

2.8.4 Termination of Tenure for Medical Reasons

a. Termination of an appointment with tenure for medical reasons, will be based upon clear and convincing medical evidence that the faculty member cannot continue to fulfill the terms and conditions of the appointment. Such termination can occur only after expiration of the benefits provided by the university’s Medical Leave of Absence policy. A faculty member who intends to return to work following a Medical Leave of Absence is required to provide a physician’s statement or other appropriate verification of the faculty member’s fitness to work.

b. A tenured faculty employee shall retain his or her tenured position for a period of two years following the expiration of the University’s Medical Leave of Absence.  During this period, the university will provide full coverage of medical benefits for the employee and eligible dependents at no additional cost to the employee.  The employee shall provide a minimum of 30 days notice in writing of his or her intent to return and will provide a physician’s statement or other appropriate verification of the faculty member’s fitness to work.

c. A medical condition, which by its nature may make the faculty member unfit to perform in the classroom, may not prohibit the faculty member from performing in some other position within the institution. Such reassignment will follow the faculty reassignment process described in Section 2.8.



Section 2.9 Faculty Discipline and Dismissal for Cause

This section governs faculty discipline and dismissal for cause.  The University of New Haven is a community of scholars dedicated to the creation, communication, expansion, and integration of knowledge.  Among the functions of a University is the establishment of proper intellectual and personal integrity among the faculty, between the faculty and the students, and between the faculty and the national and international academic community. This integrity is fostered by the creation of an environment of personal interaction and mutual trust whereby its members are mindful of their responsibilities to maintain standards of competence, and a proper attitude of objectivity, industry and cooperation with their associates and students within and outside the University community. However, if the community is to be sustained it is necessary to take action when commonly held standards of conduct are violated. Thus disciplinary action up to and including dismissal may be undertaken for cause, with dismissal being reserved for the most serious of cases.

2.9.1 Types of Sanctions

If proceedings are initiated against a faculty member and result in a finding of cause, dismissal or disciplinary action less than dismissal may be recommended and imposed.  Disciplinary action less than dismissal may include but is not limited to

a.	Verbal or written reprimand;

b.	Suspension with pay;

c.	Suspension without pay;

d.	Demotion in rank with a concurrent reduction in annual salary; and/or 

e.	Dismissal.

Suspension without pay, demotion in rank with a concurrent reduction in annual salary, and/or dismissal are serious sanctions for which the Faculty Disciplinary Committee will be called upon to review relevant evidence and advise the provost or president regarding the appropriateness of the proposed sanction (See Sections 2.9.7 through 2.9.12).

2.9.2 Temporary Suspension

The faculty member may be temporarily suspended with pay from any or all academic duties at the discretion of the dean with concurrence of the provost as early as this preliminary stage. Temporary suspension is not considered disciplinary action. The utmost care should be taken, particularly throughout this preliminary stage, to preserve confidentiality so as to protect the faculty member concerned and to maintain collegiality.

2.9.3 Cause for Dismissal for Disciplinary Reasons

Dismissal of a faculty member on the grounds of performance will only be for cause, based upon a determination that the faculty member’s conduct directly and substantially affects adversely the ability to carry out satisfactorily his or her responsibilities to the University. Examples of conduct that may warrant dismissal include, but are not limited to:

a.	Intentional fraud or intentional misrepresentation of facts;

b.	Abuse of authority or influence;

c.	Willful violations of University rules or policies;

d.	Demonstrated incompetence or dishonesty in teaching, or scholarship, or service;

e.	Continued neglect of academic duties despite oral and written warnings;

f.	Personal misconduct, including unethical or illegal acts, which substantially impairs the individual’s fulfillment of his or her instructional responsibilities or impairs the University’s ability to fulfill its mission;

g.	Falsification of credentials or experience;

h.	Evidence of multiple faculty performance evaluations that fail to meet acceptable university standards; and/or

i.	Serious criminal misconduct, including abuse of controlled substances.

A faculty member who has been found to have performed in an unsatisfactory manner during his or her annual faculty performance review on three occasions in the past 10 years may be dismissed. With each unsatisfactory review, a remediation plan will be developed by the dean with the faculty member under review in consultation with the chair. If agreement cannot be reached, the provost will make the final determination. (Note: This process is also described in 2.11.1.h.)

Dismissal of probationary faculty member prior to the expiration of his or her appointment will also follow the procedures in this section.  Discipline, dismissal or the threat of discipline or dismissal may not be used to restrain faculty members in their exercise of academic freedom.

2.9.4 Informal Resolution/Preliminary Stage

When the attention of a department chair is drawn to credible allegations about a faculty member that, if true, would be grounds for disciplining, including possible dismissal, the department chair will conduct a preliminary investigation. In doing so, the chair may use the results of investigations conducted by external sources such as the police or auditors. The chair shall seek assistance as appropriate with the investigation from the Director of Human Resources. During the course of this preliminary investigation, the chair must notify the faculty member of the allegations and provide the faculty member with an opportunity to respond to the allegations.

If the allegations still seem credible, the chair will notify the dean and the faculty member in writing that such allegations have been made. The faculty member will have the opportunity to respond in writing to these allegations. Should the dean determine that discipline, rather than dismissal, is appropriate, the dean will recommend one or more sanctions to the provost.

If credible allegations about a department chair are made, the dean is responsible for the investigation. If good reason exists not to involve the department chair in the investigation, then a similar process will be followed by the administration.

The chair (or dean, in cases when the chair is under investigation) will notify the faculty member at issue, in writing, of the chair’s recommendations to the dean, either that the matter be dropped, that discipline short of dismissal be imposed, or that the faculty member be dismissed. After reviewing the recommendations of the chair, the dean will recommend to the provost either that the matter be dropped, that discipline short of dismissal be imposed, or that the faculty member be dismissed. The dean’s recommendation must be accompanied by a written explanation of his or her reasoning. If discipline short of dismissal is recommended, procedures under Section 2.9.5 will be followed. If dismissal is recommended, procedures under Section 2.9.6 will be used.

Prior to the implementation of procedures in Section 2.9.5 or 2.9.6, the provost will invite the faculty member to participate in voluntary and confidential settlement negotiations which could involve, with the agreement of both parties, formal mediation. If formal mediation is invoked, the parties shall agree on the appointment of a mediator. Formal mediation must be completed within 90 days of the appointment of the mediator, unless both parties agree to an extension. Either party may withdraw from the mediation process at any time.

If settlement is not achieved by negotiation or mediation, the procedures in Sections 2.9.5 or section 2.9.6 will be followed.

2.9.5 Procedures for Disciplining Short of Dismissal

Where disciplinary action short of dismissal for cause is sought, the dean, after consultation with and approval by the provost, shall provide the faculty member with written notice of the cause for disciplinary action, the anticipated disciplinary action, and an opportunity to respond prior to a specific and reasonable deadline before the imposition of any disciplinary action.

After receiving the response from the faculty member or if the faculty member fails to respond, the dean shall make a decision regarding the disciplinary action and notify the faculty member in writing.  The faculty member may challenge the imposition of any disciplinary action short of dismissal, suspension without pay, and/or demotion in rank with a concurrent reduction in annual salary by filing a grievance under provisions of the grievance procedure, found in Section 2.14 of this Faculty Handbook.

Disciplinary action may include but is not limited to verbal or written reprimand; suspension with or without pay or demotion in rank with a concurrent reduction in annual salary. Suspension without pay during the academic year may not exceed one semester. Suspension without pay during the academic year would normally not be imposed until the hearing process conducted by the Faculty Disciplinary Committee is completed.
2.9.6 Procedures for Dismissal

a. General Process--When a dean recommends the dismissal of a tenured faculty member, the provost shall determine whether further investigation is necessary. If the provost determines that further investigation is necessary, the provost or his or her designee(s) will conduct the investigation. The results of that investigation along with the recommendation of the dean and any other information available to the provost will be used by him or her to determine if the dean will be permitted to file formal charges to initiate the dismissal process.

No formal charges shall be filed until after the faculty member has been informed in person by the provost that such charges are to be filed (which may occur at this first face-to-face conference). In cases in which the faculty member is not available for a face-to-face meeting, the requirement of this section will be met by a telephone discussion and/or correspondence with a reasonable opportunity to respond. This face-to-face meeting is intended to be collegial. However, upon appropriate notice to the provost, the faculty member may be accompanied by legal counsel or other representative if the faculty member chooses. The faculty member may elect to forgo meeting with the provost.

Following conclusion of the face-to-face meeting with the provost, or the faculty member’s refusal to meet with the provost, the provost can decide that the matter be dismissed entirely, that discipline short of dismissal will be imposed under the procedures of Section 2.9.5 above, or that the faculty member should be dismissed.

b. Formal Charges—When the provost decides to pursue formal charges, the procedures in Steps 1 through 5 below will be followed.

1.	The dean shall initiate formal charges.

2.	The provost shall notify the president before proceedings are initiated that charges against the faculty member will be filed by the dean. The faculty member may be suspended from any or all academic duties during the proceedings at the discretion of the president if recommended by the provost. Such suspension of duties shall be with pay, except in the most egregious situations, such as crimes against persons or extreme financial misappropriation.

3.	Formal proceedings shall be deemed initiated when the dean files with the provost a written statement of explicit charges against the affected faculty member. The statement shall contain the following: (a) the nature of the charges; (b) the names of the witnesses, insofar as known, who will testify in support of the specific allegations; and (c) the nature of the testimony likely to be presented by each of these witnesses.

4.	The provost or his/her designee shall within five (5) working days of receipt of the dean's charges, give notice by registered mail to the affected faculty member stating the explicit charge(s) against him or her. The written notice to the faculty member shall contain the following: (a) the nature of the charge(s); (b) the names of the witnesses, insofar as known, who will testify in support of the specific allegations; and (c) the nature of the testimony likely to be presented by each of these witnesses.

5.	A panel of five members of the Faculty Disciplinary Committee will act as a hearing board to consider whether the charges the faculty member have been supported by the University and, if so, to recommend whether or not the faculty member should be dismissed. All members of the hearing board must be tenured faculty members. The Faculty Disciplinary Committee will propose five members to serve on the hearing board. Either the faculty member to be dismissed or the University may object to any proposed hearing board member on the grounds of conflict of interest or bias. Proposed hearing board members so objected to may be replaced by the committee with other Committee members.  The hearing board shall proceed as described in the “Committee Proceedings” item in Section 2.9.9.

2.9.7 The Faculty Disciplinary Committee

The Faculty Disciplinary Committee is charged with reviewing relevant evidence in cases where serious sanctions are to be imposed on individual faculty members. The charge, membership, and reporting lines for the committee are detailed in Section 4.4.15 and will follow the procedures expressed in Section 2.9.9.

2.9.8 Commencement of Formal Disciplinary Proceedings for Potential Disciplinary Action in the Form of Suspension without Pay, Demotion in Rank, or Dismissal.

a. Formal proceedings commence through written communication addressed to the faculty member by the provost. This document informs the faculty member of the charges, and also informs the faculty member that a hearing will be conducted by the full committee at a specified time and place to review the proposed disciplinary action and advise the president regarding the appropriateness of the proposed sanction.

b. In setting the date of the hearing, sufficient time should be allowed the faculty member to prepare a defense. The faculty member should be informed, in detail or by reference to published regulations, of the procedural rights that will be accorded.

2.9.9 Committee Proceedings

a. Disciplinary hearings will normally not be open to individuals other than the committee, the involved parties, and their designated representatives. If any facts are in dispute, the testimony of witnesses and other evidence concerning the matters set forth in the provost’s letter to the faculty member should be considered by the committee during the hearing.

b. The provost shall have the option of attendance during the hearing. The provost may designate an appropriate representative to assist in developing the case; but the committee should determine the order of proof, should normally conduct the questioning of witnesses, and, if necessary, should secure the presentation of evidence important to the case.

c. The faculty member shall have the option of assistance by counsel, whose functions should be advisory and should be similar to those of the representative chosen by the provost. The faculty member should have the aid of the committee, when needed, in securing the attendance of witnesses.

d. The faculty member will have the opportunity to confront all witnesses. Where unusual and urgent reasons move the hearing committee to withhold this right, or where the witness cannot appear, the identity of the witness, as well as the statements of the witness, should nevertheless be disclosed to the faculty member. Subject to these safeguards, affidavit statements may, when necessary, be taken outside the hearing and reported to it. All of the evidence should be duly recorded. Unless special circumstances warrant, it should not be necessary to follow formal rules of court procedure. Judicial rules of evidence do not apply to Faculty Disciplinary Committee hearings.

e. Conflicts of interest and the appearance of impropriety are to be avoided. Any individual who has participated in, intervened in, or otherwise been or had become involved in a case which is the subject of the hearing should recuse himself or herself from the committee and a substitute selected by the remaining members of the committee.

f. A record of the hearing will be taken and maintained in confidence by the chair. The members of the committee may review this record as part of their duties. The proceedings will be recorded at the University’s expense, and a copy of the tape will be made available to the faculty member and to the University upon request.


2.9.10 Decision by the Hearing Committee

a. The committee should reach its decision regarding the appropriateness of the proposed sanction in conference, on the basis of the hearing record. Before doing so, it should give an opportunity to the faculty member and the faculty member’s counsel and the representative designated by the provost to argue orally before it.  If written briefs would be helpful, the committee may request them.

b. The committee may proceed to decision promptly, without having the record of the hearing transcribed, where it feels that a just decision can be reached by this means; or it may await the availability of a transcript of the hearing if its decision would be aided thereby.  It should make explicit findings with a reasoned, written opinion to each charge presented.

c. The president and the faculty member should be notified of the decision in writing.

d. Any release to the public should be made through the president’s office in accordance with the law.
2.9.11 Decision by the President

The hearing board will notify the president and the faculty member of its findings of fact and recommendations in writing. The president will review the hearing board’s fact-finding and recommendations. If the president disagrees with the hearing board’s fact-finding or recommendations on suspension without pay, demotion, and/or dismissal, the president will meet with the hearing board to discuss the reasons for his or her disagreement. The hearing board will then reconsider its earlier recommendation and, within 10 working days of the meeting with the president, will transmit either a new recommendation or will affirm its earlier recommendation to the President.

After receiving the hearing committee’s new or affirmed recommendation, the president will make the final determination whether to discipline or dismiss the faculty member. The decision of the president is final.

2.9.12 Publicity

Publicity concerning the committee’s decision may properly be withheld until the decision has been reported to the governing body of the institution. Except for such simple announcements as may be required, covering the time of the hearing and similar matters, public statements about the case by either the faculty member or administrative officers should be avoided so far as possible until the proceedings have been completed. Announcement of the final decision shall be in accordance with applicable law and should include a statement of the hearing committee’s original action, if this has not previously been made known.


Section 2.10—Department Chairs

Department chairs are faculty members serving in administrative roles with appropriate authority and responsibility to organize and carry out the mission of departments in cooperation with the relevant dean, consistent with the mission of the school and the interests of the University. Chairs serve at the pleasure of the dean.

2.10.1 Responsibilities of Department Chairs

The responsibilities of a department chair fall into four major categories. The chair’s role is to carry out, or to delegate where appropriate, the responsibilities described below. The chair is responsible for overseeing coordinators and department faculty. This role requires the chair to monitor and mentor faculty development and productivity. The chair is responsible for ensuring the curriculum is current and instructional standards are met.  The chair is critical for communication between the department and the rest of the university and beyond. In this role, the chair acts as the face and the voice of the academic department. Finally, the chair is responsible for supporting the students. For each of these categories, examples of tasks needed to fulfill them are listed below.

a. Faculty Development and Retention

· Oversee and conduct annual faculty evaluations under the faculty evaluation system of the University.
· Oversee the departmental tenure and promotion process.
· Manage faculty resources for the most effective course coverage and maximum research and service productivity.
· Create an environment conducive to good teaching and research and high morale among both full - and part-time faculty.
· Review and make recommendations on faculty assignments and applications for assigned time, university research support, and sabbaticals.
· Encourage faculty participation in presenting papers and other professional activities at regional and national meetings.
· Resolve problems among faculty members.
· Make merit salary recommendations.
· Ensure affirmative action.
· Assist in faculty searches and in recruitment of non-tenure-track faculty.
· Observe instructional performance of department faculty for the purposes of evaluation and mentoring. Faculty members being observed should be provided with two weeks notice prior to the observation session.
· Mentoring faculty,
· Investigate and recommend disciplinary action.

b. Curriculum and Instruction

· Schedule and staff classes in consultation with the faculty and the dean to ensure optimum faculty utilization for undergraduate and graduate programs.
· Monitor and provide for timely revision of existing curricula.
· Support the development of new and innovative programs.
· Manage the department's collection of programs
· Ensure department faculty members submit grades and course-related information on time.

c. Leading and Representing the Academic Department

· Develop department goals and plans in concert with the department faculty as part of the University’s planning process and accreditation.
· Communicate department plans and needs to appropriate deans and others involved with long-range planning.
· Communicate school and university plans to the departmental faculty.
· Implement approved plans and goals within the context of available resources.
· Conduct regular meetings of the department, at least twice per semester and as needed.
· Prepare and manage departmental budget.
· Supervise department staff.
· Interface with outside accrediting agencies.
· Prepare annual and other reports for the department.
· Process forms, requisitions and departmental correspondence.
· Determine assigned worksite for department faculty.
· Ensure the department meets accreditation requirements for assessment and publication of expected student learning outcomes.
· Assist the dean by carrying out such other tasks as may become customary for chairs to perform in the particular school or college, such as administering teaching evaluations, overseeing other assessment procedures, filing year-end reports, formulating department goals and objectives, etc.

d. Student Support

· Support the recruitment of students and participation in Admission Office events.
· Manage and assign academic advisors for students in the department’s programs.
· Encourage student participation in multi-disciplinary programs and internships.
· Advise students and coordinate the advisement and registration of students
· Receive student complaints, arbitrate them if possible, and bring them to the attention of the dean.
· Resolve student problems with faculty.

2.10.2 Selection of Department Chairs

When the term of a chair expires or there is a vacancy for any other reason, the dean will invite the tenured and tenure-track faculty of the department or division to confer. The dean may initiate an internal or an external search; however, an external search requires the approval of the provost. For an external search this policy will be followed in conjunction with the policy for hiring new faculty members.

For an internal search, the tenured and tenure-track faculty may propose a candidate or a list of acceptable candidates for chair through a deliberation process established by the department. The tenured and tenure- track faculty in a department or division may consult with non-tenure-track faculty in their deliberations to the extent they wish. The dean will consider the department faculty’s recommendation(s).

If the dean disagrees with the department faculty’s recommendation, the dean will meet with the department faculty at a scheduled time to discuss his or her reasons for the disagreement. The department faculty will then confer and will either submit another candidate or will affirm the selection of the original candidate.  In the unlikely event that the procedure described above does not lead to selection of a department chair within a reasonable length of time for example (one academic semester) the provost may appoint an acting chair for a non-renewable term not exceeding one year.

Because of department chairs’ roles in the recruitment, retention, tenure and promotion processes, normally tenured faculty (preferably professor rank) will fill these roles. In the event that few or no tenured faculty are available to fill the role of department chair, tenure-track or full-time non-tenure-track faculty from the same department, or tenured faculty from other departments with justification for their recommendations may be forwarded to the dean by the department faculty and/or appointed by the dean.

Department chairs will serve a three-year term unless removed from office by the dean. Chairs will receive additional compensation over their base annual salaries and will also receive re-assigned time as appropriate. The additional salary and amount of re-assigned time will be determined by the relative complexity of the position as determined by the dean and approved by the provost. Parameters will be defined in the Provost’s Compensation Guidelines.

Chairs are expected to work full-time for 10½ months (may be modified by agreement with the chair), and to arrange their schedule to fulfill the responsibilities of the chair throughout the summer, including advising current and prospective students. During periods of personal vacation, chairs will be expected to arrange for the department to be staffed to receive and advise current and prospective students.

2.10.3 Evaluation of Department Chairs

The department chair’s administrative performance will be subject to annual reviews by the college dean according to procedures established by the college. All full-time faculty and those part-time faculty serving during the year of the review, as well as full-time staff, must have the opportunity to participate in this evaluation of the chair’s administrative performance. The evaluation of all department chairs within a college will follow similar procedures. These annual reviews will result in formal written reports to be included in the department chair’s personnel file in addition to the results of the annual faculty review process. The reviews will involve an appraisal of the leadership provided by the chair in selecting, mentoring and retaining a highly qualified faculty; addressing and resolving problems; developing and revising curriculum; achieving effective course scheduling; managing the department’s resources; and performing other responsibilities of the position. The dean’s office will also provide a standardized questionnaire that faculty may respond to and return anonymously regarding the performance of the chair.

2.10.4 Removal of Department Chairs

The dean may remove a department chair at any time during his or her term of office, after consulting with the chair and full-time department faculty to discuss the dean’s concerns with the performance of the chair and consulting with the provost prior to taking action. The department faculty may also request that the dean remove a department chair if the consensus of the department faculty is that the chair is not meeting the requirements of the position, including the scheduling of courses, appropriate evaluation of non-tenured and tenured faculty, and the management of the department’s resources. Should such a recommendation be made, the dean will meet with the chair to discuss the faculty members’ concerns. Should the dean decide to reject the recommendation of the department faculty, the dean will meet with the faculty to discuss his/her reasons.

The decision of the dean to remove a chair is only subject to the grievance process under circumstances in which proper process has not been followed. Otherwise, after consultation with the provost, the decision of the dean to appoint, sustain or remove a chair is final and is not subject to the grievance process.
Section 2.11—Annual Faculty Review Policy

A faculty-review process is a significant part of faculty self-governance at the University of New Haven. The goal of the annual faculty-review process is to promote continuous improvement and support of the faculty member.  The process provides a fair, reasonable and collegial process that benefits the entire faculty and the university. The review process should lead to improvements in performance and to improvements in communications between the faculty member and the chair.
2.11.1 Annual Faculty Activities Report Procedures

Each full-time faculty member prepares and files a Faculty Activity Report with the chair by a date to be specified in Part B of the Academic Affairs Operating Guidelines, unless otherwise extended with authorization by the dean. The FAR describes the faculty member’s activities over the previous 12 months.

The Academic Affairs Operating Guidelines shall specify procedures to complete the annual report requirements. Any necessary transition period will be defined in the Academic Affairs Operating Guidelines. 
2.11.2 Additional Guidelines

Faculty members who do not submit faculty activities reports shall be found to have not met their obligations in a satisfactory manner. The chair will forward a statement to that effect to the dean.

Chairs’ faculty performance shall be evaluated by the dean, with input and advice from the three most-senior faculty with equal or higher rank of the chair’s department or division. If fewer than three faculty members in the department or division meet this qualification, the dean shall select tenured faculty from other departments or divisions in the school to participate in the faculty review of the chair’s faculty performance. The dean’s assessment of faculty performance will be forwarded to the provost. Chairs’ administrative performance shall be evaluated by the dean, and this aspect of the chair’s annual review shall be determined solely by the dean and administration but will include input from the faculty of the department or division.

Chairs shall be provided appropriate training to try to assure consistency in the review process. The training will include setting and evaluating goals and activities for the three criteria areas.

The dean is responsible for the proper carrying out of the faculty review process procedures.

Any faculty member who meets his or her obligations or performs in a satisfactory manner in any year shall have successfully completed the annual activities review.

Annual faculty activities reports are intended to provide a fair and collegial method for faculty to compile and share their accomplishments, and to provide for an opportunity to demonstrate that they have been dutiful in their roles as teachers and scholars. It is generally separate and apart from other faculty review procedures. Although the information gathered relates to the process by which non-tenured, tenure-track faculty are counseled as they approach their tenure application, this process is independent of the tenure and promotion process. A separate application, with supporting materials, shall be prepared by the faculty member who wishes to apply for tenure and/or promotion, and shall be submitted in accordance with the tenure and promotion procedures in effect at any given time.

Performance evaluation decisions are based on faculty performance. The specified process will be followed; however, in a case in which a procedural flaw is identified, decisions related to performance evaluation shall not be diminished due to the presence of a flawed process.
2.11.3 Format for the Annual Faculty Activities Report
The annual faculty activities report will be presented in the following format:

Annual Faculty Activities Report, 20xx-20xx

Name of faculty member: 
Rank:
Tenure status:

I.	Summary of Activities for the Past Academic Year 20xx-20xx 
	a.	Teaching Activities
b.	Scholarly Activities 
c.	Service Activities

II.   Copy of Prior Year’s Goals (to be attached)

III.  Goals (include required resources)
a.	Short-Term Goals (next academic year):
1.	Teaching Activities
2.	Scholarly Activities
3.	Service Activities

b.	Long-Term Goals:
1.	Teaching Activities
2.	Scholarly Activities
3.	Service Activities

IV. Faculty Member’s Self-Assessment Dated and Signed Statement (includes whether he or she performed in a fully satisfactory, satisfactory, or unsatisfactory manner)

V.   Chair or Evaluator’s Assessment Dated and Signed Statement (includes whether the faculty member performed in a fully satisfactory, satisfactory, or unsatisfactory manner)

VI. Faculty Member Response to Evaluator’s Assessment (if needed)

VII. Plan to remediate any deficiencies if faculty member did not satisfactorily meet his or her obligations.

This plan is to be developed by faculty member and the evaluator. The plan shall include what is expected to be achieved within one year and completed at the end of two years.

Assessment agreed to by or Assessment not agreed to by (selected and initialed)


(Faculty Member’s Signature)	(Date)                         

(Chair’s or Evaluator’s Signature)	(Date)                         
2.11.4 Faculty Review Process Criteria with Examples of Activities

Note: These criteria examples provide only a partial list of acceptable activities and are enumerated to assist faculty members in preparing their annual faculty activities reports. Faculty members are not expected to undertake every activity within each of the criteria listed. Faculty members are expected to provide relevant evidence of activity for each of the criteria that appropriately meet their planned goals. Planned goals can be modified with the agreement of the chair during the academic year.

a. Teaching Activity Criteria Examples

· Effective teaching as demonstrated by results on a faculty-approved student instructor/course evaluation form (mandatory).
· Evidence of effective teaching as reliably and objectively determined by faculty peers.
· List of courses taught during the evaluation period.
· Providing course outlines, syllabi, book orders, reports, grades, etc., in a timely manner.
· Maintaining office hours for course students.
· Covering course material specified by the department faculty.
· Maintaining and improving course materials as appropriate.
· Providing evidence of students’ achievement of expected learning outcomes.
· Providing experiential learning opportunities such as student engagement in one’s own
scholarship/research or through inclusion of civic/community engagement activities in course work.
· Achievement of teaching honors, awards, and other formal acknowledgements of teaching. Effectiveness by student groups, colleagues, supervisors, learned societies, and others.
· Developing new teaching methods, approaches, and other instructional materials, including presentations and publications (including textbooks, lab manuals, and journal articles) describing new and innovative educational methods, materials, and philosophies; developing of new or advanced courses; developing of short courses and special programs.
· Writing and submitting successful grant proposals for the purpose of improving teaching or laboratory instruction.
· Developing new or revised courses, laboratories, and curricula; including the design of new software or the creative employment of software and computers for use by students in class assignments or labs.
· Directing dissertations, theses, and projects (including projects with business and industry) to completion.
· Supervising of internship students.
· Generating positive peer and supervisor's evaluations.
· Providing academic advising and mentoring to students at the undergraduate and graduate levels.
· Performing other teaching activities, such as membership and active participation in national educational societies and their committees; professional meetings attended related to educational methods, materials, philosophies and leadership; participation in accreditation preparation, and/or serving as an accreditation team member; serving on and/or chairing curriculum committees.


b.   Service Activity Criteria Examples
· Attending and/or contributing to appropriate department, college, and university meetings.
· Serving as a contributing member of department, college, and university committees, task forces, working groups, ad-hoc, etc.
· Developing of new academic programs.
· Serving on non-university organizations where professional expertise is applied.
· Performing university administrative responsibilities (chair, coordinator, program advisor, etc.) as a faculty member, including specific duties and assignments, special administrative skills, and note- worthy accomplishments.
· Recruiting students and supporting retention activities, prospective student counseling, and outreach activities.
· Providing public and governmental service activities on behalf of the University.
· Service to professional and scholarly societies, including service as an officer.
· External fund raising activities including non-cash contributions.
· Performing other service activities such as: mentoring students and new faculty; faculty advisor for student groups; speaking engagements, radio and television appearances, newspaper articles, etc., relating to the academic, professional, and public service activities of the University.

c. Scholarly Activity Criteria Examples
· Refereed Publications; including articles describing new and innovative educational research, methods, materials and philosophies. Citation frequency of publications.
· Books, Monographs, or Chapters published by recognized professional/educational publishers.
· Copyrights or Patents.
· Grants and Contracts Received; including grants submitted and/or awarded for the purposes of improving teaching or laboratory instruction.
· Development of research laboratory and teaching facilities.
· Presentations at Scholarly Conferences, Workshops and Seminars. List in the following order: Presentations at refereed conferences, Invited presentations, presentations at non-refereed conferences and other meetings.
· Presentations at university, school or department events.
· Presentations at professional organizations.
· Consulting in area of expertise.
· Recitals, Concerts, Exhibits, and other evidence of artistic accomplishment.
· Other Scholarly Activity such as: fellowships and post-doctoral awards; editorship of journals, including guest editorship of special journal issues; non-refereed publications; referee activities for publication and conferences; invitations as reviewer of theses and dissertations from other academic institutions; non-academic publications (newspapers, weekly or monthly periodicals; interviews in area of expertise; legislative testimony in area of expertise; academic and professional memberships, professional licensures and certifications; activities to learn a new area in their field of expertise; and other activities to maintain and improve knowledge in areas of expertise.


Section 2.12—Student Evaluations of Courses and Instruction

2.12.1	 Purpose

The primary objective of the student evaluation of courses and instruction process is to provide faculty members with information to help them improve, develop, and maintain effective instructional performance. Additionally, the student evaluation of courses and instruction instrument serves as one component of the evaluation of faculty members’ teaching performance. The student evaluation of courses and instruction process should be considered in its totality (as a set of surveys). The same holds for answers to individual questions.

2.12.2	 Task Force

A Student Evaluation of Courses and Instruction Task Force will be formed periodically by the provost and the chair of the Faculty Senate. The charge, general guidelines, membership, and reporting lines of this task force are described in Section 4.4.14.

Section 2.13—Performance-Based Faculty Salary Policy

The president, in conjunction with the Board of Governors, will determine the amount of funds each year to be allocated for faculty salary increases. The distribution system will be based on individual faculty performance during the preceding year with the overall goal of maintaining market-competitive faculty salaries. The Board of Governors has the final authority to determine if it would not be fiscally prudent to award salary increases for salary and exemplary performance in any particular academic year.

All faculty salary increase decisions will be made on the basis of a performance-based remuneration system. Performance shall be determined using the annual faculty performance review.

2.13.1 Performance Categories

A faculty member’s performance shall be assigned to one of three categories of performance. The three categories are fully satisfactory, satisfactory, and unsatisfactory performance. A merit performance bonus or salary increase for exemplary performance will also be available for faculty members who are assigned to the fully satisfactory performance category.

The three performance categories that a faculty member may be assigned during the annual performance review are as follows:

	a. Fully Satisfactory Performance—This performance assessment shall be assigned to a faculty member during the annual performance review who performs each of the following areas in a fully satisfactory manner: teaching duties, required faculty responsibilities as per the handbook (see 2.4.2), participates in discipline’s program activities (development of new, revision of current or course improvements); actively participates in college and university service activities; and maintains and improves his or her knowledge of the academic field and provide evidence of achievement and/or progress in scholarly activities. The criteria may be modified by the assigned workload during the period of review.  A faculty member found to have performed in a fully satisfactory manner shall receive a salary increase as described in the salary benchmark adjustment plan. A faculty member who performs in a fully satisfactory manner may be eligible for a merit performance salary increase and/or a merit performance salary bonus. Note: Faculty members who have been designated as “teaching focus faculty” (see 2.1.3.a) will be judged against a revised set of criteria that matches their classification.

	b. Satisfactory Performance—This performance assessment shall be assigned to a faculty member during the annual performance review who performs each of the following areas in a satisfactory manner: teaching duties, required faculty responsibilities as per the handbook and maintenance of currency in his or her field. The criteria may be modified by the assigned workload during the period of review. A faculty member who has performed in a satisfactory manner shall receive an annual cost of living adjustment (COLA) to his or her base salary. Faculty members in this category are not eligible for a salary benchmark adjustment nor a merit performance salary increase and/or merit performance bonus.

	c. Unsatisfactory Performance—This performance assessment shall be assigned to a faculty member during the annual performance review if the faculty member fails to satisfactorily perform any one of the following activities: teaching duties, required faculty responsibilities as per the handbook and maintenance of currency in his or her field. A faculty member found to have performed in an unsatisfactory manner shall not receive any salary increase or merit performance award.


2.13.2	 Merit Performance Salary Increase and Performance Bonus Policy

The merit performance salary policy and process recognizes up to 35 percent of the full-time faculty members for exemplary performance. Faculty who have received an assessment of their performance as fully satisfactory by the dean and who have performed at least one of the activities in an exemplary manner may be considered for a merit-based award. Judgments regarding performance for each activity shall take into account any workload reduction provided the faculty member. Each dean shall forward his or her recommendations of no more than 30 percent of the college’s full-time faculty to the provost for receipt of a merit increase. The provost will then review the recommendations of the deans plus any additional applications for merit not recommended by the deans and will recommend to the president no more than 35 percent of the university’s full-time faculty for a merit performance salary increase and/or performance bonus. The president will then review and select up to 35 percent of the university’s full-time faculty members to receive a merit performance salary increase and/or performance bonus.




2.13.3 Definitions
a. COLA – Cost of living adjustment. The university shall be guided by the U. S. Department of Labor, Bureau of Labor Statistics, Consumer Price index for the Northeast Region (Urban Consumer).

b. Benchmark or Market Target Salary – The university shall use the regional (New England states, Pennsylvania, New York, and New Jersey) average salaries by discipline and rank in private institutions published by the College and University Personnel Association (CUPA) for prior year or substitute benchmark market data for specialty disciplines where CUPA survey data is inappropriate. The substitute data source for a discipline and rank shall be subject to review by the dean of the discipline’s school and agreed to by the administration and the Faculty Affairs Committee. The provost and the Faculty Affairs Committee shall review and maintain the salary discipline database to assure it is representative of the discipline and statistically valid. The benchmark market target salary is defined as the third step for each rank as described in the Academic Affairs Operating Guidelines. Minimum benchmark salary levels may be substituted for a discipline’s rank if CUPA or substitute benchmark data are inappropriate.

The specific process used for implementing the Benchmark or Market-Target Salary increases are detailed as part of the Academic Affairs Operating Guidelines, which are updated on a regular basis in collaboration with the Faculty Affairs Committee.

c. Maximum Benchmark Salary Adjustment—The maximum possible benchmark salary adjustment is the lower of the difference between the faculty member’s benchmark target salary and his or her current salary including the annual cost of living adjustment or the amount available for benchmark salary adjustments.

d. Annual Benchmark Adjustment Salary Amount –The amount available for benchmark salary adjustment to each faculty member shall be the annual benchmark salary funding amount in the university’s budget divided by the number of eligible faculty. This average amount shall be distributed to each eligible faculty member subject to the maximum benchmark salary adjustment. If funds remain due to the maximum benchmark salary adjustment constraint, then the remaining funds shall be distributed in the same manner. Any remaining funds shall return to the university if all eligible faculty members are at or above their benchmark target salary.

e. Annual Amount Available for Benchmark Salary Adjustments—Each year in which it is fiscally prudent to do so, the university shall fully fund COLA for those eligible and provide an additional 2 percent of the prior year’s aggregate faculty salaries, as found in the university’s audited financial report for benchmark salary adjustments. It is assumed the proposed budget shall reflect decisions regarding revenues and expenditures that are in the best long-term interests of the university.

f. Annual Thresholds—If the university projects a budget that falls below the following thresholds, the university may temporarily suspend or reduce the amount provided for faculty salary increases: (i) A $1,000,000 increase in net assets for 2007-08, (ii) a $1,250,000 increase in net assets for 2008-09; (iii) a $1,500,000 increase in net assets for 2009-10; (iv) a $1,750,000 increase in net assets for 2010-11; and (v) a $2,000,000 increase in net assets for 2011-12 and beyond. The president or provost shall notify the Faculty Affairs Committee no later than May 1 that the Performance-Based Faculty Salary Policy at the minimum level specified in 2.13.3.e will not be fully funded for the forthcoming year’s budget. The president and/or the provost shall notify and fully disclose the reasons, including the financial data to support the disclosed reasons, and will meet with the Faculty Affairs Committee to discuss the decision no later than June 1.

g. Related Remuneration Thresholds—If the Performance-Based Faculty Salary Policy is not to be fully funded in the budget for the forthcoming year, then the remuneration of all other university employee groups not governed by collective bargaining agreements shall not be raised to a percentage level higher than the percentage increase that is provided for the faculty in the same fiscal year in accordance with 2.13.3.e.
2.13.4 Additional Provisions
a. Salary Exception for a Faculty Member—A faculty member may have a higher salary than the amount provided by the salary policy if the administration determines it is in the best interests of the university. This provision cannot be used to circumvent the purpose of the Performance-Based Faculty Salary Policy. Its use is suspended if the Performance-Based Faculty Salary Policy is not fully funded.

b. Annual Amount Available for Merit Performance Salary Increases and/or Performance Bonus – Each year the university may provide additional funding, generally up to an additional 1 percent of the prior year’s aggregate full-time faculty salaries, as found in the university’s audited financial report for merit performance salary increases and/or performance bonuses. The university shall fund the merit policy awards only after it has fully funded the annual COLA and applied up to 2 percent of the prior year’s aggregate full-time faculty salaries for benchmark salary adjustments.

c. Eligibility—Each faculty member who performs at least one of the activities evaluated for fully satisfactory performance as determined in the annual faculty review in an exemplary manner will be considered eligible for consideration for a merit award.

d. Merit Performance Award Year—The same time period used for the annual faculty performance review.

e. Eligible Activities for Merit Performance Awards—A faculty member may self-nominate for a merit award in one or more of the following areas: (1) teaching, (2) program and course development, (3) university/discipline/community service, and (4) scholarly and professional activities. A chair or the dean may nominate a faculty member when in his or her opinion a faculty member has performed in an exemplary manner based on the faculty member’s annual faculty performance review.

f. Process--The process will be described as part of the Academic Affairs Operational Guidelines.

g. Merit Award Determination of Amount and Allocation—The president and provost shall determine the amount and type of allocation of the merit award to each meritorious faculty member. The merit performance award may be either a salary increase and/or performance bonus. The president shall each year distribute to the faculty a report that includes describing the criteria they used in their selection process for a merit performance award; the range in amounts distributed; type and distribution of allocations used; and the distribution of merit performance awards for each performance category.

Section 2.14—Grievance Policy and Procedure
The University of New Haven recognizes and endorses the importance of fair process and of adjusting grievances properly without fear of prejudice or reprisal. Accordingly, the University encourages the informal and prompt settlement of grievances. The goal of the informal procedure is—if at all possible—to identify favorable resolution to the issues raised without going through the formal grievance process.

The University intends that these policies and processes be the sole method for the resolution of all grievances as defined herein. Appeals of dismissals for cause, suspension without pay (unless required by law), and demotion will be governed by the provisions of Section 2.9 of this Faculty Handbook. No distinctions are made among full-time, adjunct, and/or non-tenure track faculty as respondents to grievances and in the application of Grievance Committee policy and authority. The committee is likewise accessible to all students of the University.

2.14.1	 Definition of a Grievance

a. Faculty Grievance—A faculty grievance is an allegation by a faculty member or group of such faculty that there has been:
	
	1. a violation of University policies as set forth in this Faculty Handbook including an infringement of the procedural rights of a faculty member;

	2. an infringement of professional conduct or academic freedom; and/or

	3. discrimination based on race, color, sex, national origin, age, religion, marital status, sexual orientation or disability or any other issue or on the basis of status or conduct otherwise protected by federal or state law unless the faculty member has initiated administrative proceedings with the applicable state or federal agency.

The correctness of a promotion, tenure, salary, or dismissal decision may not be grieved, but alleged procedural irregularities in such decisions may be grieved under this section.

b. Student or Staff Grievance—A student grievance or a staff grievance is an allegation by a student or staff member, as the case may be, that one or more faculty members have violated university policy applicable to the grieving party or parties.

2.14.2	 Time Guidelines and Definitions

The time limits regarding the initiation of grievances are firm; time limits regarding process are guidelines and should be understood to be normative and not prescriptive. Any parties to a grievance may, by mutual agreement, waive the time limits set forth in these procedures if all parties so agree, provided, however, that such waiver will only be effective if all parties agree to substitute a new extended time limit for the time limit of these procedures. No more than one calendar year may elapse from the time an alleged grievous action has been discovered until the time when the complainant first contacts the Chair of the Grievance Committee to initiate grievance procedures.

a. The Grievance Committee" is identified herein as “GC” or as "the committee.” "Chair" refers to the chairperson of the Grievance Committee.

b. The UNH "Board of Governors" is identified herein as "BOG.”

c. "Academic chain of command" refers to the hierarchical sequence of positions within the faculty ranks: instructors/professors, chairs of departments/divisions, deans, provost, president.

d. "Complainants" are any person or persons bringing the grievance to the Grievance Committee. "Respondents" are those against whom the grievance is brought.

e. "Face-to-face" hearings are those in which complainants and respondents are permitted to interact directly and ask each other questions for the benefit of the committee. All respondents retain their right to confront their accuser(s) in face-to-face hearings. Further, all parties to a grievance retain the right to cross-examine one another as well as any witnesses heard by the committee.  Under normal circumstances, face-to-face hearings will be held so that the parties may exercise their rights to confront one another. This right may, however, be waived. When both parties waive their rights to a face-to-face hearing, the committee may interview complainants, respondents, and others separately. One's failure or refusal to appear before the committee, when called, will be interpreted under Section 2.14.5.c.

f. "Administration" refers to the officers of the University and to the senior officials in the academic chain of command. "Staff" refers to University employees in professional positions who are not faculty, who do not qualify as administrators as defined above, and who are not Clerical/Technical or maintenance employees.

2.14.3 Informal Procedure

Although a grievant is not required to utilize the informal procedure prior to initiating the formal grievance procedure, grievants are encouraged to attempt to resolve grievances informally if possible. The necessary first step toward an informal solution is for the grievant to attempt personally to resolve the grievance with the other person or persons. This informal procedure normally should not extend longer than a 30-day period. It begins on the day on which the grievant calls upon the aid of the department chair or supervisor to attempt resolution. The grievant or the principals may also call upon any other person who has knowledge of the grievance or who may assist in an informal resolution.

Should the grievance not be resolved informally, the grievant may utilize the formal grievance procedure in Section 2.14.4.

2.14.4	 Formal Grievance Procedure

a. Timelines—Unless the grievance is of such a nature as to demand immediate attention, the grievant(s) must wait at least 30 days from the date on which he or she had knowledge of the acts or omission forming the basis for the grievance to allow for a cooling-off period and to encourage an informal resolution. The grievant may then file a formal grievance with the chair of the Grievance Committee of the Faculty Senate. The grievant shall file the formal grievance within 10 days after the 30-day waiting period, unless the grievant can establish that a delay in filing is the result of extenuating circumstances.  No more than one calendar year may elapse from the time an alleged grievous action has been discovered until the time when the complainant first contacts the chair of the Grievance Committee to initiate grievance procedures.

b. Written Statement—The grievant must provide a written statement of the grievance to the chair of the Grievance Committee, the appropriate college dean, and the provost. The written statement must describe the general nature of the grievance, and must name the person or persons against whom the grievance is made. The written statement must also include the desired outcome of the grievance.

c. Determination of Scope--The Grievance Committee will determine whether the grievance is within the scope of the Faculty Handbook’s grievance policy and whether it is complete. The Grievance Committee is primarily concerned with determining whether violations of due process exist.  When the committee finds that the substance of the grievance merits examination, it notifies the grievant, who must submit copies to all persons named in the grievance statement, the department chair, any other appropriate supervisor, the grievant’s college dean, the provost, and the president. If the Grievance Committee dismisses the grievance, the grievant may appeal this decision to the provost, whose decision on the whether the grievance is within the scope of the Faculty Handbook’s grievance policy and/or whether it is complete is final.

d. Grievance Panels—Within ten working days of the filing of the formal grievance, the Grievance Committee, if it has determined that the grievance merits examination, shall designate four committee members plus a case manager to serve as a grievance panel. The panel must have a faculty member representing each college. The case manager must be a regular member of the Grievance Committee. Both the University and the grievant may object to any of the selected members on the basis of a conflict of interest or personal bias. Grievance panel members may not be members of the grievant’s department. If a proposed member of the grievance panel is struck from the list for cause, the Grievance Committee shall select a replacement from the remaining members of the Grievance Committee or seek an ad hoc replacement until a panel of five is in place.  The chair of the Grievance Committee will immediately notify the grievant and the University of the names of the faculty making up the grievance panel and its case manager.

e. Grievance Panel’s Process—The grievance panel will be given the written grievance and any response to the grievance from the respondent(s). The grievance panel will review the written grievance and the written responses to determine if it wishes to accept or reject the charges in the grievance for further action. If rejected, the panel will report this decision to the chair of the Grievance Committee, who will supply a written statement to the grievant(s) and to the respondent(s). If accepted, the panel will designate the charge(s) that will proceed to a formal hearing and begin making plans for a formal hearing of oral arguments from each side.  Both the grievant(s) and the respondent(s) may call witnesses who have significant information that is relevant to the grievance. The panel may also call additional witnesses to the hearing if this is considered necessary to its understanding of the case.  The panel will hear oral testimony and will review any relevant documents presented by the grievant(s) and the respondent(s).  Should the parties be able to reach a settlement at any point prior to the issuance of a decision by the grievance panel, the grievance panel will be dissolved and the matter will be closed.

f. Grievance Panel’s Recommendation—Should the grievance not be resolved; the grievance panel will issue its findings within ten working days from the end of the hearing. The findings of the Grievance Committee are advisory to the president, who will consider the grievance panel’s findings and recommendations prior to making a final resolution of the grievance.  The decision of the president is final and may not be appealed.

g. Student Grievances—In cases that involve student grievances concerning grades and/or grading practices, after consultation with faculty having relevant expertise in the subject matter, the Grievance Committee may instruct the provost to effect a grade change in those exceptional instances where it is found that the privileges of Academic Freedom have been misused, used capriciously and/or arbitrarily.

h. Access to Evidence—Subject to applicable legal restrictions, the chair has the right and authority to request appropriate access to relevant evidence from all UNH offices and officials, and will properly safeguard the confidentiality of information and materials.

i. Committee Conclusions and Recommendation—If the Grievance Committee's decisions are overturned, in part or in whole, or any part of its recommendations set aside by the president, reasons for this unusual action must be communicated in writing to the committee and the parties to the grievance.

j. Recordkeeping and Archiving—At the conclusion of the grievance procedure, a single file shall be maintained in the Office of the Provost. This file shall include copies of all formal communication regarding the grievance process and final decision. These files shall be maintained for a period of six years beyond the date of decision or one year beyond termination, whichever is later.

2.14.5	 Rights and Obligations of Parties to a Grievance

a. To Confront Accusers—All respondents retain their right to confront their accuser(s) in face-to-face hearings. Further, all parties to a grievance retain the right to cross-examine one another as well as any witnesses heard by the committee. (See 2.14.2.e.)

b. To Confidentiality—All documentation, information, and committee hearings and deliberations are to be kept confidential, and decisions are to be communicated only to the parties involved and to the appropriate University officers. All committee hearings and interviews with parties to a grievance are confidential and closed to the public as well as to the University community except as required by law.

c. To Appear—All complainants and respondents involved in cases accepted by the committee for action have a right to appear before the committee to be interviewed by the committee. Complainants and respondents are expected to appear before the committee when called. If a respondent cannot, or will not, appear (and a reasonable effort has been made by the Grievance Committee for accommodation), the case may still be acted upon despite the absence of said respondent. A respondent's failure or refusal to appear before the Grievance Committee may not serve as a basis for questioning the legitimacy of committee conclusions or invalidating the said conclusion. Reasons for refusing to appear must be communicated to the committee in writing.

d. To Withdraw—If a complainant withdraws the grievance or refuses to appear when called, the case will be dismissed by the committee without prejudice. However, the case can be resubmitted if the committee determines that changed circumstances or new evidence warrant such action.

e. To Examine Evidence—The respondent has a right to examine all evidence provided to the committee by the complainant. The complainant has a similar right to examine evidence presented by the respondent(s).

f. To Representation—Legal counsel or other representative may accompany to interviews or hearings any party to a grievance as part of their representation function in an advisory capacity, but may not substitute for either party in the proceedings. The parties and if applicable the attorneys or other representatives will be advised that civil court procedures or those procedures known in the legal profession as "rules of evidence" will not apply. When a hearing is scheduled, both parties will be advised of the hearing procedures and format.

2.14.6	 Conflicts of Interest Guidelines

a. Conflicts of interest are to be avoided.

b. If the committee determines that a grievance directly affects a committee member, the chair will recruit an appropriate ad hoc replacement from among eligible faculty.

2.14.7	 General Procedures

a. Student Cases—Grievances filed by students must be referred together with the Grievance Committee "Student Grievance Initiation Form." Grievance forms will be available from the committee chair, the Provost's Office, the Dean of Students' Office; and from the Faculty Senate Office. The form will include the identity of the complainant (one per form), the respondent(s), a description of the nature of the grievance, the remedy sought, addresses and phone numbers of the person submitting the form. The form must be signed and dated by the affected faculty members' institutional superiors (department chair and dean) and the provost before the committee will accept it.  The form will state that it is expected that school-specific remedies have been pursued and the academic chain of command followed before seeking the involvement of the committee.

b. Petitions for Non-Student Cases—In all other cases, the complainant will follow 2.14.4.b. No form is required for non-student cases. The committee may advise complainants about how to seek resolution of grievances before accepting a case for action. Advising the complainant to discuss the issues with their supervisors following the academic chain of command is recommended.

c. Evaluating the Petition—Once formed, the grievance panel will convene in a timely manner (typically within 15 working days) after receipt of a petition and response to consider the issues, to gather evidence, and to schedule hearings as they deem appropriate.

d. Hearings—Under normal circumstances, face-to-face hearings will be held so that the parties may exercise their rights to confront one another. This right may be waived, however, and when both parties waive their rights to a face-to-face hearing, the committee may interview them separately. One's failure or refusal to appear before the committee, when called, will be interpreted under Section 2.14.5.c. (See Section 2.14.2.e)

e. Case Representatives—The chair may assign grievances to members of the committee so that the member is empowered to communicate with the parties, witnesses, and University offices and officials on the behalf of the committee.

f. Modifying Procedures—When time limitations or other procedural constraints described herein prove impractical, the committee may modify them as circumstances require and with proper consideration for the needs of the parties, and provided that due notification is given the principal parties. Such a modification of procedure shall not serve per se as a basis for questioning the legitimacy of the committee's conclusions or any actions it recommends.


2.14.8	 Types of Cases

Because of differences in rank, authority, and reporting relationships among possible parties to a grievance, it is necessary to treat cases differently depending on the parties involved.

a. Faculty vs. Faculty and Faculty vs. Staff Member:
· Both parties are expected to submit in writing to the Grievance Committee chair a statement that describes their positions.
· The president will be advised in writing by the Grievance Committee chair of grievance petitions accepted by the committee for action.
· Decisions are communicated in writing to the president and to all parties to the grievance.


b. Faculty vs. Administration:
· All parties are expected to submit in writing to the Grievance Committee chair a statement that describes their positions.
· The president and BOG chair will be advised in writing by the Grievance Committee chair of grievance petitions accepted for action.
· Decisions are communicated in writing to the president, the BOG chair, and all parties to the grievance.

c. Faculty vs. Student:
· The grievance form must be signed by the faculty member's institutional superiors.
· Grievances are forwarded to the committee chair by the Office of the Provost.
· Decisions are communicated in writing to the provost, who will communicate the decisions to the parties involved, including the department chair and dean where appropriate.
Section 2.15—Sabbatical Leaves and Other Forms of Research Support
2.15.1 Conditions of Sabbatical Leave
Sabbatical leave is a program for professional development which benefits the entire University and is granted in order to contribute to the fulfillment of the University’s mission. Sabbatical leave provides opportunities for study, research, creative effort, improvement of teaching capabilities and methods, and related travel in order that the quality of each recipient's service to the University may be enhanced. Applicants must propose a project that can be accomplished in the period of the proposed leave. Priority will be given to proposals with the potential for disseminating and/or applying anticipated achievements through publications, grant proposals, presentations, and development of curricular and instructional activities. A sabbatical leave may be granted for the purpose of enabling the faculty member to become proficient in a discipline other than his or her own. The president makes the final decision on which faculty are awarded sabbatical leaves.

A faculty member may request either a one-semester sabbatical leave at full pay or a full academic year sabbatical leave at half pay, but applicants should understand that one-semester leaves at full pay may be limited and may be denied on this basis.  The provost shall provide guidance to the committee regarding the potential availability of leaves each year prior to their deliberations. A faculty member who meets the eligibility criteria is eligible for a sabbatical leave seven years after the first appointment or seven years after the last sabbatical leave, with the exception that a faculty member otherwise eligible for a sabbatical leave who, on the request of the department head and with the approval of the dean, postpones application for one year, will be eligible for a subsequent leave in the sixth year of service after return to the University. Eligibility for a sabbatical leave does not mean that such leave will be granted.  Up to one third of the sabbaticals awarded in any one year may be for professional development designed to improve the faculty member’s ability to perform his or her faculty role.

Upon completion of the sabbatical leave, faculty members will submit a report summarizing the work accomplished during the leave. Faculty members are expected to return for at least one full academic year of service following the completion of the leave. Faculty members who do not return from sabbatical leave will be required to repay the University the salary and benefits paid to them during the sabbatical leave except for disability, illness or mutually agreed to arrangement with university.
2.15.2	 Criteria for Approval of Sabbatical Leave

Applications for sabbatical leave will be considered in terms of the following:

	a. The relevance of the proposed project to the continued development of the faculty member.

	b. The quality of the faculty member’s proposed research and/or creative activity project during the leave and the likelihood that the project will be completed during the leave or shortly thereafter.

	c. The relevance of the faculty member’s proposed activities to the educational mission of the university. 

	d. The needs of the academic unit to which the faculty member is appointed.
	e. The quality of the faculty member’s established record of research and/or creative activity and other academic and professional accomplishments.

	f.	Length of service, time since the last sabbatical leave, and academic rank will also be considered in evaluating applications for sabbatical leave.
2.15.3 Process for Approval of Sabbatical Leave

The faculty member must submit an application for sabbatical leave by October 31of the year prior to the requested sabbatical leave to the relevant department chair. The application must describe what research, creative activity, or other substantial professional activity that will benefit the faculty member and the university. The chair must either endorse the application or state his or her reasons for not endorsing the application, and if there is more than one such application in the department or division, must prioritize them. The application(s) are then sent to the appropriate college dean. The dean will evaluate and prioritize the applications, taking the school-wide mission, the course offerings of the department, and financial conditions into account. The dean will make a written recommendation for or against granting the sabbatical for each application.

The deans will transmit all of the applications to the provost and the University Sabbatical Leave Committee. The applications from all the colleges will be reviewed by the Sabbatical Leave Committee. The committee will transmit all applications and their evaluations and recommendations to the provost.

The provost will review the university committee's recommendations. Those approved by the committee and the provost will be transmitted to the president for final approval. The president will announce the awards.

Based upon the accumulated evaluations of the applications, the provost will briefly explain to unsuccessful applicants how their applications could be strengthened.

The decision of the president on sabbatical leave applications is final. Faculty members may grieve the denial of a sabbatical leave only on grounds of violations of academic freedom or alleged discrimination or violation of process.
2.15.4	 Status During Sabbatical Leave

Faculty members on a sabbatical leave of one year or less will advance in rank and salary as if they were on campus during the period. Grants, fellowships, or other awards from sources outside the University are supplemental to and not in lieu of a faculty member’s salary while on sabbatical leave, but a faculty member may not earn more than 133 percent of his or her salary from a combination of University salary and external funding in recognition of the increased costs that may be incurred during the sabbatical assignment. Employment outside of the specific terms of the sabbatical leave is not permitted.

A faculty member on sabbatical leave shall continue to receive full benefits from the University (e.g., insurance and other regular benefits) with the exception that for a full-year sabbatical leave at half pay, retirement benefits must be paid based on the actual salary paid.

2.15.5	 Other Forms of Research Support

Research assistants will be allocated by the provost, upon the recommendation of department chairs and deans. The graduate research assistant is a completely research- oriented position. It is intended for faculty who are carrying out research projects in their discipline and who need the help that a graduate student can provide. In evaluating applications, the chair, dean, and provost will consider the demonstrated need for the position, outcomes of previous research, the potential for future external funding, the potential benefits for the student, appropriate and beneficial use of previous assistants, and the impact of the proposed research. It is understood that the assistantship is awarded specifically to the faculty applicant and that he or she will directly supervise the graduate research assistant.

Allocation of research funding and summer research grants will use the same criteria and process described in Sections 2.15.2 and 2.15.3 for the allocation of sabbatical leaves but with different deadlines. Summer grants will also include formative or preliminary research projects. A faculty member shall submit a brief written report on his or her activities to the provost by the end of the academic term following the term of the grant. The Sabbatical Leave Committee will make recommendations to the provost.
Section 2.16—Other Leaves

2.16.1	 Medical Leave

The university’s policy on medical leave is considered to be appended and incorporated herein by reference.

2.16.2	 Family Leave

The University’s policy on Family Leave is considered to be appended and incorporated herein by reference.

2.16.3	 Unpaid Leave

A faculty member who wishes to take unpaid leave from the University must submit a request to his/her department chair, stating the reason for the leave and the expected date of return to the University. The chair may either endorse or reject the request, and then must send the request to the appropriate college dean. If the dean rejects the request, the decision is final. Should the dean concur with the request, the request is then sent to the provost, who makes the final decision.

Unpaid leaves of absence will generally be approved for up to one calendar year only. Under extenuating circumstances, and when a second year of leave will benefit the University, a second year of unpaid leave may be requested and may be approved if the approval is judged to bring identifiable benefit to the university.

Section 2.17—Professor Emeritus Policy

The University of New Haven may recognize and honor retiring full-time members of the faculty who have served for many years with distinction. The University Board of Governors may confer emeritus status along with the privileges outlined below as an honor for such faculty according to the procedures described below.

2.17.1	 Procedures for Awarding Emeritus Status

a. Upon retirement, if a retiree has completed 15 years of service at UNH and has continued to meet the criteria for the rank held, his or her department may nominate him or her for emeritus status.

b. With the candidate's permission, the department will forward the nomination to the University Tenure and Promotion Committee with a brief letter.

c. Any member of the faculty or administration may nominate any retiring member of the faculty who meets the criteria in item 1.

d. Should a retiree fail to meet the 15-year requirement because he or she joined the faculty at UNH after a distinguished career elsewhere, his or her department or dean may petition the University Tenure and Promotion Committee for a waiver of the 15-year requirement.

e. In most cases the candidate's department will provide supporting documentation to the University Tenure and Promotion Committee, but any member of the university community may write a letter in support of such an application.

f. The University Tenure and Promotion Committee may solicit whatever documentation it deems necessary from the candidate's department or from the candidate's dean.  It will then submit its recommendation to the president, who in turn will recommend approval or denial of the candidate's application the Board of Governors.

2.17.2	 Privileges Included with Emeritus Status:

a. Subject to availability of University resources, office or desk space and telephone for professional activities.

b. Library usage.

c. Access to those university facilities that are accessible to regular faculty members, e.g. access to email etc.

d. Parking permit.

e. Catalog listing and professional use of title.

f. Tuition remission at UNH for the professor emeritus and for his or her legal dependents, in accord with the policy in effect for full-time faculty members.

g. Participation in meetings open to the faculty with voice but without vote.

h. Should the emeritus faculty member be asked to teach a course or courses, he/she shall be remunerated at a premium rate consistent with his or her status.
Section 2.18--Amendments to and Suspension of Specific Sections of the Faculty Handbook

University policies, including the policies contained in the Faculty Handbook, are established by the Board of Governors of the University of New Haven. The Board reserves the right to modify these policies from time to time, upon the advice of either the administration or the faculty through the process described below.

2.18.1	 Process to Amend the Faculty Handbook

As specified in the Second Amended and Restated Bylaws of the University of New Haven (dated June 23, 2006), “the Board shall have the powers, rights and duties necessary or appropriate for the proper governance of the business and affairs of the University” including “the approval of the academic policies of the University (including various matters relating to accreditation); and an evaluation of the implementation thereof.” The following processes are applied consistent with the specified powers, rights, and duties of the Board:

	a. Changes to the Faculty Handbook sections describing (i) Faculty Rights and Responsibilities (Section 2.4 ); (ii) faculty status (Section 2.1), salary (Section 2.13), and merit (Section 2.13) policies; (iii) financial exigency (Section 2.7); (iv) termination of employment (Section 2.9); (v) reassignment of faculty (Section 2.8); (vi) Grievance Policy and Procedure (Section 2.14); and (vii) Amendments to and Suspension of Specific Sections of the Faculty Handbook (Section 2.18) will require approval of the faculty and the university administration prior to action by the Board of Governors unless the Board determines that exceptional circumstances or financial exigency prevail. In such situations, reasons will be communicated to the faculty. Faculty votes conducted regarding revisions to the Faculty Handbook will be conducted in accordance to the amendment process specified in the Faculty Constitution.

	b. Changes to all other sections of the Faculty Handbook not specified in 2.18.1.a may be proposed by the administration or by the faculty.

1.	When proposed by the administration, the proposal, including a rationale for the change, shall be submitted to the Faculty Senate for review and comment. The Faculty Senate will refer such proposed changes to the faculty committee with appropriate jurisdiction for study and recommendations. The appropriate committee will consult with the administration and work toward a mutually satisfactory proposal. The Faculty Senate will refer the proposal to the full faculty for comment.  The administration shall receive a response from the Faculty Senate on behalf of the faculty within eight (8) weeks. Days in the months of June, July, and August are not counted as part of the eight weeks. The response time may be extended by mutual agreement.

2.	When proposed by the faculty, the proposal and rationale will be forwarded to the provost and president who will review the proposal and respond to the faculty as a whole within eight (8) weeks. Once the administration has responded, the proposed changes will be submitted to the faculty as a whole by the Faculty Senate. Days in the months of June, July, and August are not counted as part of the eight weeks.

3.	Following consultation between the faculty and administration, the president may forward proposed changes to other sections of the Faculty Handbook except those identified in Sections 2.18.1.a and 2.18.1.b unless exceptional circumstances prevail provided that the faculty’s recommendation regarding the proposal accompanies the proposal for review by the Board of Governors.

4.	Eligibility for all faculty votes, including votes to amend this handbook, is governed by the
Faculty Constitution.

	c.	Changes to the Academic Affairs Operating Guidelines and to the Provost’s Compensation Guidelines will be implemented by the provost in consultation prior to implementation with the University Faculty Affairs Committee.

2.18.2	 Process to Suspend Specific Sections of the Faculty Handbook

For the purposes of Section 2.18 only, an exceptional circumstance is a grave crisis that occurs prior to the Board of Governors’ having to declare a financial exigency at the university exists. The Board must declare an exceptional circumstance exists to take appropriate and specific actions to address the reason(s) for the problem(s). The declaration of an exceptional circumstance should occur after discussing the grave situation with the administration and the faculty. An exceptional circumstance occurs when one of the following conditions exist: (1) when there is a sustained financial problem; or (2) when there exist significant operational inefficiencies due to either administrative or academic operational problems; or (3) when a significant unforeseen event should occur (e.g. destruction of an entire instructional building).

After the Board has declared an exceptional circumstance exists, the Board, the administrative officers, and at least five faculty representatives (chair of Faculty Senate, chair of Faculty Affairs and chair of Budget and Development and two additional knowledgeable faculty members selected by the other three members) shall meet and develop solutions to address the problems creating the exceptional circumstance.

The Board retains final authority to determine how the problems shall be addressed. The Board may suspend for a period of time (up to two years) specific sections of the handbook, confining such sections to elements that will allow the university to address the financial obligations created by the exceptional circumstances and excluding Section 2.4.1—Faculty Rights and Section 2.8—Reassignment of Faculty. For example, the Board may suspend the tenure and promotion process by stopping the clock for accruing time towards tenure and/or promotion. Any such sections suspended shall be discussed by the joint board/administrative/faculty group described in the preceding paragraph and shall be made public.  If after two years of the implementation of a suspension of any eligible section of the handbook, the Board shall declare a financial exigency exists or shall extend the period time of the declaration of exceptional circumstances by agreement with the faculty. The handbook will become fully operational in its form at the point of suspension or as revised through 2.18.1 as soon as the problems creating exceptional circumstances have been addressed (if less than two years or if extended by agreement).









PART THREE: Non-Tenure-Track Faculty

Section 3.1--Non-Tenure-Track Faculty

Non-tenure-track faculty are essential members of the UNH faculty, providing vital components of the University’s instructional program. The diverse array of non-tenure-track faculty permits the university to provide a strong element of current professional expertise to complement the academic preparation of the tenured and tenure -track faculty. Non-tenure-track faculty include full-time lecturers, professionals in residence, practitioners in residence, adjunct instructors, and visiting professors.

Non-tenure-track faculty enjoy the same rights of academic freedom as all other faculty members at the University of New Haven. After three continuous years of service, full-time non-tenure-track faculty on multiple-year contracts may be eligible to vote in university faculty elections and to serve on shared governance committees as described in the constitution and handbook. To serve on shared governance committees, these non-tenure-track faculty must hold a multiple-year contract that includes the time period for which the committee position is to be held.

The terms and conditions of employment of non-tenure-track faculty are described in the individual letters of appointment.

3.1.1 Full-Time Lecturers

Full-time lecturers (also formerly known as full-time instructors) are recruited regionally or nationally to teach in subject areas in which they have particular expertise. In most cases they hold the Ph.D. or the appropriate terminal degree in their discipline. They usually teach at least 24 credit hours. With appropriate justification, and upon recommendation of the dean and the provost, full-time lecturers may be titled senior lecturers. In some cases, full-time lecturers may be assigned a portion of their teaching load to other faculty duties such as coordination of a program.  Full-time lecturers whose full-time faculty status began no later than Fall 2002 and who have maintained continuous and consecutive full-time faculty service since Fall 2002 are eligible for election to the Faculty Senate.

Full-time lecturers may be appointed on annually renewable contracts or on multi-year contracts. The exact nature of the contract as well as date by which the contract may be renewed or terminated will be identified in the letter of appointment.

Full-time lecturers are paid an annual salary at a rate negotiated between the University and the lecturer, independently of any agreements that may be in place regarding tenured or tenure-track faculty. Benefits available to full-time lecturers are the same as those available to tenured and tenure-track faculty. They are eligible for faculty pay increases through the process for full-time faculty pay increases described in Section 2.13 of the Faculty Handbook and at levels approved annually by the Board of Governors. Full-time lecturers on multi-year contracts are also eligible for professional development funding.

The terms and conditions of appointment of full-time lecturers are contained in letters of appointment, and nothing in this handbook or in the Provost’s Compensation Guidelines should be construed to overrule the terms or conditions of appointment contained in the letter of appointment.

3.1.2 Professionals in Residence
Professionals in residence are recruited regionally or locally to teach in subject areas in which they have particular expertise. In most cases, they hold the Ph.D. or appropriate terminal degree in their fields. They normally teach half time to full time and may hold other assigned duties as part of their contracts. Terms and conditions of appointment are contained in the letter of appointment, and nothing in this handbook or the Provost’s Compensation Guidelines should be construed to overrule the terms or conditions of appointment contained in the letter of appointment.

Professionals in residence may be appointed on annually renewable contracts or on multi-year contracts. The exact nature of the contract as well as the date by which the contract may be renewed or terminated will be made clear in the letter of appointment Professionals in residence are paid an annual salary at a rate negotiated between the university and the instructor, independently of any agreements that may be in place regarding tenured or tenure-track faculty.

For less-than-full-time appointments, partial benefits are paid by the university for professionals in residence. By paying for the difference between the university’s contribution and the full contribution, a professional in residence can enjoy the same benefits as those available to tenured and tenure-track faculty. For full-time appointments, full faculty benefits are provided.

3.1.3 Practitioners in Residence

Practitioners in residence are recruited regionally or locally to teach in subject areas in which they have particular expertise. In most cases, they hold at least a master’s degree and appropriate professional certification in their fields. They normally teach half time to full time and may hold other assigned duties as part of their contracts.

Terms and conditions of appointment are contained in the letter of appointment, and nothing in this handbook or the Provost’s Compensation Guidelines should be construed to overrule the terms or conditions of appointment contained in the letter of appointment.

Practitioners in residence may be appointed on annually renewable contracts or on multi-year contracts. The exact nature of the contract as well as the date by which the contract may be renewed or terminated will be made clear in the letter of appointment

Practitioners in residence are paid an annual salary at a rate negotiated between the university and the instructor, independently of any agreements that may be in place regarding tenured or tenure-track faculty.

For less-than-full-time appointments, partial benefits are paid by the university for practitioners in residence. By paying for the difference between the university’s contribution and the full contribution, a professional in residence can enjoy the same benefits as those available to tenured and tenure-track faculty.  For full-time appointments, full faculty benefits are provided.

Adjunct Faculty—Adjunct instructors are hired locally or regionally to teach specific courses in which they have particular expertise. They normally teach no more than half of the full-time load. Adjunct instructors receive a letter of appointment for each semester in which they teach; they are paid on a per-course basis. No expectation of continuing employment is implied.

The usual compensation for adjunct instructors is described in the Provost’s Compensation Guidelines, which is separate from this handbook; however, those rates are flexible in order to permit the university to hire the best-qualified adjunct instructors.

Nothing in this handbook or the Provost’s Compensation Guidelines should be construed to overrule the terms or conditions of appointment contained in the letter of appointment. Adjunct instructors do not qualify for benefits.

Visiting Professors—Visiting professors are usually professors holding permanent positions at other universities. Terms and conditions of their temporary employment at UNH are described in letters of appointment. The exact nature of the contract as well as the date by which the contract may be renewed or terminated will be made clear in the letter of appointment. (This does not prejudice the contract of any instructor who was appointed to this classification prior to the adoption of this handbook.) Visiting professors may be entitled visiting assistant professor, visiting associate professor, or visiting professor, corresponding to their appointment at the home institution.

Visiting professors are individuals who hold or have held academic rank at the level of assistant professor or above at another accredited institution of higher education or have accomplishments that are considered equivalent (e.g., outstanding performance in the creative arts or in the business or professional community). The appointment is for instruction and other university responsibilities for a limited period of time with no expectation of a continuing or subsequent appointment, agreed upon in writing between the visiting professor and the provost after consultation with the appropriate college dean and department chair.


Section 3.2—Terms of Appointment

The periods of service of full-time non-tenure-track faculty are defined in the letters of appointment. However, the following guidelines apply for notifying non-tenure-track faculty of the intention to offer or not to offer a subsequent contract:

Full-time non-tenure-track faculty members in their first year of service will be notified whether their contracts will be renewed by May 1 of that year.

Full-time non-tenure-track faculty members with more than one year of service will be notified whether their contracts will be renewed by January 1 prior to the expiration of their contracts.

The University of New Haven reserves the right to rescind an intention to offer a subsequent contract if financial circumstances change after the notice of intention is delivered and before a subsequent contract is signed.

In the event of a conflict between the appointment letter and the provisions of Section 3.2, the appointment letter will control.


Section 3.3—Responsibilities of Non-Tenure-Track Faculty

All non-tenure-track faculty are expected, at a minimum, to engage in the following activities:

	a. Maintain competence and expertise in the field in which the faculty member is employed to teach, staying abreast of current research and developments in the field.

	b. Post and attend regular office hours convenient to students.

	c. Plan courses, provide a syllabus complete with calendar of the semester’s work and assignments, expected student learning outcomes, and grading policy at the beginning of the course, and update it when necessary. 

	d. Ensure appropriate standards of student integrity in assigned work.

	e. Order books for the courses unless other arrangements are made by the department chair.

	f. Meet classes as scheduled during the academic term and during final exams; follow defined process to ensure coverage of classes because of illness or during approved absences.

	g. Submit grades within the established timelines.

	h. Work in a collegial fashion with colleagues to ensure a full program of instruction in the field or program.

	i. Anticipate and avoid potential conflicts in interest. Report any employment at other universities and other compensated employment to the department chair.


Section 3.4—Annual Evaluation of Non-Tenure-Track Faculty

Full-time, non-tenure-track faculty members will participate in the university’s annual faculty review process as described in Section 2.11. The performance of each non-tenure-track faculty member with a less-than-full-time appointment shall be evaluated annually by the department chair with a summary evaluation report provided to the non-tenure-track faculty member and the dean.  For all non-tenure-track faculty evaluations, the chair may request input from the tenured and tenure-track faculty regarding each non-tenure-track faculty member’s performance.

Section 3.5—Service on Governance Committees

Full-time non-tenure-track faculty may be eligible to serve on the committees of shared governance enumerated in this handbook unless prohibited in the committee description or the rules they establish. Participation of non-tenure- track faculty in the Faculty Senate and its committees is regulated by the Constitution of the Faculty of the University of New Haven.

Section 3.6—Existing Titles

The positions of non-tenure-track faculty already employed at the University of New Haven at the adoption of this faculty handbook who were hired with other titles or terms and conditions of employment stated in active contracts at variance with this section are not prejudiced. Other titles than these, involving such honorifics as “distinguished” and “senior” are not excluded by this list of categories of non-tenure-track faculty, but letters of appointment should indicate which of these categories is applicable.

Section 3.7—Portions of Part Two That Apply to Non-Tenure-Track Faculty

The following sections of Part Two of this Faculty Handbook apply to non-tenure-track faculty:
· Section 2.1.3—Assignment
· Section 2.4.1—Faculty Rights
· Section 2.4.3—Classroom Attendance and Advising Policy
· Section 2.4.4—Availability and Office Hours
· Section 2.4.5—Code of Professional Ethics
· Section 2.4.6—Policy on Conflicts of Interest and Commitment
· Section 2.4.7—Nondiscrimination and Harassment
· Section 2.4.8—Statement on Consensual Relationships
· Section 2.4.9—Policy on Intellectual Property
· Section 2.4.10—Institutional Review Board
· Section 2.4.11—Research Misconduct and Academic Dishonesty
· Section 2.9—Faculty Discipline and Dismissal
· Section 2.10—Department Chairs (Shall only apply in unusual circumstances where a full-time non-tenure- track faculty member might be serving as department chair.)
· Section 2.11—Annual Faculty Review Policy (Applies to full-time non-tenure-track faculty)
· Section 2.12—Student Evaluations of Courses and Instruction
· Section 2.13—Performance-Based Faculty Salary Policy (Applies to full-time non-tenure-track faculty if hired for a subsequent year)
· Section 2.14—Grievance Procedure







PART FOUR: Shared Governance Committees

Shared governance implies cooperation of the Board of Governors, the University administration, and the faculty in governing the affairs of the university. Committees provide a vehicle for such management of the university affairs and for communication between the faculty and administration in the interest of the University as a whole.

Section 4.1—The Faculty Senate

The Faculty Senate provides a primary channel of communication between the faculty and the administration. Its responsibilities and bylaws are contained in the Constitution of the Faculty of the University of New Haven.


Section 4.2--Constitutional Committees

Constitutional committees are established in the Constitution of the Faculty of the University of New Haven and include (a) The Academic and Student Affairs Committee, (b) The Faculty Affairs Committee, (c) The Budget and Finance Committee, and (d) the Grievance Committee. The descriptions below are quoted from the constitution.

4.2.1 Academic and Student Affairs Committee

a. Membership: Each college will elect one member of the general faculty of the college, and one faculty member with tenure. The Chair of the committee shall be elected from among the tenured members of the committee. The Faculty Senate chair and vice-chair shall also be voting ex-officio members of the committee. The provost or provost’s designee will be a non-voting ex-officio member of the committee. 

b. Reporting: In addition to meeting the requirements of Article VI Section 6, the committee will notify the general faculty at least five days prior to the date of upcoming meetings and distribute its agenda, minutes and any items to be discussed or upon which it will vote, and will maintain records accessible to the general faculty, of its meetings and actions, on the faculty governance website. Agendas and actions of all meetings of the committee will be forwarded in writing by paper document or by e-mail to the Faculty Senate, deans, provost, and president in timely fashion.  The committee shall meet with the Faculty Senate at least once per semester – and otherwise upon request of the Senate Chair – to fully discuss the committee’s activities and those of all committees reporting to it. The committee will forward a written report and deliver an oral report of its actions and accomplishments to the general faculty no less than once each year.
4.2.2 Faculty Affairs Committee
The Faculty Affairs Committee shall review all policies related to faculty employment and discuss them with the administration.  This committee initiates proposals for changes to the Faculty Handbook and reviews changes proposed by the administration. The committee shall engage in discussion with the administration on issues related to faculty personnel policies and procedures prior to the implementation of policy.  The committee shall meet with the provost to fully discuss faculty welfare concerns on a regular and timely basis.  The Faculty Affairs Committee shall not engage in case adjudication.

a. Membership: The membership of the committee will consist of tenured full-time faculty members elected from each college to terms of two years, as per the Constitution of the Faculty. The Faculty Senate chair and the vice chair shall be voting ex-officio members of the committee.  The provost or provost’s designee will be a non-voting ex-officio member of the committee.

b. Reporting: Agendas and actions of all meetings of the committee will be forwarded to the Faculty Senate, deans, provost, and president in timely fashion.  The committee shall meet with the Faculty Senate at least once per semester – and otherwise upon request of the Faculty Senate chair – to fully discuss the committee’s activities. The committee will forward a written report and deliver an oral report of its actions and accomplishments to the general faculty no less than once each year.


4.2.3 Budget and Finance Committee

The Budget and Finance Committee shall review and make recommendations about budget priorities and the allocation of financial resources.  The committee is empowered on behalf of the general faculty to have access to relevant University documents to enable it to carry out its objectives.  The Budget and Finance Committee will meet jointly with the Faculty Affairs Committee with the CFO to review the University’s fiscal-year budgets in sufficient time to allow for analysis and comment prior to formal approval by the Board of Governors.   The committee issues reports with recommendations to the Faculty Senate on the committee’s findings.   The committee shall also review the fiscal implications of course and program proposals recommends acceptance, rejection, or deletion to the Faculty Senate.  The committee shall engage in good-faith discussion with the administration on financial operations, capital budgeting, development, audited financial reports, and other material documentation. The committee shall meet with the chief financial officer to discuss fully budget and financial concerns on a regular and timely basis.  The Budget and Finance Committee shall not engage in case adjudication.

a. Membership: Each college will elect one tenured or tenure-track and one tenured faculty member to two year terms, as per the Constitution of the Faculty. The Chair of the committee shall be elected from among the tenured members of the committee. The Faculty Senate chair and the vice chair, shall be voting ex-officio members of the committee. The University’s CFO or designee will be a non-voting ex-officio member of the committee.

b. Reporting: In addition to meeting the requirements of Article VI Section 6 of the Constitution of the Faculty, the committee will notify the general faculty at least five days prior to the date of upcoming meetings and distribute its agenda, minutes and any items to be discussed or upon which it will vote, and will maintain records accessible to the general faculty, of its meetings and actions, on the faculty governance website. Agendas and actions of all meetings of the committee will be forwarded to the Faculty Senate, deans, provost, and president in timely fashion.  The committee shall meet with the Faculty Senate at least once per semester—and otherwise upon request of the Faculty Senate chair – to discuss fully the committee’s activities.  The committee will forward a written report and deliver an oral report of its actions and accomplishments to the general faculty no less than once each year.

4.2.4 Grievance Committee

The Grievance Committee shall manage the grievance process with respect to grievances involving faculty as specified in the Faculty Handbook.  In particular, the Grievance Committee shall select members of grievance panels as provided in the Faculty Handbook.  Grievances include those filed by (i) faculty against other faculty; (ii) faculty against the administration or members of the administration, including deans and chairs; (iii) students against faculty; and (iv) staff members against faculty. The Grievance Committee shall be available to review due process in actions taken by any faculty committee including appeals mechanisms employed by those committees. The Grievance Committee implements the grievance policy and procedures described in Section 2.14 of the Faculty Handbook.

a. Charge: The Grievance Committee manages the grievance process within the parameters of the policy and procedures described in Section 2.14 of the Faculty Handbook. The committee accepts written formal grievances, determines whether formal grievances fall within the scope of the committee’s role, determines whether the written formal grievance document is complete, forms case panels from the Grievance Committee membership or selects ad hoc members for the case panels when needed to properly staff a panel, and ensures that the grievance procedures are followed.

b. Membership: The membership of the committee will consist of tenured full-time faculty members elected from each college to terms of two years, as per the Constitution of the Faculty. The Faculty Senate shall oversee the election in April of each year.

c. Reporting: Reporting lines are described in Section 2.14 of the Faculty Handbook.









Section 4.3—Senate Committees

4.3.1	University Curriculum Committee

Purpose: The UCC serves two principal purposes—
1. To collaborate with the administration and members of the faculty to evaluate and plan credit-bearing curricular offerings at both the graduate and undergraduate levels in light of the University’s strategic objectives, market dynamics, resources, and evidence of performance of existing programs;
2. To evaluate proposals for new, deleted, and revised curricula submitted by the Colleges, and to manage the University’s process used for the creation, submission, review, and approval of curricula.
Membership:	The UCC comprises 12 FT faculty representing the academic colleges; the Chair of the Faculty Senate; the Provost; the VP for Enrollment Management; and the Associate Provost for [Curriculum].  The administrative members are nonvoting ex officio members.  The 12 FT faculty are elected directly to 3 subcommittees that, in sum, form the UCC:

a. The Undergraduate Curriculum Subcommittee comprises 4 members, one from each College, elected by and from among the voting faculty of the colleges, to alternating 3-year terms;
b. The Graduate Curriculum Subcommittee comprises 4 members, one from each College, elected by and from among the voting faculty of the colleges, to alternating 3-year terms;
c. The Core Curriculum Subcommittee comprises 4 members, one from each College, elected by and from among the voting faculty of the colleges, to alternating 3-year terms.

1. Subcommittee members may not serve on multiple subcommittees simultaneously.
2. The Associate Provost for [Curriculum] serves as a nonvoting ex officio member on all subcommittees.
3. The presence and contribution of administrative representatives varies depending upon the type of agenda before the UCC, as described below under “Procedures.”
Leadership: The Chair of the UCC is elected by and from among the faculty members of the UCC each academic year to serve a term of one year.  Each of the three subcommittees identified above is led by a Subcommittee Chair, who is a faculty member elected by and from among the subcommittee members.  The Chair of the UCC need not be one of the three Subcommittee Chairs.

Quorum Requirements:	 Quorum is determined to be more than half of the faculty members called for a given meeting announced by either a subcommittee or the full UCC.

Procedures: For all meetings of the UCC and/or its subcommittees, Robert’s Rules of Order will prevail, unless the bylaws of the (sub)committee provide a committee rule that would take precedence.

A. Agendas and Types of Meetings - Published agendas will identify the purpose of the meeting as “Strategic” or “Approval.”

a. The Strategic meetings will call for attendance by those faculty members on the subcommittees deemed relevant to the agenda, the UCC Chair, and all ex officio representatives.  College deans will attend, as required, upon invitation of the Chair of the UCC and the Provost.
b. Approval meetings will require only the subcommittee(s) necessary to examine given proposals.  The Provost and college deans are to attend on an as-needed basis, and are invited by the Subcommittee Chair and the Associate Provost.

B. Roles of the UCC for Strategic and Approval Activities

a. Approval: The UCC is responsible for the final review and faculty approval of curriculum changes including processes for publishing announcements of agendas and work in progress; consent calendars; consideration of curriculum design and coherence; compliance with Core Curriculum, external regulations, and other academic policy; resolution of conflict; preparation of materials for use by the registrar and for publication in the catalog and elsewhere; providing initial conceptual approval of proposals for new or substantially modified curricula; and other duties relating to curriculum management that may arise.
     
b. Strategic: In collaboration with the administration, the UCC is responsible for supporting the strategic development and evolution of the University’s curricula through providing guidance to faculty on curriculum development; sponsorship of workshops and other forums for development; conducting initial conceptual review of proposals for new or substantially modified curricula; publicizing work in progress to the faculty; recommending new or changed academic policy; sponsorship of market research and program viability; consideration of metrics of program effectiveness; and other activities that may be required to support strategic curriculum development.      
Section 4.4--University-Level Committees
4.4.1 University Tenure and Promotion Committee


a. Charge: The purposes of the University Tenure and Promotion Committee are as follows:

I. To manage the review process for faculty seeking tenure and promotion – Provide definitive answers to all questions; provide training to all faculty and administrators involved in the process; conduct annual advising sessions for all candidates seeking tenure and promotion; to take the lead in developing any future minor revisions to the tenure and promotion review process.
II. To confirm that all elements of a candidate’s reviews have been conducted properly (when handling the “mid-tenure reviews” and “tenure reviews”).
III. To confirm that a tenure-track candidate is on track for meeting the University’s requirements for tenure at their “mid-tenure review,” and that they have satisfied the University’s requirements for tenure at their “tenure review.”
IV. To perform a periodic review of the overall functioning of the tenure and promotion system in accordance with the “University Tenure & Promotion Committee Operating Guidelines.”

b. Membership: See section 2.1.3.

4.4.2 University Sabbatical Leave Committee

a. Charge: The University Sabbatical Leave Committee will review applications for sabbatical leave. The committee will consider the applications using the sabbatical leave criteria. The committee will forward the application and its own evaluation and recommendations to the provost. By the end of October of each academic year, the committee will submit to Faculty Senate and the general faculty a report summarizing the work accomplished while on sabbatical leave by all faculty whose leave occurred during the previous academic year (Faculty Handbook 2.15.1). 

b. Membership: The membership will consist of full-time tenured faculty members elected by each college to terms of two years with the number of members and selection process consistent with the number and process for Constitutional Committees.
4.4.3 University Graduate Council


a. Charge: The University Graduate Council serves as an advisory committee to the Provost regarding issues related to graduate recruitment, graduate admissions, and graduate academic policy development. The committee will elect its chair no later than the final week of the spring semester. 

b. Membership: The membership of the committee shall include each of the graduate directors/coordinators. The Provost or Provost’s designee and Vice President for Enrollment Management or their designee will be non-voting ex-officio members.
4.4.4 University Library Advisory Committee


a. Charge: The University Library Advisory Committee advises the University Librarian regarding the development and implementation of university policies in support of the university’s academic mission.

b. Membership:  The membership of the committee will consist of one full-time faculty member elected at large from each college to a term of two years.   The University librarian will serve as a non-voting administrative liaison for the committee.  A student representative of the USGA shall serve on the committee without vote.

c. Reporting: Full minutes of all meetings of the committee will be forwarded to the ASA Committee, the faculty, and the provost in timely fashion.  The ASA representative of the committee will report to the full ASA committee at least once per semester on the activities of the committee.

4.4.5	University Information Technology Advisory Committee

a. Charge: The University Information Technology Advisory Committee will advise the chief information officer and the director of audio-visual regarding the development and implementation of university academic technology and audio visual policies in support of the University’s academic mission. The committee will also advise the CIO in the development and implementation of a university academic technology plan.

b. Membership: The membership of the committee will consist of one full-time faculty member elected at large from each college.   The University’s chief information officer will serve as a non-voting administrative liaison for the committee. A student representative of the USGA shall serve on the committee without vote.

c. Reporting:  Full minutes of all meetings of the committee will be forwarded to the ASA Committee, the Faculty Senate, and the provost in timely fashion.  The ASA representative of the committee will report to the full ASA committee at least once per semester on the activities of the committee.

4.4.6 University Enrollment Management Advisory Committee

a. Charge: The University Enrollment Management Advisory Committee will work in concert with the vice president for enrollment management to promote communication between his or her office and the Faculty Senate. The committee will advise the vice president for enrollment management regarding policies, procedures, and actions designed to meet established admissions goals.

b. Membership: The membership of the committee will consist of one full-time faculty member elected at large from each college to a term of two years.  A student representative of the USGA shall serve on the committee without vote.

c. Reporting:  Full minutes of all meetings of the committee will be forwarded to the ASA Committee and to the Faculty in timely fashion.
4.4.7 University Facilities Advisory Committee

a. Charge: The University Facilities Advisory Committee will work in concert with the university officer in charge of facilities to promote communication between his/her office and the faculty senate.  The committee will provide input and advice into facilities planning and facilities operations with the goal of ensuring that university facilities help the university meets its academic mission.

b. Membership: The membership of the committee will consist of one full-time faculty member elected at large from each college to a term of two years. The University’s officer in charge of facilities will be a non-voting member of the committee. A student representative of the USGA shall serve on the committee without vote.

c. Reporting:  Full minutes of all meetings of the committee will be forwarded to the Faculty Senate in timely fashion. The committee shall meet with the Faculty Senate at least once per semester – and otherwise upon request of the Faculty Senate chair – to fully discuss the committee’s activities.

4.4.8	Academic Standing and Readmissions Committee
a. Charge: The Academic Standing and Readmissions Committee serves as the final appeals mechanism for students who have been dismissed from the university for academic performance. It provides an opportunity for a student to present his or her case for readmission. The committee is authorized to uphold dismissals or to establish terms for readmission.

b. Membership: One full-time faculty member from each college elected by the faculty of the college.
Staff members include the director of admissions, the director of the Office of Academic Services, the director of the Office of Disability Services and Resources, the associate provost for student affairs & dean of students, and the registrar, who is nonvoting. The committee will be convened and chaired by the associate provost for undergraduate studies, assessment, and accreditation.

c. Reporting: Committee actions are reported to the provost and vice president for academic affairs.
4.4.9 University Intellectual Property Advisory Committee
a. Charge: The University Intellectual Property Advisory Committee advises the provost regarding university decisions related to intellectual property considerations, including copyrights and patents. The committee also recommends revisions to the university’s intellectual property policy and procedures.

b. Membership: Six tenured or tenure-track faculty with demonstrated research experience, four—one from each college—elected by the faculty of that college and two at-large faculty appointed by the provost. The committee is chaired by the associate provost for graduate studies, research, and faculty development.

c. Reporting: This committee advises the provost and president on University policies regarding copyrights and patents.
4.4.10	 Advisory Committee on Student Life
a. Charge: This committee serves to integrate academic affairs and student affairs. In achieving this goal, the committee addresses issues and concerns related to student residence halls, academics, and co-curricular student experiences. 

b. Membership: Each college will elect one full-time faculty member. The Undergraduate Student Government Association USGA President and the Graduate Student Council (GSC) President or their respective designees serve as student body representatives. The chief student affairs officer serves ex officio: in addition, the chief student affairs officer may appoint two additional student affairs administrators or staff members to serve.

c. Reporting: The committee reports to the chief student affairs officer and forwards academic and co-curricular student issues to the Faculty Senate.

4.4.11 Institutional Review Board

a. Charge: The Institutional Review Board reviews research protocols in research projects conducted by employees, students, and collaborators of the University of New Haven with the goal of safeguarding the rights and welfare of all human subjects who participate. All research projects involving human subjects or human material must be reviewed and approved by the IRB, whether or not the research is federally funded or receives external funds from any source.  All biomedical, social and behavioral research projects conducted by the faculty, the staff and students of the University are subject to the policies and procedures of the Institutional Review Board. The IRB holds the authority to disapprove, modify, or approve protocols based upon consideration of human subject protection.  It also requires progress reports from the investigators at least annually and oversees the conduct of the study.  See Section 2.4.10.

b. Membership:  One tenured faculty member from each college, nominated by the college dean; one member outside of UNH appointed by the provost; and the associate provost for graduate studies, research, and faculty development.

4.4.12	 University Assessment Committee

a. Charge: The University Assessment Committee provides university-wide leadership in the development and strengthening the university’s assessment of education outcomes. The committee provides a university-wide perspective on student assessment as carried out in undergraduate and graduate programs. Specifically, the UAC (1) reviews, develops, and recommends institutional assessment procedures and policies; (2) develops mechanisms for using assessment data in decision making; (3) reviews the usefulness of assessment strategies, reporting strategies, and feedback processes; and (4) provides opportunities to strengthen UNH faculty’s uses of assessment to support student learning; (5) highlights best assessment practices, and (6) facilitates period evaluation of academic assessment efforts at UNH.

b. Membership: Eight full-time faculty—four of whom are elected by the full-time faculty of each college and four of whom are appointed by the college deans. The Director of Institutional Research and the associate provost for undergraduate studies, accreditation, and assessment serve as ex officio members. The committee is chaired by the associate provost.

c. Reporting: Reports to the provost and vice president for academic affairs. The committee forwards academic policy recommendations through the Faculty Senate.


4.4.13	 University Academic Administrative Review Committee

a. Charge: To conduct a survey of full-time faculty to provide insight for the dean and the provost regarding the faculty’s perception of the overall performance of each college dean during the second semester of his or her third year of service as dean and in every third year thereafter. The committee will follow the general process as described in 4.4.13.b. In addition, the committee may be called upon by the president to provide insight into the faculty’s perception of the overall performance of the provost following a similar process to that described below. Surveys will be conducted following these five principles: (1) Be run by and meaningful to the supervisor, namely, the provost; (2) protects the individual dean’s rights, including privacy rights; (3) reflects the job expected of the dean; (4) allows for input from appropriate parties in a professional, responsible, and accountable manner; and (5) is oriented towards continuous improvement, though the results may affect future re -appointment decisions. The committee may also be called upon by the faculty to provide insight into the faculty’s perception of the overall performance of the president following a similar process to that described below.

b. Process: (1) The committee prepares a draft survey instrument based on a review of the dean’s position description and designed to serve as a formative survey instrument. The committee revises the draft as necessary until approved by the provost. (2) The survey instrument will be sent to each active full-time faculty member who has served at least one academic year as a full-time faculty member at the time the instrument is distributed. (3) The provost will receive the responses, share with the dean the aggregate responses to survey items reflecting numerical ratings and will share with the dean individual comments after the comments are transcribed from the original response. The names of respondents will not be identified. (4) The responses will serve as input into the formal evaluation process of each dean in his or third year of service as dean and in every third year thereafter.  (5) The provost will meet with the faculty of the college to provide a general report regarding the results of the survey.

c. Membership: Two tenured faculty members from each college elected by the full-time faculty with voting rights in each college.

d. Reporting: The committee reports to the provost regarding evaluation of deans. The committee reports to the president regarding evaluation of the provost.  The committee reports to the faculty and will forward its evaluation of the president to the Board of Governors.

4.4.14	 University Student Evaluation of Courses and Instruction Task Force

a. Charge: The Student Evaluation of Courses and Instruction Task Force considers ways to assure validity of the student evaluation of instruction process and to develop additional policies and procedures to implement and operate the review process (i.e. security of the data, digitization of survey results and comments, web privacy process, faculty and student privacy rights, archiving controls, rules for data analysis, rules for access to data, etc.).

b. General Guidelines—In general, the survey instrument should be administered in class by a person other than the course instructor. The survey results shall be summarized and stored in a secure digitized format. Privacy rights shall be protected during this process. A web-based survey instrument may be considered if it appropriately addresses the administrative, collection, archival and privacy issues. The surveys themselves - including written comments—with privacy fully protected, will be available to the faculty member, chair, and chair’s evaluator (only chair’s data). 

Aggregate data (average and distribution of results displaying both count and percentage) will be made available to the faculty member, chair, chair’s evaluator (only chair’s data), and dean for examination and consideration by the individual faculty member and in support of retention, promotion, tenure, and faculty-evaluation processes. The aggregate data shall also include discipline/department comparisons and trends. Please note the evaluation of comparison and trend results must take into account the difference in courses taught by each faculty member. The president and provost may have access as well. Written comments will be available to the faculty member, chair, chair’s evaluator (only chair’s data), and dean. The president and provost may have access as well. 

Additional analysis will be allowable for research purposes as long as privacy rights are fully protected. Additional analysis can occur if agreed to by the individual faculty member or by a vote of approval by the entire faculty.  Raw data (need to avoid risk of data selection bias) and analyzed data may be used in other academic review processes if agreed to by the individual faculty member or by a 60-percent vote of approval by the entire faculty.

c. Membership: The task force is formed periodically but no less than once every three years by the provost and the chair of the Faculty Senate. The task force shall consist of two deans or associate deans appointed by the provost and two members from each college with at least one of the two from each college having expertise in survey development and testing.

d. Reporting: The committee shall present its findings and recommendations to the Faculty Senate and provost for review and appropriate action.

4.4.15	 University Faculty Disciplinary Committee

a. Charge: The Faculty Disciplinary Committee (committee) shall be charged with reviewing relevant evidence in cases where the sanction to be imposed is either suspension without pay (unless required by law), demotion, or termination. However, in the case of criminal charges the committee will be consulted by the administration to ensure the faculty member is accorded due process.

b. Membership: The committee consists of two tenured faculty members from each college with more than 15 faculty members (one member from each college or school with 15 faculty members or fewer). One additional member, the chair of the committee, will be elected by the tenured and tenure-track faculty of the university for a two-year term from the full-time tenured faculty at large and will have the rank of professor. The committee will appoint a secretary from within its membership.

Each college will also elect an alternate who will serve on the committee should one of the regular members be unable to attend the primary hearing or have a conflict of interest. The term of membership will be four years. In colleges having more than one member, the terms of the members will alternate so that each of those colleges will hold an election biennially to replace one of its members.

In the event that these criteria leave a college without representation, the faculty of the affected college will elect a representative and an alternate to serve on the committee from the full-time, tenured, professors of another college.

c. Reporting: The committee reports to the provost and vice president for academic affairs.

4.4.16	 University Honors Program Committee

a. Charge: The University Honors Program Committee serves as the faculty governance committee for the University Honors Program. The committee recommends Honors Program policy and procedures, recruits students, and recruits faculty to develop new Honors Program courses.

b. Membership: Seven full-time faculty appointed by the provost. At least one faculty member must be appointed from each college. The associate provost for undergraduate studies, accreditation, and assessment serves as an ex officio, non-voting member.

c. Reporting: The committee reports to the provost and vice president for academic affairs.

4.4.17 College of Lifelong and eLearning Faculty Committee

a. Charge: The College of Lifelong and eLearning Faculty Committee serves as the faculty governance oversight committee for the dean of the academic unit that administers extended and executive education courses, certificates, and programs.

b. Membership: Seven full-time tenured faculty including one each from the following disciplines: arts, humanities, social sciences, natural sciences, business, engineering, and public safety.   Committee members are appointed by the provost after consultation with the chair of the Faculty Senate.

c. Reporting: The College of Lifelong and eLearning Faculty Committee reports to the dean of the College of Lifelong and eLearning unit. Recommendations for the establishment or revision of academic policy are referred to the Faculty Senate for review. 

4.4.18	 Committee on High Impact Practices

a. Charge: The Committee on High Impact Practices advises the Provost and supports faculty development of best practices for engaging students in and beyond the classroom through high impact instructional practices. It helps units on campus that support the professional development of faculty identify and helps the Provost prioritize training needs related to classroom teaching and high impact instructional practices. At times it may be asked to assist with guiding other professional development efforts for faculty (e.g., leadership training for committee chairs).  

b. Membership: The membership of the committee will consist of one full-time faculty member elected at large from each college and two full-time faculty members appointed by the Provost on the basis of demonstrated excellence in teaching. An Associate Provost or other designee of the Office of the Provost will be a non-voting ex-officio member of the committee. Other non-voting ex-officio members of the committee will include the Director of Study Abroad Office (or designee), Director of Career Development (or designee), Director of Academic Service-Learning (or designee), and Coordinator of Living-Learning Communities (or designee).

c. Reporting: The Committee will create and share an annual summary report that leverages findings of appropriate surveys and other resources to identify and prioritize faculty needs. It will report on the plans and actions it has initiated to promote examples of best practice for engaging students in the classroom and beyond the classroom through high impact institutional practices. Agendas and actions of all meetings of the committee will be forwarded in writing by paper document or by e-mail to the Faculty Senate, deans, provost, and president in timely fashion.  The committee shall meet with the Faculty Senate at least once per semester – and otherwise upon request of the Senate Chair – to fully discuss the committee’s activities and those of all committees reporting to it. The committee will forward a written report and deliver an oral report of its actions and accomplishments to the general faculty no less than once each year. 

4.4.19	 Faculty Led Study Abroad Committee

a. Charge: The Faculty-led Study Abroad Committee serves to guide development of faculty-led study abroad (“FLSA”) as an element of experiential education at UNH by (1) monitoring best practices and serving as a repository of experience and expertise with FLSA, (2) providing guidance on training for faculty, particularly concerning the best integration of FLSA into academic curriculum, (3) providing feedback and guidance to individual faculty regarding their proposals for FLSA, (4) providing recommendations to deans, the provost and associate provosts, and study abroad staff regarding specific proposals, (5) leading the assessment of FLSA, in collaboration with study abroad and assessment staff, (6) making recommendations for adjustments in FLSA policy and procedures, (7) gathering and retaining input from students returning from FLSA programs.
 
b. Membership: Two full-time (including tenured, tenure-track, and non-tenure-track) faculty members with FLSA experience from each college, one elected by the faculty of the college and one appointed by Chair of the Faculty Senate following consultation with the dean of the college, for alternating two-year terms.  Both appointments will be the result of a process by which self-nominated faculty demonstrate how their experience and qualifications advance the charge of the committee. Interested faculty will present their experience/qualifications to the FLSA committee for review, prior to running for election or accepting an appointment. FLSA qualifications and experience can include, but are not limited to any of the following performed at UNH or another institution:  
• actual experience as a faculty leader in a completed FLSA program; 
• assistance in the development, facilitation, and administration of a FLSA program; 
• researcher-level scholarship on study abroad program development and implementation; 
• formal evaluation of the development and implementation of FLSA programs; 
• formal evaluation of the site of a provider of FLSA programs; 
• Experience developing experiential education curriculum.  

The foregoing experience requirement will be waived as to the appointed member where there is no faculty member with any such experience in such college willing to serve. -- plus the Director of International Study Opportunities or designee.

The members may from time to time elect non-voting associate members without regard to an experience requirement.
 
c. Reporting: The committee reports to the Faculty Senate


Section 4.5—College-Level Committees
Any college-level committees will comply with the process and procedures articulated in Faculty Handbook Section 4.6.
Section 4.6—General Operating Guidelines for Committees

Constitutional, university, and college-level committees and councils should adhere to the following operating guidelines:

4.6.1 Representation

Unless otherwise specified, the number of representatives from each college shall be determined by the number of full-time faculty in each college utilizing the following criteria: colleges with less than fifteen (15) but more than five (5) full time faculty members shall have one (1) representative; colleges with fifteen (15) or more members shall have two (2) representatives. University at-large members shall be elected for colleges with fewer than two-member eligibility. Members of committees are expected to seek opinions from those they represent. Unless designated in committee charge and membership descriptions, committees elect their chairs at the first meeting of each academic year.

4.6.2 Terms of Office

Terms of office for faculty committee members will be two years unless otherwise specified, and terms of office for student members will be one year. Terms of office will be staggered among members of a committee to ensure continuity of membership on each committee.   In the case of mid-year vacancies of elected faculty in constitutional committees or university committees, replacements will be appointed by the chair of the Faculty Senate after consultation with the committee chair. An election will then be held to fill the vacancy for the subsequent year.
4.6.3 Committee Chairs


Following the close of annual elections but prior to the end of the spring academic term, the sitting Chairs of all university committees will obtain the list of new members from the Secretary of Faculty Senate and arrange and call an organizational meeting with the new membership. Unless an ex-officio member is designated to serve as chair, a committee chair will be elected at that meeting. The chair will be responsible for leading the committee to develop goals, objectives, and strategies to accomplish its charge.
4.6.4 Committee Records

A record of agendas, minutes reflecting official decisions of the committee, and significant documents shall be maintained by the committee chair or committee secretary.  Minutes reflecting the committee’s discussion will be sent to the Faculty Senate office for archiving. The committee chair shall submit an end-of-year report to the university official to whom the committee reports by June 30.  That report should reflect the accomplished goals/objectives with recommendations for the following year’s committee. This report will be submitted in the committee notebook in addition to copies of the agendas, minutes, and attendance records of the committee meetings.

4.6.5 Additional Guidelines


a. Robert’s Rules of Order (latest edition) is the standard manual of parliamentary procedure for university committee meetings. 

b. Regular attendance is expected of all members, as defined in the Constitution of the Faculty; if any committee member consistently misses meetings, that committee member may be replaced. The committee determines whether a lack of attendance by one of its members creates a vacancy.

PART FIVE: Other Documents Considered to be Appended 
to the Faculty Handbook



The following documents present personnel policies that apply to faculty and to other employees of the University of New Haven.  The Faculty Affairs Committee shall be consulted regarding any potential revision of these existing documents.

5.1	Sexual Harassment Policy Statement

5.2	Diversity Policy Statement

5.3	Affirmative Action Policy Statement

5.4	Family and Medical Leave Policy

5.5	Tuition Assistance Policy
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PREAMBLE
The purpose of this constitution is to establish the faculty as a body, working with the administration to provide the best possible educational experience to students as well as advance the stature and position of the University of New Haven.

This constitution also establishes the principles and procedures of faculty governance and provides mechanisms for cooperation and communication among the faculty and between the faculty and the administration. Further, this constitution and the Faculty Handbook establish certain rights and privileges of the faculty. Except as otherwise specified in this constitution, all members of the faculty shall have equal rights and privileges.



ARTICLE I: AUTHORITY OF THE BOARD AND PRESIDENT

The faculty acknowledges the authority and fiduciary responsibility of the Board of Governors of the University of New Haven under the laws of the State of Connecticut.  Among its responsibilities, the Board is responsible for appointing the President of the University of New Haven, and delegating to the president the responsibility to govern the University in collaboration* with the faculty.


ARTICLE II: THE FACULTY*
(*An asterisk denotes a word or phrase defined in the Glossary)
Section 1. Faculty Appointments

a. The faculty of the University of New Haven shall consist of those persons duly appointed to positions concerned with instruction.

b. At the start of each semester, the provost shall provide the officers of the general faculty with the faculty list*.
Section 2. Faculty Rights and Responsibilities

a. The faculty has primary responsibility for curriculum, subject matter, methods of instruction, scholarly activity, and those aspects of student life that relate to the educational process.

b. The faculty has the primary responsibility for establishing requirements for academic credit and earned degrees. The faculty determines when the requirements for earned degrees have been met and certifies degree candidates to the president and the Board of Governors for the granting of earned degrees.

c. The faculty has primary responsibility for recommending to the president and the Board of Governors changes in faculty status, such as appointments and assignments, reappointments, promotions, the granting of tenure, and dismissal in accordance with the Faculty Handbook.  Final decisions on faculty status matters are the responsibility of the Board of Governors.
Section 3. Faculty Governance Bodies

a. Faculty governance shall be conducted by the general faculty, the Faculty Senate, its constitutional, standing, and such other committees* as the faculty may establish.

b. Unless otherwise specified in this constitution, the quorum for any faculty body identified in this section shall consist of not less than a simple majority of its members.

c. All faculty governance meetings shall proceed in general accordance with Robert’s Rules of Order. 

d. Every faculty member shall have the right of attendance and discussion at meetings of the general faculty, the Faculty Senate, and all committees and other bodies of faculty governance, except as otherwise provided by this constitution, handbook, each committee’s bylaws*, rules, and procedures.



ARTICLE III: ACADEMIC FREEDOM AND TENURE 
Section 1. Professional Prerogatives

Faculty members, hired on the basis of verifiable valid credentials and teaching experience, are professionals fully equipped to discharge their academic responsibilities. Therefore, the individual instructor has the prerogative as well as the responsibility of making use of such methods, techniques, books, and materials as he or she considers useful to fulfill his or her objectives as an educator, and the intent and purpose of the course, within the parameters set by the department or program faculty.

Section 2. Academic Freedom

The Faculty of the University of New Haven have a right to academic freedom as it is commonly understood in American universities. This right is set forth in the following excerpt from the “1940 Statement of Principles on Academic Freedom and Tenure” endorsed by the American Association of University Professors.

a. Teachers (the faculty) are entitled to full freedom in research and in the publication of the results, subject to the adequate performance of their other academic duties; but research for pecuniary return should be based upon an understanding with the authorities of the institution.

b. Teachers (the faculty) are entitled to freedom in the classroom in discussing their subject, but they should be careful not to introduce into their teaching controversial matter which has no relation to their subject.

c. College and university teachers (the faculty) are citizens, members of learned professions, and officers of an educational institution. When they speak or write as citizens, they should be free from institutional censorship or discipline but their special position in the community imposes special obligations. As scholars and educational officers, they should remember that the public may judge their profession and their institution by their utterances. Hence they should at all times be accurate, should exercise appropriate restraint, should show respect for the opinions of others, and should make every effort to indicate that they are not speaking for the institution.

Section 3. Academic Tenure

Tenure shall be granted to a faculty member by action of the Board of Governors only after proper review as described in the Faculty Handbook.


ARTICLE IV: THE GENERAL FACULTY

Section 1. Membership


The General Faculty shall consist of all full-time tenured and tenure-track faculty members, plus full-time non-tenure-track faculty members who have served in faculty status for at least three consecutive years; adjunct faculty, visiting faculty, professionals in residence, executives in residence, practitioners in residence, and faculty on a leave of absence exceeding one year are not members of the General Faculty.


Section 2. Authority and Functions

The general faculty shall:

a.	elect the faculty senators and members of constitutional and standing committees;

b.	discuss at a duly convened meeting any matter of importance to the faculty, including amendments and bylaws to this constitution as brought forward by the Faculty Senate or the appropriate Senate committee;

c.	participate in shared decision making on academic matters and policies as provided in the Faculty Handbook;

d.	make formal resolutions on any issue relating to academic affairs or to the policies or administration of the University;

e.	deliberate issues brought to the general faculty from the Faculty Senate or its committees, and other issues properly brought before it;

f.	discuss communications to the faculty from the president or his or her officers;

g.	adopt rules of procedure.

Section 3. Meeting Dates


The general faculty shall be convened by the chair of the Faculty Senate at least once during each of the fall and spring terms of each academic year.  At these times, the president shall be invited to address the faculty on the state of the University. During a spring meeting the chairs of the constitutional committees will deliver reports of their committees’ activities for the year preceding and highlight projected activities to the faculty. Other meetings of the general faculty shall be called by:

(i) the chair of the Faculty Senate, 
(ii) the Faculty Senate’s order to the chair of the Faculty Senate, 
(iii) upon petition to the chair of the Faculty Senate by at least one-fifth of all eligible voting full-time faculty, and within ten working days* of receipt of the petition, and 
(iv) as provided elsewhere in this constitution. 

The secretary of the faculty shall notify all faculty as well as the president of the University of any such meeting no fewer than seven calendar days in advance of the meeting.
Section 4. Quorum

The quorum shall be one fifth of the full-time faculty eligible to vote.

Section 5. Officers of the Faculty

a. The officers and parliamentarian of the Faculty Senate shall also be the officers and parliamentarian of the general faculty and shall be selected as specified by the Faculty Senate Bylaws.

b. The officers shall set the agenda for and conduct general faculty meetings and perform other functions as may be assigned from time to time by vote of the general faculty.

Section 6. Majority Vote

a. A majority vote at a general faculty meeting or mailbox vote shall be a simple majority of those voting.

b. Any agenda item presented for action at a general faculty meeting shall be forwarded to mailbox vote upon either (i) decision by a simple majority of those present and eligible to vote or (ii) a petition by at least 15% of the faculty eligible to vote or (iii) if the item is contractually binding.

Section 7. Faculty Veto

The general faculty shall have the authority to veto any action or decision of the Faculty Senate and its committees. The faculty veto may be exercised only through mailbox vote.

Section 8. The “Next-Meeting” Rule

Should an issue that is not on the published agenda be raised for the first time at a general faculty meeting, any member of the general faculty can invoke the “Next-Meeting” Rule, the effect of which is that no action shall be taken on that issue until the next meeting. This does not preclude continued discussion of the issue nor does it preclude setting up committees to examine the issue. The issue shall then be placed on the agenda of the next scheduled meeting. The “Next Meeting” Rule does not apply to issues directly related to agenda items nor to old business. A “Next-Meeting” Rule call may be overridden by a four-fifths (4/5) vote.
Section 9. Committees, Rules, and Quorum

Unless otherwise specified in this constitution:

a.	any faculty body may establish ad hoc* subcommittees as is deemed necessary and appoint members who may be faculty or non-faculty.

b.	all constitutional and standing faculty committees shall adopt rules of procedure*.

c.	a majority of the duly seated members shall constitute a quorum for faculty committee;

d.	the chair of the Faculty Senate shall announce and convene a meeting of any faculty committee upon petition of the majority of the members of that committee.





ARTICLE V: THE FACULTY SENATE 
Section 1. Membership and Elections

a. Each college shall be apportioned a number of representatives. The number shall be the number of college members in The General Faculty divided by six and rounded up to the next whole number. Apportionment shall not diminish the term of office of any incumbent senator, however, if an incumbent senator in a college scheduled to lose positions leaves a position during their term that position will be subject to apportionment. When apportionment creates an additional position on Senate, it will be filled in the next general election.

b. For voting and representational purposes in the determination of Faculty Senate membership, a faculty member with contract load in more than one college shall be considered a member of that college in which the load is greater. Any member whose contract load is equally divided between two schools must designate the college in which he or she is to be identified for purposes of recording his or her vote, which will then remain until and unless that person’s contract load changes. 

c. Senators shall be elected by the General Faculty according to the process detailed in Article VII, Section 1. Those elected shall assume office at a Senate meeting to be held prior to the end of the spring semester. 
Section 2. Term of Office

The term of office of members of the Faculty Senate shall be three years, with approximately one-third of the senators being elected each year. Vacancies for unexpired terms shall be filled by special elections.

Section 3. Officers

The chair, vice chair and secretary of the Faculty Senate are the officers of the General Faculty. Officers must be tenured faculty. Officers are elected at the first meeting after the general election and serve one-year renewable terms. Officers shall not be on any form of leave. A process for the election of officers will be decided upon by the Senate not later than three months prior to the start of the election.

Section 4. Meetings

a. The Senate shall establish a schedule of regular Senate meetings.

b. Other meetings of the Faculty Senate may be called by the officers. Alternatively, the chair shall call a meeting within two weeks of receipt of a petition signed by 30% of the seated membership of the Senate.

c. Notice and agenda for all Senate meetings must be distributed to all faculty in hard copy or electronically at least five working days prior to the time set for a meeting.

Section 5. Quorum

A majority of the members of the Faculty Senate shall constitute a quorum.

Section 6. Faculty Participation

a. All faculty have the right of attendance and discussion at all meetings of the Faculty Senate and its committees. This right shall only be abridged by a non-debatable motion to go into executive session requiring approval by two-thirds of the members present at said meeting.

b. Items for general faculty action may be submitted by any faculty member in the form of a signed request to the Senate chair at least five working days prior to the next Senate meeting. The chair shall place the item on the agenda of the Senate meeting. The Senate may act or may refer such matters to the general faculty with or without recommendation.
Section 7. Authority and Functions

The Faculty Senate shall:

a.	prepare bylaws and amendments to this constitution as they pertain to the Faculty Senate and its committees;

b.	prepare agenda items for the meetings of the general faculty;

c.	except as otherwise provided in this constitution, supervise faculty elections;

d.	adopt regulations and procedures consistent with Robert’s Rules of Order to govern its meetings;

e.	establish Senate committees to function within the limits of Senate authority as provided in this constitution, and define the responsibilities and authority of such committees;

f.	serve as a channel of communication between the faculty and administration, and as an authorized representative of the faculty;

g.	collaborate with the administration in any endeavor to improve the functioning of the University, and to plan for the future development of the University;

h.	call general faculty meetings as necessary;

i.	evaluate and process proposals from its committees;

j.	serve as a board of appeal for those adversely affected by Senate committee actions; and 
k.	certify candidates for earned academic degrees as recommended by the registrars.
Section 8. Committees

a. The Faculty Senate may establish such standing or ad hoc committees in addition to those enumerated in the Faculty Handbook as it shall consider necessary and provide for election of members to the former and appointment of members to the latter.


b. Members of the General Faculty are eligible for election to committees of the Faculty Senate, constitutional and other elected faculty committees, subject, where applicable, to requirements identified in the Constitution of the Faculty and Faculty Handbook. Members of appointed committees shall serve one-year renewable terms, concurrent with the academic year. Vacancies for unexpired terms shall be filled by the Senate, unless otherwise specified in the Faculty Handbook or Constitution of the Faculty. Elections for faculty positions on committees shall be held according to the process detailed in Article VII, Section 1. All committee appointments must be completed by the end of this election. Elected and appointed members of committees shall assume office prior to the end of the spring semester and attend the first meeting of the next academic year before the end of the spring semester (see Faculty Handbook 4.6.3 regarding outgoing chair’s duty to call this meeting).

c. Outgoing officers of committees will deliver to incoming members of committees, within one week of the spring election, materials minimally consisting of the agendas, minutes, materials under deliberation, and any files, data or other documentation compiled by or at the behest of the committee, except as is specified elsewhere in the Faculty Handbook or Constitution of the Faculty or bylaws of the committee.

Section 9. The “Next-Meeting” Rule

Should an issue that is not on the published agenda be raised for the first time at a Senate meeting, any member of the Senate can invoke the “Next-Meeting” Rule, the effect of which is that no action shall be taken on that issue until the next meeting. This does not preclude continued discussion of the issue nor does it preclude setting up committees to examine the issue. The issue shall then be placed on the agenda of the next meeting. The “Next Meeting” Rule does not apply to issues directly related to agenda items nor to old business. A “Next-Meeting” Rule call may be overridden by a four-fifths (4/5) vote.


ARTICLE VI: CONSTITUTIONAL COMMITTEES OF THE FACULTY

There shall be four constitutional committees of the faculty: Academic and Student Affairs, Faculty Affairs, Budget and Finance, and Grievance. The Faculty Senate is the primary channel of communication between the faculty and the administration. The constitutional committees are nonetheless authorized to engage in discussions with the administration. It is anticipated that all parties—the faculty, the administration, and the Board of Governors—shall act in good faith in all matters related to the respective committee's authority including regular and appropriate meetings and discussions, and the timely disclosure and reporting of relevant information. These constitutional committees of the faculty shall similarly also abide by this good faith standard in their communications with the administration. The members of the Grievance Committee must be tenured and hold the rank of associate professor or professor.
Section 1. Membership


Constitutional committees of the faculty shall be composed of members eligible to serve under the constitution. The number of representatives from each college shall be determined by the number of full-time faculty in each college, utilizing the following criteria: 

· a college with fewer than fifteen faculty (15) shall have one (1) representative; 
· a college with fifteen (15) or more faculty members shall have two (2) representatives. 

The members of the Grievance committees must be tenured at the time the term of office is to commence. The chair and vice-chair of the Faculty Senate shall be voting members of all constitutional committees except for the Grievance Committee. 

Section 2. Officers


The chairs of the constitutional committees shall be tenured. Within this constraint, each constitutional committee shall choose its chair, secretary and such other officers as it deems necessary by majority vote from among its own membership, for one-year terms. This action shall be taken at the first meeting of the committee after the annual elections and prior to the end of the spring semester.

Section 3. Term of Office

The term of office for elected constitutional committee members shall be two years. For colleges with more than one representative, terms shall begin in alternate years.

Section 4. Authority of the Constitutional Committees
A.   Academic and Student Affairs Committee


1. The Academic and Student Affairs Committee shall monitor, review and recommend all policies and operations pertaining to academics, including curriculum, courses, programs, methods of instruction, calendar, standards, etc.  The committee shall deliberate policy changes, review changes proposed by the administration, and forward recommendations to the Faculty Senate for deliberation and action, including, e.g., further discussion with the administration.

2. The committee shall engage in discussion with the administration on curriculum, instruction, calendar, and other academic issues of whatever description. The committee shall meet with the provost to discuss academic concerns on a regular and timely basis.

3. In addition to the requirements of Article VI Section 6, the committee will notify the general faculty at least five days prior to the date of upcoming meetings and distribute its agenda, minutes and any items to be discussed or upon which it will vote, and will maintain records accessible to the general faculty, of its meetings and actions, on the faculty governance website.

4. The Academic and Student Affairs Committee shall not engage in case adjudication.

B.   Faculty Affairs Committee

a. The Faculty Affairs Committee shall review all policies related to faculty employment, and discuss them with the administration. This committee initiates proposals for changes to the Faculty Handbook and reviews changes proposed by the administration.

b. The committee shall engage in discussion with the administration on issues related to faculty personnel policies and procedures prior to the implementation of policy. The committee shall meet with the provost to fully discuss faculty welfare concerns on a regular and timely basis.

c. The Faculty Affairs Committee shall not engage in case adjudication.

C.   Budget and Finance Committee

a. The Budget and Finance Committee shall review and make recommendations about budget priorities and the allocation of financial resources. The committee is empowered on behalf of the general faculty to carry out its objectives. To do so, the committee must have access to relevant University documents related to its charge.  The Budget and Finance Committee will meet jointly with the Faculty Affairs Committee with the chief financial officer (CFO) to review the University’s fiscal year budgets in sufficient time to allow for analysis and comment prior to formal approval by the Board of Governors for its review and action.  The committee issues reports with recommendations to the Faculty Senate on the committee’s findings.  The committee shall also review the fiscal implications of course and program proposals and recommends acceptance, rejection or deletion to the Faculty Senate.

b. The committee shall engage in good faith discussion with the administration on financial operations, capital budgeting, development, audited financial reports and other material documentation. The committee shall meet with the chief financial officer to fully discuss budget and financial concerns on a regular and timely basis.

c. In addition to the requirements of Article VI Section 6, the committee will notify the general faculty at least five days prior to the date of upcoming meetings and distribute its agenda, minutes and any items to be discussed or upon which it will vote, and will maintain records accessible to the general faculty, of its meetings and actions, on the faculty governance website.

d. The Budget and Finance Committee shall not engage in case adjudication.
D.   Authority of the Grievance Committee

a. The Grievance Committee shall manage the grievance process with respect to grievances involving faculty as specified in the Faculty Handbook. In particular, the Grievance Committee shall select members of grievance panels as provided in the Faculty Handbook. Grievances include those filed by (i) faculty against other faculty, (ii) faculty against the administration or members of the administration, including deans and chairs (iii) students against faculty, and (iv) staff members against faculty

b. The Grievance Committee shall be available to review due process in actions taken by any faculty committee including appeals mechanisms employed by those committees.
Section 5. Rules and Quorum

In addition to the committees provided elsewhere in this constitution, the constitutional committees may establish sub-committees as they deem necessary from time to time, and appoint the members thereof.  If desired, a constitutional committee may invite faculty members other than members of the constitutional committee to serve on such committees as non-voting members. The committee shall adopt rules of procedure and may prescribe rules of procedure for all of its sub-committees. A majority of the duly seated members shall constitute a quorum of the constitutional committee.
Section 6. Communication

The faculty expects the administration to disclose any forthcoming policy-change proposals regarding academics, faculty affairs, budgetary and financial affairs, and grievance policies in good faith and in a timely fashion.
Section 7. Reporting and Approvals

The committees shall report orally and in writing to the Faculty Senate and general faculty at least twice per academic year and upon request of the Faculty Senate or general faculty.  The constitutional committees shall present proposed policy changes and tentative agreements with the administration to the Faculty Senate and when appropriate to a general faculty meeting.
Section 8. Rules of Procedure

The constitutional and standing committees shall follow Robert’s Rules of Order.

ARTICLE VII:  ELECTIONS
Section 1. Voting Procedures


a. Faculty elections shall be conducted in accordance with the following procedures: 

1. On the 1st of March, the Secretary of the Faculty Senate shall publicize to the General Faculty a list of those members of the General Faculty eligible to vote, a list of positions open for election, and a general call for self-nominations of faculty eligible to serve for these positions. The period of self-nomination will last two weeks. Faculty may self-nominate for no more than three committees.

2. In the case of special elections to fill a vacancy on any committee, the Secretary of the Faculty Senate shall publicize a call for self-nominations of faculty eligible to serve the relevant term, not later than two weeks prior to the voting phase of the election.

3. Until the distribution of the ballot, the Secretary of the Faculty Senate will keep in confidence the names of faculty who have self-nominated. However, during the nomination period, the Secretary shall publish updates on the number of new nominations that have been confirmed for each position.

4. After the period of nomination, the Secretary of the Faculty Senate will develop a ballot containing the name, college, rank, and tenure status of each candidate. The Secretary of the Faculty Senate, shall disseminate the ballot to eligible voters. The election shall be open for a period of five working days. The Secretary shall certify the election and distribute to the university, as appropriate, the results of the election within two days of the close of the election.

b. Election to faculty offices shall be by majority vote* of the valid ballots* cast.



Section 2. Counting of Ballots


Faculty elections shall be by secret ballot*. Elections by electronic means shall be secret as well. Any faculty member may review the counting of physical ballots or review the results of any election in the period during which the secretary of the faculty is reviewing the election prior to certifying its outcome.  


ARTICLE VIII: COMMITTEE BYLAWS 
Section 1. Committee Bylaws Under the Constitution

Bylaws for committees under this constitution may be adopted by the general faculty provided they do not conflict with any provisions of the UNH faculty governance documents.

Section 2. General Procedure

Passage of committee bylaws requires a two-thirds majority of tenured and tenure-track faculty voting in a mailbox vote.

ARTICLE IX: AMENDMENTS
Section 1. Amendments to the Constitution, Faculty Handbook, and Committee Bylaws

Amendments to this constitution, Faculty Handbook as per Section 2.18, or to committee bylaws may be adopted or modified by the general faculty provided they do not conflict with any remaining provisions of the UNH faculty governance documents.

Section 2. General Procedure

a. Proposed amendments may be submitted by the Faculty Senate or by petition of at least 15% of the faculty as defined by Article II, Section 1. Proposed amendments must be presented in the form of a resolution, including a suitable legislative history.

b. Copies of proposals must be forwarded to the general faculty for consideration at least one week prior to the date of a meeting duly convened for the purpose of considering the proposal and the proposal must be included on the announced agenda. After discussion at the general faculty meeting, the proposal shall be submitted to the faculty for a mailbox vote.


c. Passage of proposed amendments requires the assent, by mailbox ballot, of two-thirds of the tenured and tenure-track faculty who vote, and a minimum of 40% of eligible voters participating. 

d. Any agreement between the Faculty Affairs Committee and the provost regarding Section II of the Academic Affairs Operating Guidelines shall require the assent by mailbox vote of a majority of all tenured and tenure-track faculty voting.

ARTICLE X: CONSTITUTIONALITY OF FACULTY ACTIONS


Any faculty member may request that the Grievance Committee adjudicate whether any action by the faculty or any of its governance bodies coheres with the Constitution of the Faculty and Faculty Handbook. After a period of deliberation not to exceed 10 days, the Grievance Committee will issue findings to the affected faculty and Faculty Senate, which may include a recommendation for short-term actions to enable resolution of the problem. Its findings, but not recommendations, are binding and either shall inform the deliberations of the bodies as duly constituted. 


ARTICLE XI: SEVERABILITY

Severability is intended throughout and within the provisions of this constitution. If any provision (including any article, section, paragraph, sentence, clause, part, phrase, word, term or exception) or the application thereof to any person or circumstance, is held invalid, or otherwise void or unenforceable, by a court of competent jurisdiction, then said invalidity does not affect other provisions or applications that can be given effect without the invalid provision or application. To this end, the provisions of this constitution are deemed severable and the remaining provisions shall be in no manner affected by the severance of a provision but shall remain in full force and effect.


ARTICLE XII: DISCLAIMER

All contractual matters involving faculty terms and conditions of employment, and related University policies, are contained in the Faculty Handbook.

GLOSSARY OF TERMS


Ballot, Secret—A secret ballot is a procedure whereby the voters are determined to be eligible to participate in the vote, but an individual’s vote is known only to that individual, and not to the rest of the electorate or the tabulators of the vote.

Ballot, Valid
a. Election Ballot: A valid ballot is one cast by a faculty member who is eligible to vote in a given election; is cast positively for an eligible candidate for a specified office; and which follows stated procedures for indicating support for write-in candidates or for multiple candidates for office. Election
ballots submitted that do not indicate positive support for a candidate are to be counted as “abstentions”
(i.e., are not counted as votes).
b. Issue Ballot: A valid ballot is one cast by a faculty member who is eligible to vote on the issue posed for which support is required by a predetermined proportion of those voting; that indicates either a “yes” or “no” vote; and which follows stated procedures for submitting the vote. Issue ballot forms must indicate that failure to vote either “yes” or “no” shall be interpreted by the tabulators to constitute “abstentions” (i.e., are not counted as votes).

Bylaws, Committee  –Committee bylaws governing the activities of faculty committees are to be treated as part of this constitution but subordinate to it.  A proper set of committee bylaws required of the Faculty Senate, constitutional, and standing committees includes statements addressing the committee’s duties/purpose, jurisdiction and/or authority, membership, committees and rules for appointing members thereof, officers and rules for their election, and procedures for submitting amendments to the bylaws and changes to rules of procedure.

Collaboration—Working together with others in a joint intellectual endeavor.

Committees—Committees are those established groups of faculty members, duly established through the mechanisms of faculty governance, which are elected or appointed to conduct the business of the faculty and/or to represent the faculty to other constituencies.
a. Constitutional committees of the faculty are established by this constitution.
b. Standing committees are faculty committees, elected or appointed, and with indefinite durations;
c. Ad hoc committees are temporary committees, elected or appointed, that are established explicitly to address a specific issue or project, and whose authority is limited strictly to that issue or project.
d. Administrative and “joint” committees are those bodies, standing or otherwise, temporary or permanent, that are convened by the administration, and which are not explicitly part of the faculty governance system.

Election, General—The general election is the annual election, involving the full faculty as the electorate, to elect committee members for the following year.

Election, Special—Special elections, which may be held at any time, (a) are to fill specific positions that have been vacated, left unfilled in a general election, or newly created through faculty legislation, or (b) are otherwise specifically directed by faculty legislation.

Faculty
a. The term “faculty” includes those instructional personnel including tenured and tenure-track faculty
regardless of academic ran, non-tenure-track full-time instructional personnel of any rank, and adjunct
instructional personnel.
b. “Full-time” faculty are those who hold an annual full-time appointment to either a tenured position, tenure-track position, or non-tenure-track position of lecturer or higher.
c. “Part-time” faculty are those appointed to positions with less than a full-time appointment over the course of the academic year or who are employed as adjunct faculty on a course-by-course basis.
d. Full-time tenured and tenure-track faculty hold rights to vote or to hold elective office. The right for full- time non-tenure track faculty to vote and/or to hold elective office is defined in specific sections of the faculty governance documents.
e. “Duly appointed” requires that the full-time faculty member was selected through a faculty search committee’s recommendation to a dean, resulting in an appointment to an instructional position; appointment of part-time faculty shall follow established university procedure.
f. The constitution guaranteed faculty rights to all of these individuals (such as academic freedom, access to the grievance processes, voice in faculty governance), although participation and representation by some in faculty governance may be explicitly limited.

Faculty Governance Documents—(a) The Bylaws of the University of New Haven, (b) the Constitution of the Faculty of the University of New Haven, (c) the Faculty Handbook, (d) the Academic Affairs Operating Guidelines, and (e) the Provost’s Compensation Guideline and others that may be established in the future.

Faculty List—The Faculty List, a comprehensive account of all full-time employees with faculty status, shall include for each faculty member: school and department affiliation(s); current rank and start date at that rank; tenure and tenure-track status, and date of tenure as relevant; start date of continuous service at the University; for the current year, duration of contract in months, and leave status if relevant; and for the prior academic year, contract hours for (1) instruction and (2) all other duties, leaves, etc., separately identified along with the associated release hours.

Full Professor—The term “full professor” is equivalent to the rank of “professor.”

Mailbox Vote—Mailbox vote is a secret ballot conducted by mail or other secure method such that the secrecy of one’s vote is protected, but so that the voter need not be present at a meeting to submit the vote.

Majority, Majority Vote—A simple majority is defined as “more than half” of those voting. For this purpose, “abstentions” are not to be counted as votes.

Rules of Procedure—Rules of procedure are to be required by the bylaws of constitutional committees, and are to be established for all other standing faculty committees.  Rules of procedure explicate the parliamentary processes for meetings of a committee and the processes necessary for other bodies (including individual faculty members, faculty committees, students [if applicable] and administrative bodies) to interact with or submit business to the committee.

Seating of Members—New, duly elected or appointed members of governance committees and the officers of the faculty are empowered to assume the responsibilities and authority of the office.  When new committee members and officers are seated marks the transition of the committees’ and officers’ authority to the new membership and officers.


Working Day—Working Day is any full weekday during which the University is legally open for business.
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1. Operational Guidelines Applying to Faculty Appointments and Assignments

The Academic Affairs Operating Guidelines and the Provost’s Compensation Guidelines are documents published annually by the Provost and Vice President for Academic Affairs to provide guidance in the application of the policies and procedures established in the Faculty Handbook. If an operational or compensation guideline were to be determined to be in conflict with the Faculty Handbook, the Faculty Handbook statement will prevail. The provost shall consult with the Faculty Affairs Committee in developing and revising the Provost’s Compensation Guidelines and the Academic Affairs Operating Guidelines prior to implementation.

Revision to Sections I and III of the Academic Affairs Operating Guidelines will be made only after consultation with the Faculty Affairs Committee.  Revision to Section II of the guidelines will require review and agreement with the faculty through the Faculty Affairs Committee.  

A. Faculty Orientation
The provost shall organize a faculty orientation meeting that will include discussing the obligations and responsibilities for newly hired faculty at the beginning of each academic year.

B. Faculty Assignments and Scheduling
1. The department chair shall meet with each faculty member to discuss assigned courses and teaching times prior to completion of the next term’s schedule. The number of courses and the number of preparations shall be taken into account in developing the teaching schedule of faculty members; however, the overriding factor will be meeting the curricular needs of students.

2. Seniority and rank will be taken into account for teaching assignments; however, they will not mandate assignments, which may be influenced by other factors.

3. Faculty may be assigned to off-campus teaching in Connecticut off-campus locations within the greater New Haven area. Assignment to teaching in off-campus sites outside the greater New Haven area requires the approval of the faculty member prior to assignment.

4. Generally, department chairs and deans should avoid scheduling individual faculty members to teach the morning after a late-night class, or to teach beyond a 10-hour period of time in any one day. Teaching on weekends requires agreement by the faculty member.

5. Guidelines governing pro rata teaching credits or payment levels are detailed in the Provost’s Compensation Guidelines.

6. The department chair shall notify a faculty member in a timely manner if an unexpected change in his or her teaching schedule becomes necessary. The department chair shall try to develop an alternative accommodating teaching schedule to the extent possible; however, the need to meet student demand takes precedence.

7. All faculty will be available for out-of-class interaction with students and faculty colleagues at least through spring commencement or through the end of the spring trimester if they are teaching during that term.

8. The opportunity for university assigned time for instructional and curricular development, research support, and administrative coordination and direction should be allocated among the colleges in a fair and equitable manner.

C. Office Hours
Faculty members will generally hold a minimum of two office hours per week for every three credits assigned to teaching during the period of time the individual’s courses are taught with a minimum of four hours per week plus additional availability by appointment. In addition, faculty members will generally hold a minimum of two office hours per week for every three credits assigned to program coordination during the time the coordination activities are performed. Generally, full-time faculty office hours will be distributed across the week on at least three days per week, which may be adjusted by the chair as appropriate. In addition, faculty will meet with students out of class on an appointment basis when necessary. The office-hour requirement can be modified by the chair with disclosure to the dean to take into account multiple course schedules (undergraduate traditional; undergraduate accelerated; graduate trimester; trimester cohort, on and off campus; weekend courses; and online).


D. Resources to Support Faculty Activities

1. Faculty reimbursement for travel expenses to off-campus facilities, faculty payments for credit examinations, independent studies, theses, etc; and remuneration and incentives for teaching special programs shall be governed by the Provost’s Compensation Guidelines.

2. The university will provide faculty with appropriate resources to carry out their responsibilities (e.g., office, office furniture and equipment, laboratory facilities, library access for necessary publications, and appropriate administrative support.

3. For faculty members with grants or contracts undertaken at UNH, university contributions to the faculty member’s 403.b retirement accounts will be remitted based on the faculty member’s academic year appointment base salary.


E. Potential Conflicts of Interest

The conflict-of-interest policy should not prevent a faculty member from undertaking consulting and other non- conflicting professional activities during non-teaching periods during the academic year. The undertaking of any outside employment activity should not interfere with any of a faculty member’s contractual obligations or with his or her meeting faculty responsibilities in a satisfactory manner as set forth elsewhere in the Faculty Handbook. Any potential conflicts of interest should be disclosed to the chair and dean.  



F. Administrators with Tenure Returning to a Faculty Assignment

Administrators with faculty rank and tenure may return to a department consistent with their tenure upon completion of their administrative appointment. When a faculty member with an administrative appointment returns to the faculty, he or she returns to his or her nine-month base salary, normally allowing for any salary- adjustment increases that the individual may have received as a full-time teaching faculty member during his or her service as an administrator. There is no guarantee of a sabbatical leave for having served in an administrative position although the returning administrator may receive assigned time for a specified period of time not to exceed one year to assist in his or her preparation for a return to full-time faculty service.



G. Phasing in of the Criteria for Tenure and Promotion

1. Criteria identified in the 2007-08 version of the Faculty Handbook will take effect for faculty hired to begin Fall 2007. Consistent with 2.1.12.b., faculty members hired prior to Fall 2007 have “the right to be evaluated according to elaborations (criteria) in effect when he or she was hired or to which the faculty member has subsequently agreed.”

2. The application process and calendar identified in this handbook take effect in 2007-08.


H. Course Cancellations

1. Generally, undergraduate courses that have fewer than 10 students enrolled by five days prior to the first day of classes may be cancelled. College deans hold the authority to make these decisions in consultation with the department chair. The faculty member will be notified as soon as possible and his or her teaching assignments adjusted accordingly.

2. Generally, graduate courses with fewer than 6 students enrolled by five days prior to the first day of classes may be cancelled. College deans hold the authority to make these decisions in consultation with the department chair.

3. Credits assigned and/or payment made for low-enrolled classes will be guided by the Provost’s Compensation Guidelines.


I. Faculty Salary Letters

Faculty salary letters should be sent to each full-time faculty member by August 1. If letters cannot be sent by that date, the chair of the Faculty Senate shall be notified prior to August 1, provided an explanation of the reason for the delay, and provided a projected date by which the letters will be sent.


J. Sabbatical Leaves and Extraordinary University Support

Sabbatical leaves designed to provide focused time for a faculty member to produce or complete academic works are normally not considered as extraordinary university support.



K. Disclosures of Potential Extraordinary Support

Extraordinary university resources and support other than sabbatical leaves shall be governed by Section 2.4.9 of the Faculty Handbook. The potential applicability of 2.4.9 shall be disclosed to faculty members as part of the award of such support.


L. Guidelines for Intellectual Property Policy Disclosure Process Review

The provost and the University Intellectual Property Advisory Committee will periodically review and determine if the disclosure requirement is an undo reporting burden. For example, the review would consider the degree to which cost and attorney fees to determine uniqueness of invention/patent and to determine if disclosure is required represents a substantial cost.


M. Rules and Procedures for College-Level Investigative Committees on Potential Research Misconduct and Academic Dishonesty.

The provost will develop, publish, and maintain the operating rules and procedures for the College-Level Investigative Committees on Potential Research Misconduct and Academic Dishonesty consistent with 2.4.11 and 4.4.5.


N. Definition of “Fully Satisfactory.”

Regarding 2.13.1 of the Faculty Handbook, the term, “fully satisfactory,” requires specific evidence of positive performance outcomes in each specified area.  


O. Guidelines for Determining a Faculty Member’s Academic Discipline for Use in the Faculty Benchmark Process

The designation of the academic discipline to which a faculty member’s benchmark comparison is made is normally determined at the point of hire based on the academic qualifications of the individual faculty member. In addition, the dean may also consider the academic scholarly and/or professional qualifications of the individual. These determinations are initially made by the hiring dean.

In subsequent years, if an individual faculty member proposes a different discipline group for benchmark comparison, he or she must demonstrate (a) that a majority of teaching credits taught over the prior three academic years are appropriate to the new discipline group and either (b) that majority of scholarly works over the prior three academic years are in publications, conference, or other scholarly outlets, or (c) that the individual is a regular contributor to professional organizations in the alternate academic discipline. This request is initially made to the college dean who forwards his or her recommendation for or against to the provost. The provost will consult with the Faculty Affairs Committee prior to making the change as per the Faculty Handbook.

The following elements are factors that may be considered in making the determination of the appropriate academic discipline groupings and assignments for UNH full-time faculty:
· The list of disciplines reported by the College and University Personnel Association (CUPA) for average salaries by discipline and rank.
· The degree to which the discipline chosen is representative of the discipline and statistically valid
· The academic qualifications of the individual faculty member.
· The courses taught by the individual faculty members in the set being considered.
· The scholarly record of the individual faculty member
The contributions the individual may be making as a member of professional organizations in a particular academic discipline. 


P. Non-Renewal of FTNTT Faculty in Their Seventh or Subsequent Consecutive Appointment

Full-time non-tenure track faculty members who are in their seventh or subsequent consecutive year of appointment as full-time non-tenure track faculty who receive by January 1 notice of non-renewal of their appointments for the subsequent academic year may request that the provost form an ad hoc faculty committee that will afford an adjudicative hearing of record. The committee will consist of five faculty members—three members by virtue of their elected roles as the Chairs of (a) the Faculty Affairs Committee, (b) the Grievance Committee, and (c) the University Tenure and Promotion Committee. The fourth member shall be (d) a tenured faculty member selected   by the faculty member requesting the review, and the fifth member shall be (e) a tenured faculty member selected by the dean. The ad hoc committee will review the elements of the decision of non-renewal and will specify that in its judgment, the primary reason is based on financial, programmatic, or performance- related elements. If performance related, the ad hoc committee may issue a recommendation to the provost regarding the non-renewal decision. Such a request by the full-time non-tenure track faculty member must be in writing and must be received by the Office of the Provost no later than January 30. The provost will render his or her decision within 30 days of the receipt of the recommendation. 



2. Agreements Between the Provost and the Faculty

Revision of the following elements will require review and agreement by the Faculty Affairs Committee and approval by the provost. Normally, the Faculty Affairs Committee will seek approval in the form of a majority vote of the tenured and tenure-track faculty prior to completing an agreement to revise any provision of Section II.

A. Teaching Credits

1. Full-time faculty members are expected to carry a load of 24 teaching credits during the combined fall and spring semesters of an academic year. Summer semester teaching (up to 6 hours in the term trailing the spring semester) can be used to fulfill this annual teaching obligation, at the discretion of the college dean and with the concurrence of the affected faculty member and the Provost.

2. Graduate and undergraduate teaching load is defined the same as earned student credits for classroom-based and online courses, e.g. graduate and undergraduate 3 student credit lecture courses shall each be counted as 3 teaching credits toward a faculty member's teaching credit obligation. A full-time faculty member whose primary obligation is classroom-based instruction will teach 8 courses per year (typically 4 per semester) and conduct service activities such as serving on committees, advising students, participating in recruitment and commencement, in accord with service expectations as outlined in the faculty annual review (FAR). Workload credits for co-taught courses shall be proportionately shared.

3. Full-time faculty members who teach a multi-section, multi-hour laboratory for which students receive only 1 credit will receive 3 teaching credits for teaching one section, and 2 credits for teaching each additional lab section of the same course in a given semester. Full-time faculty members who teach a combined lecture/lab course for which students receive 4 credit hours will receive 5 teaching credits.

4. Full-time art & design faculty members teaching studio art courses solely will teach 3 studio sections (18 studio hours) per semester in accord with NASAD guidelines. Art & design faculty teaching both studio and lecture courses in a semester will alternately teach two studio sections and one lecture course, or one studio and two lecture courses, or four lecture courses.

5. Teaching credits for faculty teaching in clinical or practice settings (e.g. dental hygiene, dietetics, hospitality, paramedicine) or in combined lecture/clinical instruction are defined in accord with specialized professional accreditation standards, based primarily on contact time in a clinical setting and preceptor/student oversight. Workloads are established at the departmental level in accord with discipline-specific norms and with the concurrence of the college dean.

6. Faculty members engaged in significant service beyond that required of all full-time faculty, e.g., serving in roles such as department chair, program coordinator or director, internship or advising coordinator for large departments, assistant dean, university governance leadership, etc., are assigned credits toward service as proposed by the college dean with input from department chairs in accord with university guidelines (appended), and approved with the concurrence of the Provost. Service loads will reflect a college’s or department’s reliance on part-time faculty and external reporting requirements for professional accreditation.

7. Tenure-track and tenured faculty members who are productive in research, scholarship or creative activities will be assigned Research, Scholarship, Creative (RSC) credits in support of these activities in lieu of instructional load as described below:

a. Tenure-track faculty will generally be assigned 6 RSC credit hours annually, assuming appropriate productivity for comparable instructional loads and satisfactory progress toward tenure.

b. Annual RSC credit reassignments for tenured faculty will be proposed by the faculty member to the department chair as part of the annual FAR process in accord with college guidelines (appended) and approved with the concurrence of college dean and the Provost.

c. RSC credits for tenure-track and tenured faculty may not exceed 6 credit hours per academic year with the exceptions of University Research Scholars, endowed faculty chairs, faculty with pre-approved and externally funded course buy-outs, faculty on sabbatical leave, or a faculty member pursuing an extraordinary individual or program opportunity.

8. The teaching load of faculty members with RSC credits and/or department/college/university service credits will be reduced from the academic year 24-hour teaching load by the amount of the reassigned time. Disputes in the allocation of reassigned time at the college level can be appealed to the Provost. Assigned RSC and service credits (and/or supplemental stipends for service roles) will be reviewed each spring in each college by the dean and department chairs to assess performance and policies. A list of faculty reassigned time for RSC and service roles for all faculty will be made available upon request to the dean and provost.

9. Reassigned time, for either service or RSC activities, can also be independently supported with grant or project funds in addition to the guidelines above, in accord with Federal guidelines for externally supported projects. Externally funded activities may allow the faculty member to exceed the limits above for institutionally supported non-instructional   reassignments.

10. Reassignment distribution guidelines will be reviewed each fall with FAC for modification as necessary 


B. Benchmark Target Salary

The following elements will govern the determination of the benchmark target salaries as part of the application of the Performance-Based Faculty Salary Policy in Section 2.13 of the Faculty Handbook. Revision of the benchmark target salary process below requires review and agreement by the Faculty Affairs Committee.

1. The base salary amount for the faculty member by discipline and rank is determined by adjusting the benchmark market target salary for the step system.

2. Step System – each rank shall have six steps (one step per year in rank) except for discipline ranks whose benchmark market targets are above $100,000. Discipline ranks with benchmark market targets above $100,000 shall have five steps but calculated as if there were six steps (i.e. each step is 5/6th of the difference between ranks)

3. The value of the step for each discipline and rank and faculty classification shall be calculated and applied as follows:

1. Full-Time Non-Tenure-Track Faculty—Step values for each discipline are calculated by dividing the difference between the FTNTT faculty member’s benchmark market target salary for the discipline and the Assistant Professor’s benchmark market target salary by six except when the benchmark market target salary for the discipline and rank is above $100,000. Discipline ranks with benchmark market targets above $100,000 shall have five steps but calculated as if there were six steps.
2. Assistant Professor Step value for each discipline are calculated by dividing the difference between the Associate Professor’s benchmark market target salary for the discipline and the Assistant Professor’s benchmark market target salary by six except when the benchmark market target salary for the discipline and rank is above $100,000. Discipline ranks with benchmark market targets above $100,000 shall have five steps but calculated as if there were six steps.
3. Associate Professor Step value for each discipline is calculated by dividing the difference between the Full Professor’s benchmark market target salary for the discipline and the Associate Professor’s benchmark market target salary by six except when the benchmark market target salary for the discipline’s rank is above $100,000. Discipline ranks with benchmark market targets above $100,000 shall have five steps but calculated as if there were six steps.
4. Professor Step value for each discipline are calculated by dividing the difference between the Associate Professor’s benchmark market target salary for the discipline and the Professor’s benchmark market target salary by six except when the benchmark market target salary for the discipline’s rank is above $100,000. Discipline ranks with benchmark market targets above $100,000 shall have five steps but calculated as if there were six steps.
5. The Provost shall annually notify and discuss the reasons for salaries higher than the salary policy target with the Faculty Affairs committee. The incremental cost of the above target salary provided to a faculty member shall be separately funded (i.e. not funded from benchmark adjustment funds).



C. Salary Adjustment for Promotion

a. A faculty member who is promoted in rank from Assistant Professor to Associate shall have his or her salary increased by the higher of $2,500 or 25% of the difference between ranks.

b. A faculty member who is promoted in rank from Associate Professor to Professor shall have his or her salary increased by the higher of $3,500 or 25% of the difference between ranks.

c. Additional salary increases for promotion in rank shall be addressed by the benchmark adjustment process.

d. Salary adjustments based on promotion in rank are applied before benchmarking adjustments.


D. Minimum Benchmark Market Target Salary

1. Minimum Benchmark Target Salaries—If the minimum benchmark market target salary for any rank and discipline falls below the following salary levels, the salary level that follows will serve as the minimum benchmark target salary: Lecturer - $42,000; Assistant Professor - $54,000; Associate Professor - $63,000; and Professor $72,000.

2. Review of Minimum Benchmark Salaries—The Provost and the Faculty Affairs Committee will annually review the minimum benchmark market salaries to determine if they are still appropriate. They will periodically make a recommendation to the president to adjust the minimum benchmark market salaries. The minimum benchmark market salary for a rank shall change if the President accepts the recommendation.
E. Merit-Based Salary Increases
Revision of the merit-based salary process below requires review and agreement by the Faculty Affairs Committee.
a. Eligibility Restrictions—Merit-based salary increases may be applied to full-time faculty based on the results of the annual faculty review process.  The evaluation of performance shall be conducted within the context of each full-time faculty member’s individual assignment during the period of review.

b. Process:
· A self-nominating faculty member, chair or dean will prepare a brief report that will be used for determining a faculty member’s merit performance award. Performance awards for meritorious activity in one or more areas are appropriate as long as the faculty member satisfactorily performs in all areas as per the annual faculty performance review. The self-nomination or the chair’s nomination must be forwarded to the dean by September 15* of the following academic year being reviewed for meritorious activity.

· The dean and the chairs of the college’s departments shall meet and will review the reports for each of the nominees for a merit performance award. The dean will use the reports and the meeting with the chairs to determine whether a faculty member shall be recommended for a merit performance award. The dean will evaluate the faculty member's performance in four areas: teaching, program and course development, scholarly and professional activities, and university/community service. A maximum of 30 percent of a college’s full-time faculty may be recommended by the dean for a merit performance award each year.

· The dean will notify in writing each self-nominating or chair-nominated faculty member if the nominated faculty member was or was not recommended for a merit performance award by October 15. A written explanation must be included if a merit performance award was not recommended. A faculty member may request a meeting with the dean to discuss his or her performance and the dean’s evaluation by October 31. This process should be completed by November 15.

· The dean shall forward his or her recommendations for merit performance awards to the provost for a final review no later than November 15. Faculty members who were denied by the dean may also forward their applications for a merit performance award to the provost for appeal and review. The provost shall either confirm or reject the dean’s recommendations as well as a faculty member’s merit performance award appeal. If the provost rejects a dean’s recommended merit performance award to a faculty member or a faculty member’s merit performance award appeal, then the provost shall notify the faculty member and dean in writing the reason for the rejection. The dean and/or faculty member can request a meeting with the provost regarding the rejection. The provost after meeting with the dean or faculty member shall confirm or change his or her prior decision. There is no appeal except to the grievance committee only if there is a question of whether due process has been followed.

· Considering the criteria applied at the department and college levels, the provost shall apply consistent university criteria to his or her recommendations and shall forward names of no more than 35 percent of the full-time faculty members in his or her recommendation for faculty merit performance awards to the president. The president shall review and select the faculty members to receive merit performance awards. The president shall notify in writing by January 15 any faculty member who the provost recommended for a merit performance award why the recommendation was rejected.

· Merit awards paid as bonuses will be paid in a single lump-sum payment. Merit awards applied as increases to faculty base pay will be implemented as soon as possible following the president’s decision with a separate retroactive payment of the increase as of the prior September 1.

*Note: Defined dates may be modified by mutual agreement of the provost and the Faculty Affairs Committee.


F. Clarification of 2.13.1, Sentence 3

Sentence 3 of 2.13.1 states the following: “A faculty member found to have performed in a fully satisfactory manner shall receive a salary increase as described in the salary benchmark adjustment plan.” The salary benchmark adjustment plan shall be applied in the following manner:

Each faculty member whose overall performance is satisfactory or fully satisfactory at the end of the evaluation process will receive a cost-of-living increase. In addition, each of these faculty members will receive ½ of the designated benchmark salary increase for ‘fully satisfactory’ performance in the category of teaching duties and/or ¼ of the designated benchmark salary increase for ‘fully satisfactory’ performance in each of the categories of (b) service activities and/or (c) scholarly activities.  Expectations in each of these categories are defined in AAOG, Section III and are modified as appropriate by the individual’s defined goals for the performance period under review.  For faculty with a declared teaching focus, performance in maintaining and improving his or her knowledge of the academic field will substitute for scholarly activities.  


G. Annual Faculty Activities Report Procedures

Step 1--Each full-time faculty member prepares and files a faculty activities report with the chair by January 31, unless otherwise extended with authorization by the dean. The faculty activities report describes the faculty member's activities from January 1 through December 31 of the prior year.

The report shall include a review of the past year’s activities, plan of activities plans for the next performance review period, and proposed goals for teaching, research and/or creative activity, and service.

Faculty members’ written self-assessments include areas of teaching, service, and scholarly activities. 

Step 2—The department or division chair prepares a written assessment of each faculty member’s activities and achievements. (Note: This assessment will result in one of three conclusions—fully satisfactory, satisfactory, or unsatisfactory. The criteria for each of these categories are described in Sections 2.13.1.a, 2.13.1.b, and 2.13.1.c of the Faculty Handbook.) For faculty holding formally designated joint appointments in two or more departments or divisions, the chair of each of the divisions will jointly perform this step in the process unless otherwise specified in accordance with the joint appointment assignment. The chair will provide a copy of the written assessment to the faculty member at least two working days prior to their meeting to discuss the assessment.

Step 3—The department or division chair shall meet with the faculty member not later than March 7, unless otherwise extended with authorization by the dean. At the meeting, the department or division chair and faculty member to will discuss the written assessments, plans for activities, and proposed goals for the next performance review period. At this point, the chair may revise the initial evaluation if appropriate.

Following the meeting, the faculty member is provided with two weeks to prepare a written rebuttal if he or she wishes. Rebuttals serve as the faculty members’ opportunity to address differences from the chair’s evaluations. Because rebuttal statements serve as a statement and not as part of a back-and-forth dialog with the chair, the rebuttal statement is attached to the chair’s evaluation prior to the entire package—FAR, chair’s evaluation, and rebuttal (if any) being forwarded to the dean.

Step 4—The report and rebuttal (if applicable) will be sent by the chair to the dean no later than March   22.

Step 5—If the dean objects to the conclusions of the report (see Section 2.11.3 of the Faculty Handbook), he or she will specify objections in writing to the chair and faculty member by April  22. If requested by any of the three parties, the dean  must meet with the faculty member and/or the chair by May 8 to discuss the issues. The faculty member has two weeks following the meeting or May 22 at the latest to provide a rebuttal statement to be attached to the file. If the faculty member wishes to appeal to the provost, such appeal must arrive in the Office of the Provost no later than June 1. The provost will complete the appeal process by July 1.

Remediation Plans—With each unsatisfactory review, a remediation plan will be established. As   soon as the final determination is made regarding an overall conclusion of “unsatisfactory,” a remediation plan will be developed. The chair will prepare a draft remediation plan to be discussed in a meeting among the chair, faculty member, and dean.

The remediation plan shall include an explicit progress timeline that addresses the deficiencies. It should include what is expected to be achieved within one year and if necessary what is expected to be achieved at the end of two years. The remediation plan shall include the name of the faculty member undergoing remediation, the names of the chair and dean, and the evaluation period that generated the plan. In addition, for each performance element that requires remediation, the plan shall present (a) a description of the performance element, (b) a description of the actions to be taken by the faculty member, (c) identification of the measurement(s) or action(s) that will verify that remediation has occurred, and (d) the expected timeline within which the remediation is to occur. The timeline may extend up to two years if appropriate. Regardless of the timeline, the annual performance-evaluation process will occur as scheduled for all full-time faculty members, though the faculty member may choose to include a copy of   the remediation plan in the faculty activity report of the subsequent year if the plan extends beyond the evaluation period for that faculty activity report.

The final remediation planshall be forwarded to the Provost  by August 15. If agreement cannot be reached among the parties, (a) the initial plan proposed by the dean (b) the revisions proposed by the faculty member and/or dean, and (c) any additional input any of the three parties wishes to provide will be forwarded to the provost by August 15. The  provost will make the final determination regarding the remediation plan by August 1 31.


The remediation plan will be coordinated with the goals of the Faculty Activity Report for the performance periods that are covered by both the remediation plan and FAR. If the faculty member meets the performance benchmarks in the remediation timeline, then the performance reported in the FAR in that specific performance area should be determined to be at least satisfactory.

The establishment of mutual goals and direction for the subsequent year may occur during the evaluation period or immediately following the evaluation process, depending on established college policy.

H. Approved Forms to be Submitted for Faculty Activities Report

The Provost and the Faculty Affairs Committee shall determine which forms are acceptable for submission by faculty to satisfy the annual activities report requirements of the Faculty Handbook. 



3.   Guidelines for the Preparation of the Six Areas of Performance Required for an Overall Conclusion of “Fully Satisfactory”

The Faculty Annual Review (FAR) process is conducted by department chairs and is entirely separate from the tenure and promotion process. The FAR process is driven by the Faculty Handbook requirements and the goals agreed to by the faculty member in his or her previous year’s FAR process (or at the time of hiring, for first- year faculty). A role of the dean in this process is to assure that it is properly administered and is consistent with the requirements of university governance documents.

In general, it is important that procedures be standardized and consistent from year to year.  In order to assure this, chairs and deans should receive appropriate training in both the FAR process and in applicable personnel management practices.  Communication and collegiality are crucial to realizing successful FAR outcomes.  

This document provides guidance to faculty, chairs, and deans in the preparation and evaluation of the faculty activity report as part of the annual faculty review process that will be conducted each spring. The guidelines were initially developed by the Transition Committee (J. Allen, C. Barratt, D. Dauwalder, M. Gaboury, R. Rainish, M. Rolleri, and M. Rossi) as part of its defined role with the additional input of Deans B. Farbrother and R. Highfield as requested by President Kaplan. These guidelines are the result of review, discussion, and analysis of the initial evaluation process and the various issues that emerged from that process. They have been modified further by the Faculty Affairs Committee in collaboration with the provost. The general expectation is that these guidelines will   be implemented in a collegial manner.

To achieve a final conclusion of “fully satisfactory,” as described in Section 2.13.1 of the Faculty Handbook, in the process conducted each spring, faculty are encouraged to present their goals for the year under review and to present evidence of positive performance outcomes in the applicable areas following the guidance provided in this document and the Faculty Handbook in Section 2.11.4.a, b, and c.


A. Importance of Goals in the Year Under Review

The prior year’s faculty activity report requires each faculty member to identify a set of short-term goals for the subsequent year in teaching, service, and scholarship. These goals provide the opportunity for each faculty member with the concurrence of his or her department chair and dean to define more specifically the performance expectations for the year to be evaluated. They may be used to clarify the varying degrees of emphasis in each performance category for the year and to reflect the varying degrees of support that may be provided in terms of assigned time for research, for service to the department or profession, and/or for instructional development.

The goals are proposed in the spring by the faculty member on the faculty activity report. They are reviewed and modified as appropriate by both the department chair and faculty member as part of the chair’s evaluation of the faculty member’s performance. The goals are also reviewed by the dean. This confirmation process is described in Section 2.11.1.i of the Faculty Handbook. If circumstances change during the year, an individual’s goals may
be modified during the year by mutual agreement.

The following sections present the general expectations and presentation guidelines for each of the six performance areas described in Section 2.13.1of the Faculty Handbook. The “General Expectations” sections of Sections III.B thorough III.F of the Academic Affairs Operating Guidelines serve as the default level of performance required of each full-time faculty member unless modified by the individual’s established goals.

The presentation guidelines for Teaching Activities, Service Activities, and Scholarly Activities provide examples of a wide range of elements that could be reported. No faculty members are expected to accomplish nor report activities in all items in the presentation guidelines of these three sections.

The presentation guidelines for Section E—Maintenance and Improvement of Knowledge of the Academic Field—describes how to report activities in this area. The presentation guidelines in Section F—Required Faculty Responsibilities—list 13 required responsibilities and describe a singular method of confirming compliance.




B. Teaching Activities

General Expectations—In addition to providing (a) copies of student evaluations, faculty members are encouraged to provide (b) a paragraph that describes their teaching philosophy or approach with a paragraph that reflects on their teaching performance through the review period, and (c) two or three additional elements of evidence. The overall extent of expectations may be modified by the individual’s annual goals.

Presentation Guidelines—The following bullets describe how each element could be presented to provide evidence of outcomes:
	a. Student  Evaluations
	a. Student Evaluations of Instruction—Section 2.11.4.a of the Faculty Handbook makes mandatory that each faculty member report “Effective teaching as demonstrated by results on a faculty- approved student instructor/course evaluation form.”  Along with reporting the results, identify in a paragraph what you learned from their review and how you have applied what you’ve learned to improving your courses.

	b. Teaching Philosophy/Approach and Reflection
a. Teaching Philosophy or Approach to Teaching—Describe in a paragraph or two your general approach to teaching—or your teaching philosophy. Identify your general goal in teaching, the processes you employ to achieve the goal, and the degree to which you are successful.
b. Reflection—Reflect on what went well, what could have been better, and what you may do differently next year. Note: The University of New Haven supports a broad range of teaching philosophies and approaches. The key here is to reflect on its effectiveness.

c. Additional Elements—Provide two or three additional pieces of evidence that reflect your teaching efforts. Consider including some of the following. Others are listed in Section 2.11.4.a of the Faculty Handbook.
1. Course Syllabi—With copies of course syllabi, provide a description of how your syllabus reflects your teaching philosophy, your approach to teaching, or is designed to help students achieve the specified learning outcomes.
2. Sample Exams and/or Sample Assignments—Identify how sample exams and/or assignments provide opportunities for students to apply their knowledge rather than just recite facts. Describe and/or demonstrate how they help student achieve the specified learning outcomes.
3. Teaching Methods—Describe the teaching methods you employ, their relationship to your teaching philosophy, and the degree to which these methods help your students learn.
4. Course-Based Assessments—Describe how you go about assessing the ability for your students to know and to do what is described in your list of course-based learning outcomes.
5. Program-Based Assessments—Describe how you go about assessing the ability of your students to achieve the identified program-based learning outcomes.
6. Classroom Visitations—Invite a faculty colleague to visit your class, observe your teaching, and provide a written assessment or summary of the visitation.
7. Involvement with Experiential Learning Activities—Describe how you involve students in internships, academic service learning, or research activities. Identify the goals in their participation and the outcomes of their efforts.
8. Other Elements—Describe your activities and outcomes related to any of the additional “Teaching Activity Criteria Examples listed in Section 2.11.4.a of the Faculty Handbook.





C. Service Activities

The general category of service activities is divided into two sections: (a) Service through university, disciplinary, professional, community, and student-life activities and committees and (b) Participation in your discipline’s program activities. Please recognize that some overlap may exist between these two subcategories and in certain cases with teaching and scholarly activities. The extent of expectation may be modified by the individual’s annual goals. Please note that the Faculty Handbook identifies “Service Activity Criteria Examples” in Section 2.11.4.b, which are consistent with the descriptions below.

1. Service Through University, Disciplinary, Professional, Community, & Student Life Committees:
	1. General Expectation – Multiple activities at multiple levels, as indicated below, with specification of individual contributions and/or outcomes are expected of each faculty member. Individual faculty members are not expected to perform nor report activities in all of the bulleted categories under “Presentation Guidelines.” Each faculty member is expected to report on his or her contributions in at least two or three different activities. The extent of expectation may be modified by the individual’s annual goals.
2. Presentation Guidelines—To report successfully involvement in service activities, (a) specify service activities and (b) identify personal contributions toward the achievement of the goals of each activity. Consider involvement with the following:

· University-Level Committees or Activities—Specify the committee or activity; identify your individual contribution to the outcomes.
· College-Level Committees or Activities—Specify the committee or activity; identify your individual contribution to the outcomes.
· Department-Level Committees or Activities—Specify the committee or activity; identify your individual contribution to the outcomes.
· Disciplinary Committees or Activities—Specify the committee or activity; identify your individual contribution to the outcomes.
· Statewide, Regional, and or National Professional Organizations—Specify the committee or activity; identify your individual contribution to the outcomes.
· Student Life Activities, Including Student Clubs & Organizations—Specify the committee or activity; identify your individual contribution to the outcomes.
· Community & Other Service Activities—Specify the committee or activity; identify the degree to which the activity contributed to your professional development and/or benefits the university.

2. Participation in Discipline’s Program Activities—
1. General Expectation—Demonstration of individual contributions and/or outcomes in activities selected from the following list.  Individual faculty members are not expected to perform nor report activities in all of the bulleted categories under “Presentation Guidelines.”  Each faculty member is expected to report on his or her contributions in at least two or three different activities. The extent of expectation may be modified by the individual’s annual goals.
2. Presentation Guidelines—To report successfully involvement in service activities, (a) specify service activities and (b) identify personal contributions toward the achievement of the goals of each activity. Identify your individual contributions to any of the following:
· Student Advisement—Identify the number of students advised, summarize your approach to advising, describe your contributions and/or the impact/outcomes of your advising activities.
· Student Recruitment—Specify your involvement with Open Houses, SOAR sessions, scholarship selection, etc.; identify your individual contribution to the outcomes and/or the impact of your involvement.
· Student Retention—Involvement with student-retention activities; identify your individual contributions and/or the impact of your involvement.
· Development of New Academic Programs—Specify your involvement; identify your individual contributions and/or the impact of your involvement.
· Review and Revision of Existing Academic Programs—Specify the committee or activity; identify your individual contribution to the outcomes.
· Assessment Activities—Specify the committee or activity; identify your individual contribution to the outcomes.
· Other Disciplinary Program Activities—Specify the activity; identify your individual contribution to the outcomes.


D. Scholarly Activities

General Expectations--A minimum of some specific outcome and/or achievement is expected for each faculty member each year.  Individual faculty need only report on the specific outcomes and/or achievements in the category or categories that apply to their scholarly work—not on all categories. The extent of expectation may be modified by the individual’s annual goals and/or assigned workload.
Department elaborations may also provide guidance regarding the relative value of the various types of scholarly activities.

Presentation Guidelines—To identify scholarly achievements, specify the category of achievement as defined in the Faculty Handbook (and below) and provide information wherever possible in the form of a bibliographic reference. Please note that “Scholarly Activity Criteria Examples” appear in Section 2.11.4.c of the Faculty Handbook.

· Refereed Publications—Present key information in bibliographic form including date of publication.
· Books, Monographs, and Chapters and Non-Refereed Publications—Present key information in bibliographic form including date of publication.
· Copyrights or Patents—Generally describe item copyrighted or patented and date of event.
· Recitals, Concerts, Exhibits, and other Evidence of Artistic Accomplishment—List key elements in bibliographic form.
· Grants & Contracts Received—Identify the grant or contract by name, the granting or contracting entity, the date awarded, the amount received, and a brief description of the work to be performed. If not yet awarded, identify expected decision date. (Report submission of a grant proposal that is not funded in the “Other Scholarly Activity” category.)
· Development of Research Laboratory and Teaching Facilities—Describe developments achieved and the date achieved; identify your individual role in the development.
· Presentations at Scholarly Conferences, Workshops, and Seminars—Present key information in bibliographic form including date of presentation. Present and identify each as “refereed,” “invited,” “non-refereed,” or “other meetings.”
· Presentations at University, School, or Department Events—Present key information in bibliographic form including date of presentation.
· Consulting—Identify entity or type of entity consulted, consulting activity, and dates of activities.  For each activity, describe the benefits to your professional development and/or to the university.
· Other Scholarly Activity—Identify activity, general description of your involvement in the activity, outcomes of your involvement, and date of activity.

E. Maintenance and Improvement of Knowledge of the Academic Field

Note: Some overlap may be present between Section II.D—Scholarly Activities and Section III.E—Maintenance & Improvement of Knowledge of the Academic Field. Department elaborations may also provide guidance regarding standards required in this performance category.
· For Faculty Hired to Begin Fall 1990 and After—Generally, this performance category will be achieved through a faculty member’s scholarly activities. If so, then nothing additional needs to be reported in this section. However, additional activities, such as the outcomes from participation in professional conferences, seminars, etc. and achievement of professional certifications that serve as evidence of maintenance and improvement of knowledge and cannot be reported under “scholarly activities” may be reported in this section.
· For Faculty Hired to Begin Prior to Fall 1990—Those who have declared a teaching focus MUST fulfill this requirement. Those who have not declared a teaching focus, should follow the guidance for faculty hired Fall 1990 and after.

General Expectations—Separately from scholarly activities reported in Section III, identify the goals of your activities, specify the activities, and identify the results of your efforts through the performance period to maintain and/or improve your knowledge of the academic field.

Presentation Guidelines—
· Identify your goal—(a) elements in your academic field that have changed and/or (b) elements in your academic field about which you have pursued improvement in your knowledge
· Specify key activities in which you were engaged to achieve this knowledge.
· Identify the benefit derived from your participation
· Identify how what you have learned has been applied in your teaching, research, or service benefited from the application.


F. Required Faculty Responsibilities

General Expectations—All faculty are expected to engage in the specified faculty responsibilities from Section 2.4.2 of the Faculty Handbook. Please note that expectations “a” (i.e. currency), “b” (i.e. scholarship), and “c” (i.e. service) are reported elsewhere; reporting again in this section is not necessary. If a faculty member cannot achieve the specified faculty responsibilities, he or she should follow established procedures to gain approval for necessary variances.

Presentation Guidelines—Faculty members who have engaged in each of the specified faculty responsibilities as described in Section 2.4.2 of the Faculty Handbook or have followed appropriate procedures to gain approval for any variance should include the bolded paragraph following the list in their faculty activity reports. Please note that if chairs or deans have conflicting evidence verification beyond the signature below may be needed. Chairs and/or deans should address non-compliance with individual faculty members regarding these issues if and when issues become apparent.

(d) Office hours	(k)  Advising students
(e) Responding to correspondence	(l)  Interacting with students outside class
(f) Presence on campus	(m) Submitting grades within timelines
(g) Providing complete syllabi	(n)  Working collegially with colleagues
(h) Ensuring student integrity in assigned work	(o)  Anticipating and avoiding conflicts of interest
(i) Timely ordering of textbooks	(p)  Attending at least one commencement event
(j) Meeting scheduled classes each review period

I confirm that during this evaluation period, I have performed these 13 required faculty responsibilities to the extent described in Sections 2.4.2 of the Faculty Handbook or have followed appropriate procedures to gain approval for any variance.

	
Name                                                                                      Date                               

(Section III: FAC Review—March 4, 2009; Approved by Provost—March 4, 2009)

UNH Academic Affairs Operating Guidelines - Appendices
Guidelines for Reassigning Time for Service Roles
University of New Haven

The Faculty Handbook describes minimum service expectations for all full-time faculty members. These service roles collectively are presumed to average 6-8 hours per week. Faculty members engaged in significant service beyond standard expectations are reassigned credits for service in lieu of some instructional load. Reassignments guidelines for expanded service roles assume that one workload hour represents approximately an aggregate 30 to 40-hour annual time commitment. The time commitment and related service reassignment is dependent on the scope and complexity of the service role. Such factors in departments can include the number of majors served or student credit hours taught, the proportion of full-time to adjunct faculty, specialized facility and equipment needs, and the number and variety of external affiliate roles for internships and other field placements.

Typically, roles and annual service reassignments include:
· Department Chair: 3-12 hrs (and extended contract as needed)
· Coordinator or director (e.g. area, course/lab/studio, graduate program, honors program, online program): 1-6 hrs
· External internship or practicum coordinator: 1-9 hrs
· High academic advising loads: for advising more than 25 undergraduates, 1 hour for each increment of 25 advisees up to 100 maximum advising load
· University faculty governance roles, inc. Senate leadership and/or Senate committee or constitutional committee chair roles: 18 total hours as defined by April 15 for the next academic year by the outgoing Senate chair and chairs of the constitutional committees
· College or university initiatives (e.g. intensive task forces, asst deans, assistant chairs, community outreach, …): 1-3 hrs
· Intermittent, special project department roles (e.g.  new program launch, accreditation, …): offload or stipend, role dependent, 1-3 hrs
· Extraordinary service to professional or academic society or community board in a volunteer role as officer, editor, meeting/event organizer, etc., 1-3 hrs
Adjustments to the above allocations may be made for unusually large or complex assignments.

UNH Academic Affairs Operating Guidelines - Appendices
Guidelines for Reassigning Time for Research, Scholarship 
and Creative Activity
University of New Haven

Time is reassigned annually from instructional loads to select tenure track and tenured faculty members who receive a fully satisfactory rating for teaching and service to enable them to pursue research, scholarship and creative activities. With the approval of department chairs and deans, the reassigned time may be retained for faculty who have strong research productivity and a deficiency in teaching or service. Faculty must meet their classes as scheduled, hold office hours, order books and submit grades promptly, advise students, and attend departmental and college meetings. Research/scholarship time is generally not allocated to non-tenure track faculty.
In general, tenure track faculty are reassigned 6 credits from teaching to research, scholarship and creative activity during their first three years at the University of New Haven. With strong productivity during the first three years, this reassigned time is typically maintained for the next three years as well, or until tenure is granted, whichever occurs first. The number of credits reassigned to research, scholarship and creative activity after tenure depends on the level of productivity in these areas of each faculty member. At the discretion of the chair and dean, special considerations may be given to faculty who make a strong proposal to restart their research, scholarship and creative activities. Faculty holding the University Research Scholar position, or named (typically endowed) Chair positions may be provided up to 9 credits of reassigned time for research, scholarship and creative activity.
The sections below summarize the minimum expectations over a rolling multi-year time window for receiving reassigned time for research, scholarship and creative activity in each of the colleges at the University of New Haven. These minimum expectations are not directly related to tenure and promotion expectations or FAR evaluations. When these expectations are not met, the reassigned time for research, scholarship and creative activity will generally be reduced or withdrawn.
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Tagliatela College of Engineering

ABET or ACS accreditation of programs in engineering, computer science and chemistry do not stipulate specific allocations of research time to faculty. The minimum research and scholarship expectations in the table below are based on the desire of the college to strengthen its external reputation and image, and to enable faculty to be successful in currently established tenure and promotions guidelines.


	Reassigned Time for Research / Scholarship
	Minimum Expectations in Research and Scholarship

	




4-6 credits
	The award of time would typically be 6 credit hours annually. Less than 6 credits are possible when activities/output scaled down.
· Advising two undergraduate and/or graduate research students each year; and
· One paper published in a reputable journal* over the last 3 years; and
· Two unique conference papers published and presented in reputable conference proceedings over the last 2 years; and
· One active grant with annual research expenditure of $10,000, or proposals submitted for external funding of $20,000 every year.
(In disciplines where publication of conference papers is rare, two papers should be published in reputable journals* over the last 4 years in lieu of published conference papers.)


	



1-3 credits
	The award of time would typically be 3 credit hours annually. Less than 3 credits are possible when activities/output scaled down.
· Advising one undergraduate and/or graduate research student each year; and
· One paper published in a reputable journal* over the last 4 years; and
· Two unique conference papers published and presented in reputable conference proceedings over the last 3 years.
(In disciplines where publication of conference papers is rare, two papers should be published in reputable journals* over the last 5 years in lieu of published conference papers.)



The minimum expectations in the above table may be relaxed for faculty involved in major initiatives such as writing a book, serving as a journal editor, organizing a national conference, etc. Additionally, in consultation with the relevant chair, the dean may allow a faculty member to retain the reassigned time for research and scholarship when there is a deficiency in the minimum expectations listed above, if the faculty member significantly exceeds the minimum productivity level in most categories.


· Reputable journals must be included in SCIMAGOJR http://www.scimagojr.com/. Significant contribution must be demonstrated in publications with many authors. Significant contribution must be demonstrated in publications with many authors and multi-authored publications will be weighted in accordance with their scholarly contribution. Review articles and self-published or vanity press  publications are not counted unless a compelling case could be made for the work’s novel contribution and appropriate  peer-review.
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Henry C. Lee College of Criminal Justice and Forensic Science


	Reassigned Time for Research / Scholarship
	Minimum Expectations in Research and Scholarship

	





4-6 credits
	The award of time would typically be 6 credit hours annually. Less than 6 credits are possible when activities/output scaled down.
· Advising/supervising, at a minimum, any combination of at least two significant undergraduate or graduate student research projects each academic year [Averaging at least two such supervised student projects per year over a three-year period is also acceptable.]; and
· Two publications in reputable peer-reviewed journals, or recognized scholarly publications, or professionally impactful publications † over the last 3 years; and
· Two significant conference presentations over the last 3 years; and
· One currently active grant/contract of a sufficient magnitude or impact or multiple grant proposals of a sufficient quality submitted over 3 years.±

	



1-3 credits
	The award of time would typically be 3 credit hours annually. Less than 3 credits are possible when activities/output scaled down.
· Advising/supervising a minimum of one significant undergraduate or one graduate student research project* each academic year [Averaging at least two such supervised student projects per year over a three year period is also acceptable.]; and
· One publications in a reputable peer-reviewed journal or otherwise acceptable outlet † over the last 3 years; and
· Two unique conference papers presented at appropriate discipline- related conferences over the last 3 years.


The minimum expectations outlined in the above table may, in appropriate instances, be adapted for faculty members involved in major initiatives such as: (a) writing a book or textbook (particularly if under contract with a reputable publisher); (b) serving as a journal editor or editing a special journal edition or


· Combinations of significant undergraduate and graduate research projects including honors theses, research projects, FMUR, master’s theses and doctoral dissertations will be considered. HCLC may develop a “point system” to calibrate the variety of faculty supervised student research projects ongoing in the college.

† Each department/program will be asked to develop proposed guidelines for the determination of   reputable, peer-reviewed journals/publications. These must be agreed to by the dean and will generally list traditionally peer reviewed journals as the most desirable outlets. Peer reviewed journal publications are among the strongest indicators of the recognition of a faculty member’s work and their status in their field. However, certain other scholarly publications that are not traditionally peer-reviewed, such as highly recognized professional publications (e.g., a National Institute of Justice Monograph or a peer-reviewed conference proceeding), may also be agreed upon in consultations between the disciplinary faculty and the dean. A significant factor in determining the appropriateness of these other publication outlets will be their impact on and recognition in the field. The magnitude of a faculty member’s contribution must be documented for publications with more than one author and a significant contribution must be demonstrated in publications with many authors. A significant publication/paper is one which makes an                  original contribution to the knowledge-base. Encyclopedia entries, review articles, and self-published or vanity press publications are not counted unless a compelling case is made for the work’s significant and unique contribution and also that some appropriate peer-review or independent scholarly review process is involved. Publishing in a journal where the faculty member serves on the editorial board of that journal, or where the faculty member has a potential personal, professional or proprietary relationship with one or   more members of the editorial board must be disclosed in order to identify potential conflicts of interest.
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series for a reputable journal or scholarly publication, or editing a similar publication/series or writing a monograph for an appropriate government agency or funded by an appropriate government agency; or
(c) organizing a national conference, at the dean’s discretion in consultation with the relevant chair and faculty member. Additionally, significantly exceeding the minimum productivity level on one or more factors noted above may provide the rationale in some instances to overcome a deficiency in another factor, at the dean’s discretion in consultation with the relevant chair and disciplinary faculty. In making determinations about the application of the factors in the table or alternative arrangements contemplated here, a significant focus will be on the demonstrable impact of the activities on our students and also, when appropriate, the Boyer Model.


± Securing external funding (grants/contracts) is highly desirable and is strongly encouraged. Securing external funding is among the strongest indicators of the recognition of a faculty member’s work and their status in their field. This factor will be applied by the dean in consultation with the relevant faculty member and chair and adapted based on the funding opportunities available in each faculty member’s focus area. Securing a significant grant or contract may reduce other publication expectations, when appropriate, and also may provide the faculty member the possibility of buying-out additional research time after grant/contract funds are applied to the base research reassignment. Faculty are also encouraged to budget for student assistants and project dissemination (such as conference presentations) as allowed by the funding sponsor. Faculty members who secure external funding generally will be given priority access to available institutional funds to support their work, e.g., through “cost sharing” and “in-kind” support.
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College of Arts and Sciences

	Reassigned Time for Research / Scholarship
	Minimum Expectations in Research and Scholarship

	









4-6 credits
	The award of time would typically be 6 credit hours annually. Less than 6 credits are possible when activities/output scaled down.
· Mentor or advise at least one student’s scholarly work each year (undergraduate or graduate); and
· Two significant* papers published in reputable journals in the last 3 years; and
· Active external grant or annual submission of external grant proposals.

OR

· Mentor or advise at least one student’s scholarly work each year (undergraduate or graduate); and
· One single-author peer-reviewed scholarly monograph or other significant scholarly product published in the last four years.

OR

· Mentor or advise at least one student’s scholarly work each year (undergraduate or graduate); and
· One significant* edited volume published by a reputable publisher in the last two years.

	






1-3 credits
	The award of time would typically be 3 credit hours annually. Less than 3 credits are possible when activities/output scaled down.
· Mentor or advise at least one student’s scholarly work each year (undergraduate or graduate); and
· One significant* paper published in a reputable journal in the last 4 years; and
· Two unique conference papers presented and published in reputable conferences in the last 3 years.

OR

· Mentor or advise at least one student’s scholarly work each year (undergraduate or graduate); and
· Two significant papers published in reputable journals in the last 4 years.



Additionally, in consultation with the relevant chair, the dean may allow a faculty member to retain the reassigned time for research and scholarship when there is a deficiency in the minimum expectations listed above, if the faculty member significantly exceeds the minimum productivity level in most categories.


· A significant paper or scholarly product is one which makes an original or novel contribution to a field. Encyclopedia entries, review articles, textbooks and self-published or vanity press publications are not counted unless a compelling case could be made for the work’s novel contribution and appropriate peer- review. Significant contribution must be demonstrated in publications with many authors and multi- authored publications will be weighted in accordance with their scholarly contribution.
· 
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The Provost’s Compensation Guidelines are developed and published annually by the provost in consultation with the Faculty Affairs Committee. The adoption of these guidelines supersedes all past oral agreements that are not detailed in this document. Past agreements not detailed in this document may be proposed and considered for adoption through written proposal to the provost, who will then consult with the Faculty Affairs Committee, deans, and officers.

These guidelines are presented in two major sections. The first section describes compensation-related elements specific to particular faculty classifications. The second section describes compensation-related elements that are generally applicable to all faculty classifications. When exceptions occur, they are specified within the guidelines.


I. Elements Specific to Particular Faculty Classifications

A. Full-Time Faculty

Full-time faculty include tenured, tenure-track, and non-tenure-track faculty who hold full-time appointments for an academic year or longer.

1.	Base Salary

The base salary for a full-time faculty member is paid over a 12-month period, though the individual appointment may be for 9-12 months. Appointments longer than 9 months require a clearly defined description of the additional duties to be performed and the period of time over which the duties will be performed.

2.	Department Chairs

The basic duties and responsibilities of department chairs are delineated in the Faculty Handbook. However, the magnitude of the multiple functions performed by department chairs varies considerably from department to department. Among the factors that vary are the following: (a) the number of faculty members in the department, (b) the mix of faculty among various faculty classifications, (c) the number of students pursuing degree programs offered by the department, (d) the number of students enrolled in department courses, (e) the mix of students between undergraduate and graduate programs, (f) the presence or absence of discipline-based accreditation standards, (g) the number of program directors/coordinators in the department, (h) the varying roles and responsibilities assigned to program directors and coordinators, (i) the research programs that require administrative oversight in which the department is engaged, and (j) centers or institutes overseen by the department.

In addition to their base faculty salaries, department chairs will be compensated through a combination of (a) an extended appointment—typically to 10 ½ months, (b) assigned time during the academic year that will reduce the number of teaching credits assigned to teaching, and/or (c) an additional stipend as appropriate. Chair compensation will be established by the college dean with oversight by the provost to ensure relative equity across the colleges and with consideration of the expectations of the chair’s role and the magnitude of the various elements of the specific appointment. The provost will provide an annual report of chair compensation to the Faculty Affairs Committee showing ranges within colleges but not specifically reflecting individual agreements.


3. Coordination

In some departments, program coordinators may also be compensated through one or more of the following ways: assigned time, extended appointment, and/or a stipend. Each assignment for coordination should include a specific job description that identifies the responsibilities and performance expectations of the position.

4.	Full-Time Faculty Teaching in Multiple Colleges

Teaching assignments for full-time faculty in a college different from the college in which the full-time assignment is held require prior approval from both college deans.


B. Professionals in Residence and Practitioners in Residence

Professionals in residence and practitioners in residence are generally hired on a less-than-full-time basis. However, if a PIR is hired on a full-time annual contract or a multi-year full-time contract, he or she will be subject to the guidelines in this document for full-time faculty. PIRs hired on a less-than-full-time basis will be subject to the guidelines for adjunct faculty; however, PIRs will be eligible for part-time benefits if hired on an annual contract for 12 credits or more over the annual contract. For PIRs who receive part-time benefits, the university will pay 50- percent of the amount it pays for full-time employees for medical insurance and for tuition assistance. Additional benefits including retirement, life insurance, and long-term disability may also be paid based on the pre-established schedule. The schedule is available through the Human Resources Department.

Section 3.1.2 of the Faculty Handbook states that in most cases professionals in residence “hold the Ph.D. or appropriate terminal degree in their fields.” Section 3.1.3 of the Faculty Handbook states that in most cases practitioners in residence “hold at least a master’s degree and appropriate professional certification in their fields.” Professionals in residence and practitioners in residence must possess a degree one level higher than the program in which they are teaching or possess demonstrably equivalent experience. Deans must maintain part-time faculty files that satisfy this need for documentation. Equivalency cases should be on file in the dean’s office in writing and
must be approved by the dean.

C. Adjunct Faculty

Adjunct faculty members are hired on a per-credit basis for each academic term. Adjuncts are typically paid a single per-credit rate for all appointments in the same academic department; different rates may apply for appointments in different departments. Per-credit rates for adjuncts are set within one of two pay ranges depending upon the individual’s highest degree: (a) Master’s Degree or (b) Doctoral Degree. Individuals holding the juris doctor degree may be paid according to the doctoral scale.

1. Required Qualifications of Adjunct Faculty

Adjunct faculty must normally possess a degree one level higher than the program in which they are teaching or possess demonstrably equivalent experience. Deans must maintain part-time faculty files that satisfy this need for documentation. Equivalency cases should be on file in the dean’s office in writing and must be approved by the dean.

Prior to Summer 2007, some adjunct faculty were paid on a per-course basis instead of a per-credit rate. With the approval of this document, adjuncts will be paid based upon the number of teaching credits associated with the course.

2.	Per-Credit Ranges for Adjunct Faculty—

The identification of the per-credit rate to be paid to adjunct faculty upon their initial appointment within a specific UNH academic department is governed by the following, effective January 1, 2011:

     Master’s Scale—Adjuncts whose highest degree is the master’s degree are paid within the following range: $835 per credit to $1,160 per credit. Initial appointments at UNH typically start at $835 per credit but may be as high as $920 per credit based on the level of teaching experience at the point of initial hire. The decision belongs to the dean.

      Doctoral Scale—Adjuncts whose highest degree is a doctoral degree are paid within the following range: $1,085 per credit to $1,435 per credit. Initial appointments typically start at $1,085 per credit but may be as high as $1,195 per credit based on the level of teaching experience at the point of initial hire. The decision belongs to the dean. 

If and when the scales are increased, faculty will be placed on the new scale at a place that is proportionate to the difference between the base and ceiling of the scale that the current rate of pay resides.

3.	Increases in Per-Credit Rates

Adjunct faculty will typically remain at their initial per-credit rates until they complete 24 or more credits at that rate.  After the completion of the academic term in which an individual adjunct faculty member completes 24 or more credits at a specific rate at UNH, that individual may be considered for an increase in the per-credit rate not to exceed 10 percent for a subsequent appointment. An increase requires a recommendation to the dean from the chair with supporting documentation showing consistently positive performance evaluations.

4.	Exceptions to the Established Scales

With the approval of the provost, deans may pay up to 10 percent of the adjunct faculty members in their colleges in any academic year at rates above the scales. A summary report will be presented by the dean to the provost annually identifying the exceptions and verifying compliance with the 10-percent maximum. These rates are paid only in exceptional circumstances and will effectively serve to reduce the total pool of adjunct funding available to the college in that particular year.  Funding of adjunct pools will be established annually based on year-long course plans, anticipated assignments of full-time faculty, and a history of average per-credit rates in each college.

5.	Maximum Annual Credit Limits

The maximum number of teaching credits for which an adjunct faculty member may be hired by all departments in the university in a single academic year is 18.  Any exceptions will require that the adjunct faculty member sign a waiver-of-benefits form and that the exception be recommended by the college dean and approved by the provost.

6.	Substitute Teaching

Adjunct faculty may be compensated at the rate of $25 per nominal hour for substitute teaching. The reason for the substitution should appear on each payment voucher and must be approved by the dean.





D. Professional Tutors in the Center for Learning Resources

1.	Pay Rates for Professional Tutors

The Center for Learning Resources pays professional tutors at one of two specific hourly rates:
 	Level I—$22.50 per hour
 	Level II—$30.00 per hour

Tutors with teaching experience and a minimum of three years of tutoring experience at an accredited four-year institution are paid at Level II.  All others are paid at Level I.  The summer pay rate for tutors is $32.50 per hour.  Tutors serving the Chemistry and Math Enrichment Program (CAMEP) are paid at the summer rate.


2.	Full-Time Faculty Satisfying Load Requirements as Tutors

In cases where full-time faculty members are assigned professional tutoring responsibilities to fulfill their full load requirements for an academic year, service in the Center for Learning Resources will require the equivalent of 30 clock hours of service for each credit of the contract assigned. Hours of service will be scheduled by the CLR Director in consultation with the faculty member and the faculty member’s department chair with the college dean holding final authority to set the hours of service.

E. Cooperating Teachers and Capstone Teachers in Education

Cooperating and capstone teachers are the classroom teachers in the K-12 schools who work directly with UNH student teachers and UNH students who are enrolled in the capstone experience. UNH compensates these K-12 classroom teachers through the UNH Department of Education at the following rates:

· Cooperating Teachers:	$350 per 6-credit student teacher (ED600—Student Teaching)
· Capstone Teachers:		$100 per 2-credit capstone student (ED 694C—Capstone Field Experience)

F.  Intern, Capstone and Student Teaching Supervisors in Education

Intern, capstone, and student-teaching supervisors are full-time UNH faculty or UNH adjuncts who are responsible for supervising the intern, capstone, and student teaching experiences of UNH education students and for assigning grades to the experience. These supervising faculty are compensated at the following rates:

 	Intern Supervisors:	$600 per 4-credit Internship Field Experience (ED692I, ED693I, and ED 694I)
 	Capstone Supervisors:	$100 per 2-credit Capstone Field Experience (ED 694C)
 	Student-Teaching Supervisors:	$475 per 6-credit student teacher (ED 600)

G. Instructional Activities in the Chemistry and Math Enrichment Program

The Chemistry and Math Enrichment Program employs instructors at a fixed fee of $2,750 for the two-week program. CAMEP instruction is a contracted activity; it is not considered a course and carries no designation of teaching credits that count against an individual instructor’s teaching-credit limits for an academic year.  


II. Elements Generally Applicable to All Faculty Classifications

A. Extra Payments

Performance of several specific instructional duties generates extra payments for full-time faculty in addition to their base salaries.

1.	Authority to Assign Duties That Generate Extra Payments

No university employee may assign himself or herself to any responsibility that generates extra payments. Assignment of any of the following duties to faculty must be made by the college dean. Assignment of a dean or associate dean to any duties that generate extra payments must be made by the provost before the assignment is performed. The provost is not eligible for extra payments as defined in this section.

2.	Assignments that May Generate Extra Payments

The following instructional duties may generate extra payments for UNH faculty:

a.	EMBA
Full-time faculty teaching in the Executive Master of Business Administration program are compensated in the following manner:
--For the 1st five modules taught:	3 teaching credits + $2,500 stipend
--For the 6th through the 11th modules taught:	3 teaching credits + $3,000 stipend
--For the 12th module and beyond:	3 teaching credits + $3,500 stipend

Note 1: The assignment of 3 teaching credits plus a stipend serves as the equivalent of the 4-credit assignment for a graduate course that generates 3 student credit hours for students.   By agreement of the faculty member, chair, and dean, 4 teaching credits without a stipend may be assigned for EMBA courses in lieu of the 3 credits + stipend.
Part-time faculty teaching EMBA courses are compensated for 4 teaching credits at their specified per-
credit adjunct rates.
Note 2:    This section will be reviewed consistent with the review of EMBA curriculum.  Such review shall include a cost/benefit analysis.

b.   EMBA Schedule of Miscellaneous Stipends
Miscellaneous stipends are paid for the listed activities in support of the EMBA program.

Executive Workshop	7 faculty x $1,000 stipend each
Executive Workshop OB Lead Faculty	1 faculty x $1,500
End-of-Module Cases (Modules 1 and 6)	8 faculty x $300 x 2 modules

a day Business Simulation	7 faculty x $300 stipend each Business Simulation Lead Professor	1 faculty x $1,500
Business Simulation Tech Support	1 set-up x $1,000
Project Presentations                                      6 faculty x $300 stipend each Closing Session                                              7 faculty x $200 stipend each Closing Session Lead Faculty                        1 faculty x $1,500
Class Advisor Salary	6 modules x $6,000 stipend each

adjunct rates. 

c.	ELMBA, MS Taxation, I/O Psychology, and MPA
Full-time faculty teaching in each of the following graduate cohort programs—Emerging Leaders Master of Business Administration, the Master of Science in Taxation, the Master of Arts in Industrial/Organizational Psychology, and the Masters of Public Administration—are compensated in the following manner: 4 teaching credits + $2,500. Part-time faculty are compensated for 4 teaching credits at their per-credit adjunct rates. 

d.	EMSEM and MSEM
Full-time faculty teaching in the graduate cohort programs—Executive Master of Science in Engineering Management program and the Master of Science in Engineering Management offered in an executive format—are compensated in the following manner:
--For the 1st five modules taught:	3 teaching credits + $2,500 stipend
--For the 6th through the 11th modules taught:	3 teaching credits + $3,000 stipend
--For the 12th module and beyond:	3 teaching credits + $3,500 stipend

Note:   The assignment of 3 teaching credits plus a stipend serves as the equivalent of the 4-credit assignment for a graduate course.   By agreement of the faculty member, chair, and dean, 4 credits without a stipend may be assigned for EMSEM courses in lieu of the 3 credits + stipend.
Part-time faculty teaching EMSEM courses are compensated for 4 teaching credits at their specified per-credit adjunct rates.)

e.	Accelerated Program
Faculty members who teach in the Fall I, Fall II, Spring I and Spring II modules in the accelerated program will be assigned 3 teaching credits toward their contractual teaching load. In addition, full-time faculty will receive a $1,000 incentive per 3-credit course payable by the University College. Summer instruction in the accelerated program is governed by the summer compensation rates. 

f.	MU 116 and MU 416
These courses are conducted on a private-instruction basis and are paid at a rate of $250 per student per semester. Instruction must occur on campus or at an appropriate off-campus location approved by the Dean of Arts & Sciences.

g.	M103 and E103
Instructors in M103 and/or E103 may receive an additional payment of $400 per section in recognition of student-tracking activities when arranged by the Associate Provost for Undergraduate Studies.

h.   	Crediting Examinations
The crediting examination fee of $300 per course will be charged to students regardless of credit. Faculty compensation equals $75 per student per course.

i.	Outside-Metropolitan-New-Haven Incentive
Teaching at sites outside of Metropolitan New Haven is defined as being east of Madison, west of Milford, and/or north of Bethany and Cheshire. Faculty normally assigned to the West Haven campus teaching courses at Connecticut locations outside metropolitan New Haven, will be eligible for a $250 incentive per course and $600 per course for courses taught in Groton- New London. Faculty normally assigned at the SE Connecticut location will be eligible for a $250 incentive per course to teach at locations other than SE Connecticut.

j.	Doctoral Committee Service
Doctoral committee service will generate the following additional compensation:
--Major Dissertation Advisor	$ 1,000 per year, up to two years
--Dissertation Committee Member	$ 200 per year, up to two years
Fifty percent of the payment will be made upon approval of the dissertation proposal; 50 percent will be paid at the completion of the student’s dissertation defense.

Note:    This section will be reviewed with the development of the Ph.D. program in Criminal Justice.

k.	Intersession and Summer Session
Intersession and Summer Session are operated by the University College (formerly Division of Extended Education) and appear in university records as separate academic terms from academic terms designated as “fall undergraduate semester,” “spring undergraduate semester,” “fall graduate trimester,” “winter graduate trimester,” and “spring graduate trimester.” Intersession courses are offered during the month of January, appear in university records as intersession courses, and are completed prior to the beginning of the undergraduate spring semester. Summer session courses typically begin after May 1, appear in university records as summer session courses, and are completed prior to the beginning of fall semester and fall trimester.  A full-time faculty member may teach a maximum of 4 credit hours in intersession and a maximum of 8 credit hours in summer session. Credit-hour limits include courses paid pro rata. 

Decisions to run or cancel courses are made by the Dean of the University College in consultation with the college dean. Decisions will be made with consideration of the following:
 	Students who enroll in the course(s) have factored those credits into their education plans and rely on our good-faith effort to run the summer courses.
 	Faculty have committed themselves to teaching summer course(s) at an assumed rate of compensation and rely on our good-faith effort to run the summer courses.
Therefore, every effort will be made to run the courses that have been listed in the summer and intersession course schedule provided the University is not adversely affected financially.

Three days prior to the beginning of the course, the Dean of the University College will consult with the college dean and scheduled faculty member regarding courses sections with 6 or fewer students enrolled to monitor and confirm the commitment to run the courses, to cancel, or to run on a pro-rata basis.

Intersession and summer session compensation rates for full-time faculty equal $1,500 per credit for course enrollments of 12 students or more, $1,200 per credit for course enrollments of 6-11 full-paying students, and at $200 per student per teaching credit for enrollments less than 6 full-paying students.

Intersession and summer session compensation rates for part-time faculty members are set at the lesser of their regular per-credit rate or the specified rate for full-time faculty for the number of students enrolled. 

Note:  Summer classes in Dental Hygiene continue to be overseen by the Dean of the College of Arts & Sciences.  Past practice will govern decisions for Summer 2007.

l.	Carrying Over Teaching Credits
Full-time faculty may carry over from two fewer up to two excess teaching credits from one academic year to the next, provided that the total teaching credits applied to the full-time annual load (not counting paid overloads) for two consecutive academic years equals 48, and the credits for one year do not fall below 22 nor exceed 26.  Credits over 24 in a single year not designated for carry-over may be regarded as overload credits, subject to overload policies and rates. Subject to this limitation, faculty may request either carry-over or excess credit compensation in writing to their department chair and dean. The final decision belongs to the dean.

m.  	Overloads
Full-time faculty members may teach one overload course at $1,000 per teaching credit in any term that begins between January 1 and May 1 (except for Intersession) if recommended by the department chair and approved by the dean provided that the full-time faculty member’s entire annual teaching load is encumbered. The revised rate is effective for overloads paid after January 1, 2011. Based on programming, staffing, and/or accreditation requirements, each college may establish different overload maximums not to exceed 8 teaching credits in any academic year. Lower limits on overload teaching may be established by deans for their respective colleges. The maximum number of courses taught including overloads should not normally exceed 10 including pro rata courses and scheduled courses. 

n.   	Large Classes
For full-time faculty, classes with 50 or more registered students may generate either (a) an adjustment to the number of teaching credits assigned to the course up to a factor of 1.5 by mutual agreement of the faculty member, chair, and dean, or (b) additional compensation at the rate of  $400 for courses enrolling 50-59 students at census, $800 for courses enrolling 60-69 students at census, $1200 for courses enrolling 70-79 students at census, $1600 for courses enrolling 80-89 students at census, and $1800 for courses enrolling 90 students or more at census. In addition, student- or graduate-assistant support may be assigned to support faculty teaching large classes. Part-time faculty (adjuncts and PIRs) may be paid the additional compensation 
(Note: Payment for large classes does not apply to Student Teaching and Education Field Experience courses, which have established pay scales identified elsewhere in this document.)

o.	Independent Studies
Independent studies courses carry one of three course numbers: 599, 695, or 696. Faculty are compensated for independent studies at the rate of $75 per student per credit. In any one academic year, the maximum number of independent study plus other supervision course credits that can be taught by any one faculty member beyond his or her annual assigned load is 54 (equivalent to supervising 18 students each enrolled for a 3-credit independent study.) In terms of the annual 10-course limit specified in II.A.2.m above, teaching 21-36 credits will count as one course, and teaching 37-54 credits will count as two courses.

p.   	Other Supervision Courses
Courses that require close supervision by faculty of individual or small groups of students involved in a variety of learning activities may carry course titles such as the following: Internships, Research, Senior Project, Practicum, Senior Seminar, Research Project, Field Experience, Thesis, Graduate Seminar, Dissertation. In some cases, these courses may run as regular courses. In other cases, these courses may generate faculty compensation at the same rate and in the same manner as independent studies. In still other cases, the supervision of these courses may be assigned as a portion of the duties for which a faculty member receives assigned time. The determination of the appropriate type of compensation in each case belongs to the college dean. Faculty are compensated for supervision of Honors Program theses at the rate of $150 per student credit.  

q.   	Teaching Credits
The number of teaching credits is identified during the curriculum-development process. Typically, undergraduate courses that generate 3 student credit hours will generate 3 teaching credits. Typically, graduate courses that generate 3 student credit hours will generate 4 teaching credits. Though graduate courses, EMBA and EMSEM courses generate 3 student credit hours for full-time faculty plus a specified stipend. Adjunct faculty teaching EMBA and EMSEM courses will be paid based on 4 teaching credits with no additional stipend.

r.	Writing Proficiency Exam
Proctoring the university’s writing proficiency exam will be paid at $15 per hour. Compensation for evaluation of writing proficiency exams will equal $1.50 per essay for the first and second holistic readings at the approximate rate of 17 essays per hour. Compensation for the third specific scoring of writing proficiency exams will be $5.00 per essay with readings expected to occur at the rate of five essays per hour.

s.	Placement Testing
The Director of Freshman English will normally score placement tests throughout the extent of his or her appointment as part of his or her normal position duties. No special payments are provided for the department chair in English. Others who score placement tests will be compensated at the rate of $30 per hour.

t.	Student Teaching Supervisors (ED 600)
Adjunct compensation for student teaching supervision equals $475 per student including portfolio review. Full-time faculty compensation equals 0.5 teaching credits per student for supervision and for portfolio review. 

u.   	Supervision of Internships in Education
Adjunct compensation for internship supervision equals $200 for ED 692I, ED693I, and ED694I per student including portfolio review. Full-time faculty compensation equals 0.25 teaching credits per student. 

v.	Capstone Field Experience Supervision in Education
Capstone field experience supervision (ED691B) equals $100 per student.

w.   	Summer Orientation, Advising, and Registration
Department chairs on extended contracts (an annual appointment of longer than 9 months) are expected to participate in summer orientation, advising, and registration programs as part of their summer responsibilities. Other faculty who participate in advisement, overseeing and/or grading placement tests, and providing lectures during summers are paid a nominal honorarium of $75 for each day of participation.

x.	Totally Online Master’s Programs 
Faculty who teach in the totally online master programs under the auspices of shared oversight of the College of Lifelong and eLearning, the partnering College, and the Provost will be paid at the rate of 4 teaching load credits for a three-unit credit course at the rate of $1,500 per load credit for each course taught.  (Note:  Continued discussion of the specific rate and possibly multiple rates based on rank and/or discipline will follow between the provost and FAC in Spring 2012. If changes to the rate structure are approved prior to the completion of a specific course assignment, the higher of the two applicable rates will be paid for that assignment.)

These payments may represent an exception to subsection II.A.2.m. of the Provost’s Compensation Guidelines for maximum overload payments and/or credits. Payments may exceed the maximum overload rate with the concurrence of the Provost, the College of Lifelong and eLearning Dean, and the participating College Dean. Any waivers to the Totally Online Teaching Compensation Guidelines would have to be agreed to by the Provost, the College of Lifelong and eLearning Dean and the participating College Dean. (Note:  Continued discussion of how best to manage the waiver described in this paragraph will follow between the provost and FAC in Spring 20012. Any changes to this paragraph will not be applicable to individuals who have already begun participation in the development or delivery of on online master’s program until the academic year subsequent to the approval.)

Faculty who supervise teaching assistants/facilitators while teaching scalable online courses within the
totally online master programs will receive an additional $500 stipend per facilitator supervised.

Faculty who develop new online courses working with the instructional design team provided by the UNH partner will sign a memorandum of agreement on the timeline for the development of the course and the deliverables associated with the course development. Following the completion of the development
process and signoff as complete by the instructional designer, the faculty will be paid a stipend of $5,000 for the new course development. (This stipend is higher than paid for the development of free-standing online courses not associated with one of the totally online degree programs due to the recognition of the increased time and effort required to work with the instructional design team to produce the course.)

Faculty who revise an existing online course for inclusion and use in a totally online degree program will sign a memorandum of agreement on the timeline for the development of the course and the deliverables associated with the course revision. Following the completion of the revision process and signoff as complete by the instructional designer, the faculty will be paid a stipend of $3,000 for the course revision. (This stipend is higher than paid for the revision of free-standing online courses not associated with one of the totally online degree programs due to the recognition of the increased time and effort required to work with the instructional design team to revise the course.)

Future revisions of online courses will be paid as a percentage of the revision stipend based the amount of revision required to update the course. Minor revisions to include changing due dates and textbook changes will be handled as a matter of course without additional payment.

Copyright Policy as it pertains to Online Courses—Online courses developed or revised for use in totally online programs are considered “UNH Works” as defined in the UNH Policy on Intellectual Property in the Faculty Handbook as “Extraordinary UNH Resources” are allocated for the development or revision of such courses. (Faculty Handbook, Section 2.4.9) In the event an alternative faculty member is assigned to teach the course as scheduled in the online program using the course materials developed/revised by the faculty member/developer who received payment and instructional design support for the revision, the faculty member/developer shall also receive a $750 residual stipend each of the first four times this occurs. 

B. General Compensation Issues
1.	Minimum Class Size
Responsibility for decisions to run or to cancel regular course sections with low enrollments (fewer than 13 registered students) rests with the college dean in consultation with the department chair and/or with input from the program coordinator(s). Programmatic requirements, student needs, budgetary constraints, personnel demands, and other considerations may affect such decisions.

Sections with low enrollments may be canceled, converted to pro-rata compensation, combined, or run for full compensation.  A specific plan guiding the decision to cancel, convert to pro-rata, or combine with other sections should be communicated by the chair and/or dean to each faculty member assigned to teach a course that holds fewer than 13 registered students at least one week before the beginning of the term.

However, a class with 4-12 registered students that is not cancelled/converted/combined one week before the start of the term will be assigned full teaching credit and/or compensation, as applicable, if any one or more of the following apply:
 	The class is specifically required without other course alternatives for any academic degree program and/or concentration and is offered no more than once in the current academic year.
 	The class is part of a full-time faculty member’s regular teaching load in the last term of the academic year and cancellation/conversion/combining would prevent the faculty member from making load.
 	The class is a prerequisite for one or more courses that do not consistently have low enrollment.
 	The class does not cause the home department to have offered under-enrolled classes totaling more than 20 percent of its offerings during the current academic year.

The decision to run an under-enrolled class for full credit/compensation should normally be made within the week prior to the beginning of the term but may be delayed until after the first class meeting and prior to the second class meeting if the faculty member agrees to the delay. 

2.	Pro Rata Compensation
For full-time faculty and PIRs, pro rata compensation may be applied either to the number of teaching credits assigned for the course or to the amount paid if the course is being taught by a full- time faculty member as an overload. For part-time faculty, pro rata compensation may result in an adjustment to the total paid for the course as described below in item b—Pro Rata for Adjunct Faculty. All faculty members have the right to decline an offer of pro rata compensation. For full-time faculty members and PIRs, the dean would then have to adjust the teaching load accordingly.  For adjunct faculty, the dean would have to withdraw the offer to the adjunct faculty member to teach the course.
a.	Pro Rata for Full-Time Faculty and PIRs
· Adjustment to Teaching Load—If the number of assigned teaching credits is adjusted, no fewer than half of the normal credits may be assigned to the teaching load due to enrollment levels falling below 13.

· Adjustment to Overload Pay—If paid as an overload, pro rata compensation will be paid based on the number of students enrolled at census and the number of teaching credits assigned to the course. The following formula will apply:  Number of Students Enrolled at Census x Number of Teaching Credits Assigned to the Course x 75.
b.   Pro Rata for Adjunct Faculty
If the number of students enrolled on the first day that a class meets is fewer than 13, compensation for an adjunct may be adjusted as follows: Number of teaching credits assigned x adjunct faculty member’s per-credit rate x (.0769 x the number of students enrolled). Written notification of the change in rate must be provided to the adjunct faculty member prior to the second class meeting.
1.	Online Course Development or Revision
University support is available to faculty for the development and revision of free-standing online courses (i.e. not part of fully online certificates or programs) for the purpose of approved use and reuse by the department. To receive compensation for the development or revision of a free - standing online course, faculty must have prior written approval of his/her dean and department chair or program director as indicated by a fully-signed Memorandum of Agreement for Online Course Development (MOA).

The MOA is a signed agreement, which includes the timeline for development or revision of the course and the deliverables associated with the course development process. Following the completion of the development or revision of the course and the signoff as complete by the UNH Online instructional designer, the faculty will be paid a stipend equal to $1,000 per course credit, or a maximum of $3,000 for new course development and a stipend equal to $500 per course credit to a maximum of $1,500 for major revision, which is defined as more than a 50 percent revision of the existing online course. An agreement as to whether a revision process qualifies as a major revision is determined as a part of the MOA pre-discussion and subsequent agreement.
2.	Delivery
Compensation or credit for teaching a free-standing online or hybrid course will be the same as that for teaching the course using any other format. A faculty member who has not previously taught or developed a course online must first complete the UNH Online preparation course as facilitated by the office of eLearning.

Faculty who successfully complete the preparation course will receive a one-time stipend of $500 in addition to the course development or revision stipend.
a.	Minimum Class Size
Responsibility for the decision to run or cancel online course sections with low enrollments (fewer than 13 registered students) during the fall and spring semesters and during fall, winter, and spring trimesters resides with the appropriate college dean in consultation with the department chair.

Decisions for cancelling online courses in Summer Session or Winter Intersession are made by the dean of the  University College of Lifeline and eLearning in consultation with the home college dean as per II.A.2.k. of the Provost’s Compensation Guidelines for Intersession and Summer Session three (3) days prior to the start of the term.
b.  	Enrollment Limits
Online course sections are to be scheduled with an enrollment limit of no fewer than 25 student “seats.” A single section of an online course is defined as having no greater than 25 students and no fewer than 13 students enrolled as of the first day of the term of offering.

In circumstances where there is high-demand for a specific online course section, or the enrollments in an online section exceed 30 students, the dean and department chair may choose to assign teaching assistance/facilitator(s) to assist the faculty member of record with the management of the course or may opt to open an additional section(s) of the course taught by the same faculty member or assign an additional faculty for the additional section(s).


Faculty load rules and regulations guide the dean’s decision as to whether to open additional online course sections or to provide teaching assistance/facilitator(s) to assist the faculty member of record.
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Amendments to Academic Regulations: Undergraduate are made by the faculty’s Academic and Student Affairs committee and approved by the Faculty Senate and provost.
Ways of Earning Credit
Earning Credit
Consistent with federal regulations, the University of New Haven defines a “credit hour” as one hour of classroom or direct faculty instruction and a minimum of two hours of out of class student work each week for approximately fifteen weeks for one semester, or the equivalent amount of work over a different amount of time such as an accelerated term. This definition generally applies also to an equivalent amount of work for other academic activities as established by the University including laboratory work, internships, practica, studio work, and other academic work leading to the award of credit hours.
Academic Credit
Academic credit is granted on a credit-hour basis. In addition to successfully completing regular courses, students may earn credit by independent study, crediting exams or CLEP exams, or transfer of credit from other institutions. These methods are detailed in the following pages of this section.
Transfer of Credit to the University
Students transferring from other institutions must have at least a 2.00 grade point average based on a four-point scale.

Transfer of Credit to the University Prior to and After Matriculation
1. The University accepts credit on an equivalency basis from:
· foreign post-secondary institutions recognized by their local Ministry of Education as a degree-granting institutions,
· regionally accredited colleges, the regional institutional accreditation bodies in the U.S. are:
· Middle States Commission on Higher Education (MSCHE)
· New England Association of Schools and Colleges (NEASC),
· Higher Learning Commission (HLC),
· Northwest Commission on Colleges and Universities (NWCCU),
· Southern Association of Colleges and Schools (SACS), and
· Western Association of Schools and Colleges (WASC).
2. Credit is accepted only for transfer courses that are equivalent to University of New Haven courses or electives,
3. All accepted credit must pertain to University of New Haven degree requirements,
4. Credit is only granted for courses completed with at least a grade “C” (2.00 on a 4-point scale) or better (or a “Pass” in a Pass/Fail course, provided the transfer institution documents that “Pass” is equivalent to a C or better)
5. Credit transferred from a two-year institution is limited to 60 credits and restricted to freshman- and sophomore-level courses, unless it is approved in writing by the dean of the college in which the student seeks to enroll.
Transfer of Courses for Matriculated Undergraduate Students
Credit is given for a course taken elsewhere only when approval has been issued prior to the start of the course.
A transferred course can satisfy degree requirements; however,
1. the grades received in transferred courses do not contribute to the student’s GPA,
2. the course does not remove from the student’s transcript the record of  any previously taken  course and grade, and
3. the contributions of previously taken courses to the student’s GPA remain unchanged.
To receive prior authorization, a student must:
1. complete the student sections of the Matriculated Student Transfer Course Approval form and
2. return the form to the Office of the University Registrar at least five weeks prior to the start of the course.
The Office of the University Registrar will notify the student and their advisor of the approval or non-approval of the application.
Conditions for pre-approval of a Matriculated Student Transfer Course
1. Students must have at least a 2.00 overall GPA.
2. A repeated course must comply with the Repetition of Work policy,
3. The number of credits being taken at University of New Haven and in transfer at any one time must be in compliance with
· the Maximum Summer Load Policy,
· the Maximum Semester Load Policy, and
· Academic Probation Policy,
· The total number of credits transferred while matriculated at the university may not exceed 20,
· The maximum number of credits transferred from two-year institutions including those transferred upon matriculation may not increase beyond 60,
· Individual academic departments may have additional conditions.

Conditions for awarding Matriculated Student Transfer Credit
1. The student must receive a grade of “C” (2.00 on a 4-point scale) or better (or a “Pass” in a Pass/Fail course, provided the transfer institution documents that “Pass” is equivalent to a C or better).

2. Students must secure an official transcript upon completion of their course work. Official transcripts must be mailed directly from the other institution to the attention of the Office of the University Registrar, Bergami Hall, University of New Haven, 300 Boston Post Road, West Haven, CT 06516. Credit cannot be posted to the student’s UNH transcript until the official transcript from the other institution has been received by the Office of the University Registrar. 

3. Authorizations for transfers will become void if the student withdraws or is dismissed from the University prior to the submission of the transcript.
Advanced Placement
The University recognizes the program of advanced placement available to talented high school students through the College Entrance Examination Board. Students satisfactorily completing advanced placement courses in high school and the final examination prepared by the Educational Testing Service (ETS) may be given appropriate college credit if their courses are similar to those offered at the University of New Haven.
ETS advanced placement examinations are graded from 1 to 5. Credit may be allowed when the grade earned is 3, 4, or 5. Students desiring to submit advanced placement courses for college credit should have all results of these courses and tests sent in with their application for admission.
The University of New Haven accepts credit by examination from the College-Level Examination Program (CLEP), subject to academic department chair approval. The passing percentile for CLEP and subject examinations is 50. Credit will be evaluated by the appropriate department chair.
The University of New Haven awards credit, normally for scores of 4 or greater, on International Baccalaureate (IB) exams. To receive credit, students must request that the testing service forward official test results directly to the University of New Haven. IB credit is subject to evaluation by the appropriate department chair.
A-Level examination credit awarded through the Cambridge International Examinations (CIE) are awarded in many subject areas. A-Level credit is awarded only upon matriculation. While credit is subject to evaluation by the department chair, the university website may be consulted for those exams that are pre-approved for academic credit. Credits are awarded in transfer for exams scored C or better, based on the transcript provided to the Undergraduate Admissions Office by the Cambridge Board.
Credit by Examination
A student who has at least a 2.0 cumulative G.P.A. and has independent knowledge of the content of an undergraduate course offered by the University may, with the approval of the appropriate department chair and dean, take a special crediting examination in lieu of taking the course.
Students are reminded that they must earn at least thirty credits through regular UNH course work if they are to meet the residency requirements for graduation. Credits by examination do not count toward the residency requirement or calculation of GPA.
Students may not take crediting examinations during the first term in which they are enrolled.
External Credit Examinations
Learning acquired through various traditional and non-traditional approaches can be measured and validated by objective procedures acceptable to the faculty of University of New Haven. This learning must appropriately parallel the curriculum of the University in order to be awarded credit. Sources of external credit that may be evaluated currently include the following:
· College-Level Examination Program (CLEP)
· Proficiency Examination Program (ACT PEP)
· Dantes Subject Standardized Tests (DSST)
· Modern Language Association Foreign Language Proficiency Tests (MLA)
· Military Service School Courses
Enrollees on active duty in the U.S. Armed Forces should arrange for DD Form 295 to be completed and forwarded from the duty station. Veterans of any period of active service should provide the University with a copy of DD Form 214 or other notice of separation for each period of service. This may assist in identifying possible sources of academic credit.
Independent Study
In all courses of independent study the student and adviser must jointly file a project outline with the Registrar’s Office within four weeks of the beginning of the course. This outline shall serve as the basis for determining satisfactory completion of course requirements.
Normally, independent study is restricted to no more than six credits and is open only to seniors, juniors, and exceptionally qualified sophomores. Students must have at least a 3.0 grade point average.
Projects to substitute for regularly scheduled courses (that is, those offered at least once every four semesters) are not normally acceptable as independent study.

Field Experience
In all credit-bearing courses of field experience, including internships, theses and work study, students will earn credit for the learning gained through the activity. The student and adviser must jointly file a project outline with the Registrar’s Office within four weeks of the beginning of the course. This outline shall serve as the basis for establishing the mechanism by which the adviser will evaluate the learning to occur and thus for determining completion of course requirements.
Academic Status and Progress
Full-Time Students
Full-time student status is attained by registering for a minimum of 12 credits per semester, or equivalent term, on either a matriculated or non-matriculated basis. Such status is continued to a succeeding term provided a minimum of 12 credits is completed in the current term. Completion is defined as receipt of a letter grade of A+ through D-, F, S, or U. Other letter grades do not signify course completion.
Full-time students are eligible for all daytime student activities and benefits and are subject to full-time tuition charges and other relevant fees. It is assumed that full-time students will select the great majority, if not all, of their courses from daytime course schedules, unless needed courses are unavailable during the day.
Part-Time Students
Students who register for 1 through 11 credits during a semester or equivalent term maintain part-time status. Part-time status may be held by students attending the university during the day or in the evening.
Maximum Semester Credit Load Policy
Maximum semester credit load taken by a student in residence plus at other universities during the Fall or Spring semester may not exceed:  18 credits without approval of the student’s advisor; or 21 with advisor approval.
Maximum Summer Load Policy
Students are not permitted to take more than 18 credit hours during any summer. They are not permitted to take more than 9 credit hours in any six week summer term. These limits apply to the sum of credit hours from courses taken in residence and at other institutions. There is no override to these limits.
Matriculation
Matriculation is the formal act of registering to study for a specific degree offered by the University.  Matriculation is, therefore, not automatic. A student must request matriculation by seeking admission to a specific University degree program. Formal acceptance into a degree program shall constitute the granting of matriculation.

Students seeking credit to be transferred to another institution, or simply wishing to audit courses or to take them without working toward a degree, need not matriculate. Non-matriculated students must register to take their chosen courses, however, and will be allowed to enroll in courses only as space permits. It is the student’s responsibility to seek matriculation should he or she later decide to pursue a University of New Haven degree.
Maximum Time to Completion
Associate and bachelor degrees and undergraduate certificate programs must be completed within ten (10) years from the time of matriculation.



Academic Worksheets
Generally, matriculating students are subject to those requirements defined in the Undergraduate Catalog and listed on the academic worksheet in effect for the semester of initial enrollment. The academic worksheet is housed within Degree Audit, our automated system of measuring progress toward graduation.

If students change academic majors, they are subject to the requirements of the catalog and worksheet in effect at the time of the change.

If students withdraw or are dismissed from the University and decide to return at a later date, they are subject to the requirements of the catalog and worksheet in effect at the time of their return. Reapplication for University for admission is required.

Part-time students are permitted a total of three semesters (consecutive or otherwise) of break in study during which they may continue on the original academic worksheet. After the three-semester limit has been reached, students are subject to the requirements of the new catalog and worksheet in effect at that time.

Students who initiate a leave of absence will continue on the same academic worksheet upon their return to the University. However, students who fail to return after the designated leave of absence period will be considered withdrawn students and are subject to the catalog and worksheet requirements outlined above.

Students who begin their studies based on a catalog and worksheet that subsequently changes may request to use the latest worksheet for that major; however, those students are not required to change to the current worksheet unless they have been away from the University as described above.
Year of Study
A student’s year of study at the University of New Haven is defined at the undergraduate level using the following scale:
Freshman - 0 to 26 completed credits
Sophomore - 27 to 56 completed credits
Junior - 57 to 86 completed credits
Senior - 87 or more completed credits
It is important to note that a student’s year of study does not transition to the next level until credits have been completed. Attempted credits, such as those not yet completed in a current term, or those for which a student is pre-registered in a future term, are not included in determining a student’s year of study.
Change of Student Status
Full-time undergraduate students who wish to change their status to part time must complete a Classification Package Change form available from the Registrar’s Office. Full-time students who wish to change to part-time status may become part-time day or part-time evening students. To qualify for part-time evening status, a student normally is restricted to enrolling in evening courses only.

Part-time undergraduate students who wish to enroll in more than 11 credits in any term must apply to Undergraduate Admissions to first be accepted as a full-time student.
Major
By the end of the sophomore year of study, each matriculated student must designate a specific degree program, called a major. Major program requirements are detailed in the Catalog under the relevant department listing. A minimum cumulative 2.0 G.P.A. in major courses is required for graduation in addition to a minimum cumulative 2.0 G.P.A. in all courses. See program requirements for further clarification of specific courses/requirements.
Minor
Many baccalaureate programs can be supplemented by an associated minor program, which normally includes five or six courses. The University encourages students to augment their major program with an associated minor. Details, requirements, and a minor worksheet can be obtained from the academic department that offers the minor.

The minor worksheet, developed by the academic department, must be submitted to the Registrar’s Office in order for a student to receive credit for the minor. A minimum of one-half of the courses required for any minor must be completed in residence at UNH.

Minors are recorded on the student’s transcript in conjunction with the degree and major awarded. Minors cannot be awarded without completion of a baccalaureate degree.
Grading System
The following grading system applies to final course grades.(See the Grade Point Average section for additional information.)
	A+
	Excellent
	4.0 quality points

	A 
	Excellent
	4.0 quality points

	A- 
	Excellent
	3.7 quality points

	B+
	Good
	3.3 quality points

	B 
	Good
	3.0 quality points

	B- 
	Good
	2.7 quality points

	C+ 
	Fair
	2.3 quality points

	C 
	Fair
	2.0 quality points

	C-
	Fair
	1.7 quality points

	D+ 
	Poor
	1.3 quality points

	D 
	Poor
	1.0 quality point

	D- 
	Poor, lowest passing grade
	0.7 quality points

	F 
	Failure
	0 quality points

	AU
	Audit. Indicates course was attended without expectation of credit or grade (0 quality points).

	INC
	Incomplete. A grade of INC is given only in special circumstances and indicates that the student has been given permission by the instructor to complete the course (with the same instructor) after the end of  the term. Some required course work remains to be completed to gain academic credit for the course. An INC shall not be automatic but shall be based upon an evaluation of the student’s work completed up to that point and an assessment of the student’s ability to complete course requirements. To remove the INC grade, the student must complete all required course work as stipulated by the instructor.  Refer to the policy statement below on INC grades.

	DNA
	Did Not Attend. Indicates nonattendance in a course for which a student had previously registered but not officially dropped (0 quality points).

	W
	Withdrawal indicates unofficial withdrawal (i.e., non-attendance) from a course any time after the last date to drop a course as published in the academic calendar. Withdrawal from a course may be requested after the add/drop deadline to the published deadline for course withdrawals as noted in the academic calendar. Withdrawal from a course is 0 quality points.

	S
	Satisfactory. Given only in noncredit courses (0 quality points).

	U
	Unsatisfactory. Given only in noncredit courses (0 quality points).




Incomplete (INC) Grade Policy
A grade of Incomplete (INC) is given only in special circumstances and indicates that the student has been given permission by the instructor to complete required course work (with the same instructor) after the end of the term.  In the absence of the instructor a student should contact the Department Chair. 

An Incomplete shall not be automatic but shall be based upon an evaluation of the student’s work completed up to that point and an assessment of the student’s ability to complete remaining course requirements. 

To remove the INC grade, the student must complete all required course work in timely fashion as stipulated by the instructor but no later than the end of the following term.  Fall and intersession course incompletes must be completed no later than the last day of the spring term.  Spring and summer course incompletes must be completed no later than the last day of the fall term. 

If the course work is not submitted within the allotted time, the INC grade will be changed to an F shortly after the deadline by the Office of the University Registrar.  Students will be notified via campus email at least two weeks prior to the change of grade process.

Incomplete Plus (INC+)
The incomplete change policy (INC) does not include grades of INC+ assigned to Internships, Practicums, Thesis, or Research Projects.  These grades will be left incomplete plus grades (INC+) for up to one year unless an extension is filed beyond that time period. 
Internships are limited to a maximum extension of one year. The internship grade will be changed to an F after the deadline.

Grade Point Average
The academic standing of each student is determined on the basis of the grade point average (G.P.A.) earned each term. Each letter grade is assigned a quality point value. (See the Grading System section.)

The grade point average is obtained by multiplying the quality point value of each grade by the number of credits assigned to each course as listed in the Catalog, then dividing the sum of the quality points earned by the number of credits attempted in courses for which a grade of A+ through F is awarded. Course grades of AU, DNA, INC, S, U, and W are not calculated in the grade point average since they carry no quality points. A cumulative grade point average is obtained by calculating the grade point average for all courses attempted at the University of New Haven.
Satisfactory Progress
For full-time matriculated students, satisfactory progress toward a degree is defined as successful completion of 24 credits applicable to that degree program during an academic year. This should include registration for at least 12 credits per semester and successful completion of at least nine credits per semester. Completion is defined as the receipt of a final letter grade (A+ to F), but not the receipt of a Withdrawal (W), Did Not Attend (DNA), or an Incomplete (INC). Successful completion is defined as the receipt of a passing letter grade (A+ to D-).

Students are required to maintain a minimum cumulative grade point average in accordance with the following scale:

Cumulative grade point average of 1.75 for 3 to 27 GPA credits attempted;

Cumulative grade point average of 1.85 for 28 to 57 GPA credits attempted;

Cumulative grade point average of 2.0 for 58 or more GPA credits attempted.

A minimum G.P.A. of 2.0 is required in the major, in a minor, or in any undergraduate certificate program in order to graduate with that credential.

In addition, financial aid eligibility is limited to accumulated attempted credits totaling no more than 150 percent of the published credits required to receive an undergraduate degree. For example, a program that requires 120 credits x 1.5 = 180 maximum allowable credits attempted for financial aid eligibility. Every semester that a student is enrolled in school is counted, even the semesters when a student does not receive financial aid. Transfer credits accepted by the University from other institutions count toward the maximum credit limit.
Dean’s List
The dean’s list honors undergraduate students who demonstrate excellence in their academic performance. Full-time undergraduate students who earn a grade point average (G.P.A.) of 3.50 or better in any one semester will be appointed to the dean’s list for that semester.
Part-time undergraduate students who have accumulated a minimum of 14 credits of course work at the university will automatically be considered for the dean’s list at the end of each semester. A cumulative G.P.A. of 3.50 or better is required.
Academic Probation
Students are placed on academic probation when they fail to maintain a minimum cumulative grade point average in accordance with the following satisfactory progress scale:

Cumulative grade point average of 1.75 for 3 to 27 GPA credits attempted;

Cumulative grade point average of 1.85 for 28 to 57 GPA credits attempted;

Cumulative grade point average of 2.0 for 58 or more GPA credits attempted.

Academic probation of transfer students is determined in accordance with the same graduated, minimum cumulative grade point average scale as for non-transfer students, as detailed above. In determining a transfer student’s academic standing, the student’s total semester hours completed - those transferred from other institutions plus those attempted at the University of New Haven - are applied to the minimum cumulative grade point average scale.

Students who are on academic probation are limited to a course load not to exceed four courses (13 credits). The 
University may void a registration by a probationary student for more than four courses. Any course above the four-course limit taken by a student at another institution during a period of academic probation is not accepted for credit by the University. Because the university is dedicated to helping students be successful, probationary students are required to work with assigned academic skills counselors in the Office of Academic Services as a condition of their academic probation.

The counting of the number of academic probations for any student shall not change as the result of an academic dismissal. A student shall be dismissed automatically as a result of the third or, if readmitted, any subsequent probation.
Academic probation(s) are recorded on the student’s transcript.
Academic Dismissal
Students are dismissed from the University (1) upon qualification for a third probation, (2) upon qualification for any subsequent probation after readmission from an academic dismissal, or (3) when the student’s grade point average for any individual semester is less than 1.0 and the student’s cumulative grade point average does not indicate satisfactory progress as described in the Satisfactory Progress section.  

If the cumulative grade point average indicates Satisfactory Progress as described in the satisfactory progress section, an academic warning is issued instead of an academic dismissal.
First-semester freshmen earning a grade point average of less than 1.0 for the first semester are not dismissed, but are automatically placed on academic probation.

Academic dismissals are recorded on the student’s transcript.
Dismissal/Readmission Procedure
Notification of academic dismissal is made by the Registrar to the student’s university email address in accordance with university policy as published in the Student Handbook regarding official notifications via university email accounts. This notification specifies the time span and criteria for appeal.

Upon written submission by the student, an appeal will be heard by the Academic Standing and Readmissions Committee (ASRC). If the appeal has merit and is granted, the student will be so notified by the chair of the Committee. The Committee may require special arrangements or conditions to allow the student to continue. Satisfaction of such conditions is an obligation of the student.

If there is no appeal or if an appeal is denied, the student will be removed from any courses for which he or she is registered that have not yet begun. The student may continue in any intersession or summer course that began before the date of the dismissal, but may not begin any courses after the dismissal is effective.

Notations of readmission by successful appeal and/or denial of appeal appear on the student’s transcript.

Readmission is not automatic. The Committee reviews each application and makes a decision on acceptance, rejection, or conditional acceptance of students. A student who is readmitted may be prohibited from continuing with the academic program in which he or she was enrolled at the time of dismissal as a condition of readmission.

Upon successful readmission, a student may enroll in the normal manner as a continuing student and does not need to submit a new application unless he or she does not return in the semester immediately following the date of readmission. Students who decide not to return until a later date must submit a new application and pay another application fee to the Undergraduate Admissions Office.
Course Repeat Policy
1. No more than five courses of the student’s academic record may be repeated.  Any one course may be completed a maximum of three times. 

2. Repeating a course for which the student has previously obtained a grade of C- or lower will result in the new course grade and the original grade(s) being recorded on the transcript with a notation indicating a repeated course.  Only the highest grade is used in calculating the cumulative GPA.   Credit will be given once toward the degree program. 

3. Repeating a course for which the student has previously obtained a grade of C or higher will result in the new course grade and the original grade(s) being recorded on the transcript with a notation indicating a repeated course.  The two (or three) grades will be averaged in calculating the cumulative GPA.   Credit will be given once toward the degree program. 

4. All grades remain on the official transcript.

5. Repeat courses must be taken at the University of New Haven.

6. Approvals will not be granted after a degree is awarded. 

7. G.I. Bill students and others receiving Veterans Administration benefits are advised that replacement of any grade other than an unsatisfactory grade must be reported to the V.A. and may result in the retroactive reduction of benefits for the semester for which the replaced grade was originally assigned.  An unsatisfactory grade may be replaced without similar consequences.  Notify the Veterans representative located in the Registrar’s Office when repeating a course.

8. Federal and/or state regulations may supersede portions of this policy.  For example, students with financial aid are required to follow federal regulations regarding repeating courses.  Please consult with the Office of Financial Aid to check how this policy may impact your eligibility for financial aid.

Changes
Adding and Dropping Classes

The self-service add/drop period will open one month prior to the start of the term and close at the end of the first week of classes.

During the second week of classes, further adjustment requires the approval of the chair of the department offering the course.  Waitlists will remain accessible to students until one week prior to the opening of the term.
Course Withdrawal Policy
Full-time or part-time, graduate or undergraduate, students may withdraw from a full term course prior to the end of the tenth week of classes.  If a course meets less than the 15 week term, the student may withdraw from the course prior to the two thirds mark of the course.  The student should verify the date for withdrawal from courses meeting less than 15 weeks with the Office of the University Registrar (Bergami Hall).  The deadline for students to withdraw from full term courses will be published in the academic calendar.

During the first two thirds of a class, any student may withdraw and receive a final grade of W on their academic transcript by:

1. Considering the academic consequences: consulting with his or her academic advisor or program coordinator is recommended.

2. Considering the financial, billing, and US immigration implications:  consulting with the Financial Aid Office, Bursar’s Office and, if applicable, the International Office is recommended.

3. Completing the “Course Withdrawal Form”.

4. Having the form signed as required.

5. Submitting the form to the Office of the University Registrar by the published deadline date.
Changing a Major
Students wishing to change their major must meet with the chair of the department into which they wish to transfer. In consultation with the student, the chair completes an Academic Program Change Request (available online and in the Registrar’s Office) and forwards it to the Registrar’s Office.

Students who wish to declare an additional major must meet with the chair of the department that houses the additional major. In consultation with the student, the chair completes an Additional Major Request (available online and in the Registrar’s Office) and forwards it to the Registrar’s Office.
Leave of Absence
Undergraduate matriculated students may interrupt continuous enrollment by electing to take a leave of absence from the University for medical or personal reasons.  Before taking a leave of absence, students are encouraged to discuss their particular situation with an academic adviser, the dean of their school, an academic skills counselor in the Office of Academic Services, or a counselor in the Counseling Center.

The policies regarding leaves of absence are as follows:

· Noninternational students must file for a leave of absence through the Registrar’s Office or the Office of Academic Services; international students must initiate the leave of absence through the International Student Services Office.
· Students who are on University disciplinary probation are not eligible for a leave of absence.
· A student who has been dropped or dismissed from the University for disciplinary or academic reasons is not eligible for a leave of absence until properly reinstated.
· A student who has withdrawn as a degree candidate is not eligible for a leave of absence. If a student withdraws while on leave of absence, the leave is invalidated.
· Leaves of absence are not required or granted for intersession or summer terms.
· Normally, leaves are not approved for a period longer than two semesters. Under special extraordinary circumstances, usually medical in nature, a leave of absence may be approved for a maximum of four semesters or two years.
· A student who wishes to return later than the semester originally stated on the leave of absence form must apply through the Registrar’s Office for an extension of the leave of absence, not to exceed the maximum period as outlined above.
· Taking a leave of absence may affect a student’s financial aid. Students receiving financial aid are encouraged to contact the Financial Aid Office before taking a leave of absence.
· A student who fulfills the conditions of an approved leave of absence may return to the University and register for classes without applying for readmission; such students may preregister for the semester in which they plan to return.
· A student who does not apply for an extension or who exceeds the maximum period but wishes to return to the university must be formally readmitted by the Undergraduate Admissions Office.  Upon successful readmission, the student may register for classes for the first term of their return through the Undergraduate Admissions Office.
Withdrawal from the University
An undergraduate student who wants to withdraw from the University should consult with a representative from Centers for Academic Success and Advising (CASA) to discuss the withdrawal and make a preliminary evaluation of readmission possibilities.  Graduate students should consult with the Program Coordinator before making the decision to withdraw.  Once the decision in consultation with CASA (undergraduate) or the Program Coordinator (graduate) is made, the student should complete the official University Withdrawal form and submit it to the Office of the University Registrar.  Students who are withdrawing are advised that:
· Students who withdraw are subject to prorated tuition and fee charges based on the last date of attendance in classes and according to the established withdrawal policy (see academic calendar for withdrawal deadlines and refund percentages if applicable) of the Bursar’s Office.
· Students who withdraw from the University and have their tuition prorated according to the established withdrawal policy will be graded with a “W” for each registered course.
· Students must withdraw from the University prior to the Final Examination period.
· Readmission at a later date is not automatic.  An application for readmission must be made to the Undergraduate Admissions Office or to the Graduate Admissions Office depending on student level. 
· Students readmitted to the University after a withdrawal are held to the academic requirements in effect in the catalog at the time of readmission. Courses that were taken at the University longer than five years prior to the readmission date may not apply to a current degree program.  You are advised to speak to the Academic Department as to the validity of those course credits. 
General Policies
Academic Integrity Policy
The University of New Haven expects its students to maintain the highest standards of academic conduct. Academic dishonesty is not tolerated at the university. To know what it is expected of them, students are responsible for reading and understanding the statement regarding academic honesty in the Student Handbook or on the University website at www./newhaven.edu/studenthandbook.
Attendance Regulations
Students are expected to attend regularly and promptly all their classes, appointments, and exercises. The instructor has the right to dismiss from class any student who has been absent more than two weeks (pro-rated for terms different from that of the semester). A dismissed student will receive a withdrawal (W) from the course if they are still eligible for a withdrawal per the university “Withdrawal from a Course” policy, or a failure (F) if not.

A student who is not officially registered in the course is not permitted to attend classes or take part in any other course activities.

Students absent from any class meeting are responsible for making up missed assignments and examinations at the discretion of the instructor.
Course Work Expectations
All undergraduate full-time and part-time students are expected to spend at least two hours on academic studies outside and in addition to each hour of class time. This expectation should be used by the student as a guide in determining how much time to spend on academic studies outside class. It should also be used by the student, in consultation with the academic adviser, to help determine the student’s course load each semester so that the course load matches the amount of time available for academic studies.

The Office of Academic Services works with students individually or in small groups to assist them to become academically successful. The mission of the Office of Academic Services is to facilitate and enhance students’ academic progress through the University by providing guided access to advisory sources and relevant support systems. One of their objectives is to focus on strengthening study and time-management skills. Workshops to accomplish this objective are offered throughout the academic year.
Make-Up Policy
Make-up examinations are a privilege extended to students at the discretion of the instructor, who may grant consent for make-up examinations to those students who miss an exam as a result of a medical problem, personal emergency, or previously announced absence. On the other hand, instructors may choose to adopt a “no make-up” policy. Students should refer to the instructor’s make-up policy in the course syllabus and, if no mention is made therein, should inquire directly of the instructor.

If an instructor does choose to offer a make-up examination, a University proctor may be used or the instructor may choose to administer the examination without the use of a proctor. If a University proctor is used, the student must pay a make-up examination fee for regular examinations and final examinations. If the instructor administers the make-up examination, the make-up examination fee is charged at the instructor’s discretion. In either case, the make-up examination fee will be paid by the student through the Bursar’s Office.
Graduation
Graduation Criteria
Graduation is not automatic. Graduation applications, once submitted, ensure the student’s record will be formally assessed in terms of degree requirements. An application may be denied if graduation requirements are not met. If an application is approved, a degree will be awarded for the appropriate commencement.

A degree will be conferred when a student has satisfied all program requirements and met all University requirements by having done the following:

· submitted a degree application via their Banner self-service account;
· earned a cumulative grade point average (G.P.A.) of no less than 2.00 in all courses applicable toward the undergraduate degree;
· earned a cumulative grade point average (G.P.A.) of no less than 2.00 (or higher if required by an individual department) in all courses in the student’s major field of study;
· passed the University’s Writing Proficiency Examination (for bachelor’s degree candidates);
· met all financial and other obligations and conformed to any local, state, or federal law concerning graduation; and
· met the residency requirement of the University.

If a student does not meet all the requirements as outlined above prior to the commencement date, a diploma with the requested commencement date will not be issued. It is the student’s responsibility to file a new application for a future commencement date.
Residency Requirement
The residency requirement for undergraduate degrees is 30 undergraduate credits taken at the Main Campus or at one of the University’s off-campus centers. This requirement applies to all associate and bachelor’s degrees. Transfer credit, credit by examination, AP, CLEP, DANTES, or other proficiency examinations do not fulfill the residency requirement.

To ensure depth of study, the residency requirement must include passing grades in 12 credits of work in the declared major for an associate degree and 18 such credits for a bachelor’s degree. Exceptions may be granted only by the dean who administers the major. In addition, the residency requirement for undergraduate certificates or minors is passing grades in one-half of the number of required credits for each.
Writing Proficiency Examination
In May 2015, The University Senate voted to replace the Writing Proficiency Exam (a timed exam that students had to pass to graduate) with a Writing Proficiency Assessment (WPA), which requires only that students submit a sample of writing before graduation. The sample of writing can come from a university course or it can be written in response to an essay prompt during a timed writing scenario similar to the WPE. Instead of being graded, the writing that students submit will be used to assess the quality of writing instruction on campus. To learn more about this graduation requirement, please visit newhaven.edu/wpa
Honors
Academic honors are posted on the student’s final transcript along with the name of the degree earned and the date the degree was conferred.

Honors are conferred upon candidates for graduation according to the following standards:

· An associate degree With Honors is awarded to students who have a grade point average of 3.25 for the credits specifically required for the degree program from which they are graduating and who have taken 30 or more hours of required work at this University.
· An associate degree With High Honors is awarded to students who have a grade point average of 3.50 for the credits specifically required for the degree program from which they are graduating and who have taken 30 or more hours of required work at this University.
· The bachelor’s degree Cum Laude is awarded to students graduating with a cumulative grade point average of at least 3.50 who have taken 60 or more credits of required work at UNH and completed all the suggested courses within their curriculum.
· The bachelor’s degree Magna Cum Laude is awarded to students graduating with a cumulative grade point average of at least 3.70, whose grade point average in all courses counting toward their major is at least 3.70, and who have taken 60 or more credits of required work at UNH and completed all the suggested courses within their curriculum.
· The bachelor’s degree Summa Cum Laude is awarded to students graduating with a cumulative grade point average of at least 3.90, whose grade point average in all courses counting toward their major is at least 3.90, and who have taken 60 or more credits of required work at UNH and completed all the suggested courses within their curriculum.

In determining eligibility for degrees with honors, transfer credit and credits earned by crediting examination will not be considered. Only the cumulative grade point average for courses completed at the University of New Haven is considered in determining a student’s eligibility for honors.
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Academic Integrity
The University of New Haven is an academic community based on the principles of honesty, trust, fairness, respect, and responsibility. Academic integrity is a core University value that ensures respect for the academic reputation of the University, its students, its faculty and staff, and the academic credentials it confers. The University expects that students will learn in an environment where they work independently in the pursuit of knowledge, conduct themselves in an honest and ethical manner, and respect the intellectual work of others. Each member of the University community has a responsibility to be familiar with the definitions contained in, and to adhere to, the Academic Integrity Policy, which is found at www.newhaven.edu/studenthandbook

Violations of the Academic Integrity Policy include, but are not limited to, the following examples: cheating, collaboration/collusion, plagiarism, fabrication, and facilitating academic dishonesty. This Policy provides details concerning proscribed behavior as well as the procedures that are triggered in the event of infractions.
Academic Records
For each student enrolled in the Graduate School, academic records are maintained and housed in the University Registrar’s Office. Records include the application for admission and supporting documents such as test scores, transcripts of undergraduate and other prior study, letters of recommendation, course schedules, petitions filed by the student, and any other documents or correspondence pertaining to the student’s academic work. The Registrar is responsible for controlling access to and disclosure of students’ educational records. Students desiring to inspect or review their records should address a written, dated request to the Registrar. Information regarding confidentiality, privacy, and right of access to student records can be obtained from the Registrar.
Notification of Social Security Number Collection and Use
Public Act No. 08-167 is specifically designed to protect the confidentiality of Social Security Numbers (SSNs) and requires other personal information to be safeguarded against misuse.  In compliance with this Connecticut state law, the University of New Haven issues this notification regarding the purpose for the collection and use of Social Security Numbers.

The University of New Haven collects SSNs to perform specific duties and tasks necessary to the University.  The University is required to report to the Internal Revenue Service the name, address, and SSN of any person from whom tuition and related payments are received. 

Collection, access, and use of Social Security Numbers are limited to the following departments, which will carefully safeguard the information:  Admissions, Registrar, Financial Aid, Bursar, Business Office and Payroll.  Like other private data, SSNs will be stored in a secure manner, and will not be stored on portable storage devices, and will be shredded before discarding.

SSNs will not be used as identification numbers on student ID cards or elsewhere and will not be required to access an unsecure internet or website.  All Social Security Numbers are protected by federal regulations and are not released to unauthorized parties or disclosed unlawfully.

Attendance Policy
Students are expected to attend regularly and promptly all their classes, appointments, and exercises. Faculty have the right to require a standard of attendance, even if it conflicts with professional and job-related responsibilities of students. Students whose jobs require that they be absent from class must realize that it is their responsibility to determine whether such absence is permitted by the instructor, and to meet the requirements for making up missed classes if the instructor allows such time to be made up.  The instructor has the right to dismiss from class any student who has been absent more than two weeks (pro-rated for terms different from that of the semester). A dismissed student will receive a withdrawal (W) from the course if they are still eligible for a withdrawal per the university “Withdrawal from a Course” policy, or a failure (F) if not.
A student who is not officially registered in the course is not permitted to attend classes or take part in any other course activities.
In the case of religious observance, students seeking an accommodation should consult with their instructor. The university’s policy regarding observance of religious holidays appears in the Student Handbook.

Make-Up Policy
Make-up examinations are a privilege extended to students at the discretion of the instructor, who may grant permission for make-up examinations to those students who miss an exam as a result of a medical problem, personal emergency, or previously announced absence. On the other hand, instructors may choose to adopt a “no make-up” policy. Students should refer to the instructor’s make-up policy in the course syllabus and if no mention is made therein, should inquire directly. A make-up test fee may be assessed when a student is permitted to make up an announced test during the term or to take an end-of term exam at a time other than the scheduled time. In either case, the make-up examination fee will be paid by the student at the Bursar’s Office.
Academic Standards
Course Grading System
The Graduate School uses the following grading system:
	Superior Performance:

	 
	A+
	4.00 quality points            

	 
	A
	4.00 quality points

	 
	A-
	3.70 quality points

	Good Performance:

	 
	B+
	3.30 quality points

	 
	B
	3.00 quality points

	 
	B-
	2.70 quality points

	Passing Performance:

	 
	C+
	2.30 quality points

	 
	C
	2.00 quality points

	 
	C-
	1.70 quality points

	Failure:

	 
	F
	Zero quality points

	Withdrawal from a course:

	 
	W
	Zero quality points

	Incomplete:

	  
	See information on next page regarding incomplete courses.

	 
	INC
	Zero quality points

	Thesis students who did not complete work during the term in which they originally registered:

	 
	T
	Zero quality points

	Audit indicates that a student registered and attended a class for no credit:

	 
	AU
	Zero quality points

	Pass/Fail courses: Pass carries credits toward degree, use is limited to thesis and Executive M.B.A. courses.

	 
	P
	Zero quality points (Pass)

	 
	P+
	Zero quality points (Pass with distinction)

	 
	F
	Zero quality points (Failure)

	Non-credit courses:

	 
	S
	Zero quality points (Satisfactory performance)

	 
	U
	Zero quality points (Unsatisfactory performance)


    Any grade change from one letter to another must be in accordance with procedures adopted by the Faculty Senate.
Student Access to Final Grades
Final grades in each subject are available online soon after the close of each term, provided that financial obligations have been met and no other holds are in place.
Incomplete Course Work
Incomplete (INC)
A grade of Incomplete (INC) is given only in special circumstances and indicates that the student has been given permission by the instructor to complete required course work (with the same instructor) after the end of the term.  In the absence of the instructor a student should contact the Department Chair. 
An Incomplete shall not be automatic but shall be based upon an evaluation of the student’s work completed up to that point and an assessment of the student’s ability to complete remaining course requirements. 
To remove the INC grade, the student must complete all required course work in timely fashion as stipulated by the instructor but no later than the end of the following term.  Fall and intersession course incompletes must be completed no later than the last day of the spring term.  Spring and summer course incompletes must be completed no later than the last day of the fall term. 
If the course work is not submitted within the allotted time, the INC grade will be changed to an F shortly after the deadline by the Office of the University Registrar.  Students will be notified via campus email at least two weeks prior to the change of grade process.
Incomplete Plus (INC+)
The incomplete change policy (INC) does not include grades of INC+ assigned to Internships, Practicums, Thesis, or Research Projects.  These grades will be left incomplete plus grades (INC+) for up to one year unless an extension is filed beyond that time period. 

Internships are limited to a maximum extension of one year. The internship grade will be changed to an F after the deadline.
Grade Point Average
The academic standing of each student is determined on the basis of the grade point average (GPA) earned each term. Each letter grade is assigned a quality point value, as described in the section “Course Grading System.”

To obtain the GPA, multiply the quality point value of each grade by the number of credits assigned to each course; then divide the sum of the quality points earned by the number of credits attempted (in courses for which a grade of A+ through C- or F is awarded). A cumulative GPA is obtained by calculating the GPA for all courses taken at the University of New Haven.
Academic Standing, Probation, and Dismissal
Good academic standing is defined as a cumulative GPA of 3.00 or above. A student whose cumulative GPA is below 3.00 after completion of at least 9 credits shall be placed on probation for the following semester. The student shall meet with the program coordinator prior to the start of that semester to develop a remediation plan. The final remediation plan shall be communicated to the Registrar and Program Chair. A remediation plan may include only one repeated course throughout the program of study.

A student who fails to achieve a GPA of 3.00 for a second semester shall be dismissed from the program. A student who has been dismissed may submit an appeal to the Academic Dean of their college for readmission. The appeal should include any recommendations that would support continuance as a student. If the Program Coordinator supports the appeal, his or her recommendation will be forwarded to the Dean of the College for final adjudication. A student who is readmitted to the Graduate School shall meet with their program coordinator to develop a final remediation plan. Any failure to maintain a GPA of 3.00 following readmission shall result in permanent dismissal from the program.
Repetition of Work
A student may repeat a course. The grade received in the subsequent attempt supersedes the original grade in the computation of the GPA only if the new grade is higher. Both grades remain on the transcript. The course may be used only once for credit toward the requirements for the degree program.
Awarding of Degrees

The University awards degrees three times a year, in January, May and August. Commencement ceremonies are held in January and in May. A cumulative grade point average of 3.00 and completion of all program and University requirements are required for graduation and the conferring of master’s degrees. Students must file a graduation petition in order to have their names placed on the list of potential graduates.
Application for Graduation

Candidates for January commencement must file a graduation application online in Banner self-service no later than June 15. Candidates for May commencement must file no later than November 15. Candidates whose degrees will be awarded in August must file no later than April 15. Students completing the 5-year B.S./M.S. program in environmental science, the M.B.A./M.P.A. dual-degree program, or the M.B.A./M.S.I.E. dual-degree program must file two graduation applications (one for each degree).  A candidate who does not complete the requirements for graduation before the deadline, after having filed the application to graduate, must apply again at a later date. All financial obligations to the University must be met prior to graduation.
Time Limit for Completion of Degree
A student must complete the requirements for the master’s degree or certificate within five years of the date of completion of the first course following formal application to the degree program. Leaves of Absence do not extend the time limit within which a degree must be completed.  Any extension of the time limit for completion of the degree can be granted only after approval by the appropriate program coordinator and the Office of the Provost.

A student who fails to finish a master’s degree within five years from the start of the student’s first term must apply for readmission to their program. Students readmitted to a graduate program begin the five-year time limit again and are subject to the rules of the Graduate Catalog in effect at the date/time of readmission. Upon re-admission, in the judgment of the program coordinator, some courses may need to be repeated due to time limits/credit expiration. In no case may a course taken more than ten years prior to the time of readmission be applied to the degree.
Residency Requirements for Master’s Degrees

Master’s degree programs have a 30-credit residency requirement, with the exception of the M.B.A./M.S.I.E. and M.B.A./M.P.A. dual degree programs, which have a 60-credit residency requirement. Credits toward the residency requirement may be earned at the Main Campus, at the off-campus locations, or through university distance learning courses. Credits applied toward the requirement for one graduate degree may not be counted toward the residency requirement for another degree; an additional unduplicated 30-credit residency requirement applies for those students who plan to complete a second master’s degree program. The University policies for transfer of credit and waiver of courses apply in the same manner to candidates for a second master’s degree as to those enrolling in their first master’s program.
Full-Time Study

A full-time course of study at the graduate level is defined as enrollment for nine credits in the current term. Required courses, such as ENGL 6600, count toward full-time study. Full-time graduate students are required to pay the University health service fee each year.

A student who wishes to enroll for more than 12 graduate credits/four courses in a given trimester must secure the permission of the program coordinator.
Part-Time Study

Part-time study at the master’s level is defined as registration for fewer than nine credits in the current term. Half-time study at the master’s level is defined as registration for a minimum of five credits in the current term. Registration for fewer than five credits qualifies as less than half-time study. Certificate programs may have limited scheduled course offerings and, therefore, are generally pursued on a part-time basis. International students with F-1 or J-1 immigration status may not enroll for programs that are offered only on a part-time basis.
Earning Credit
Consistent with federal regulations, the University of New Haven defines a “credit hour” as one hour of classroom or direct faculty instruction and a minimum of two hours of out of class student work each week for approximately fifteen weeks for one semester, or the equivalent amount of work over a different amount of time such as an accelerated term. This definition generally applies also to an equivalent amount of work for other academic activities as established by the University including laboratory work, internships, practica, studio work, and other academic work leading to the award of credit hours.
Transfer Credit
A graduate course is acceptable for transfer to University of New Haven if the following conditions are met:

· The course is from a regionally accredited U.S. institution or from a foreign post-baccalaureate institution recognized by its local Ministry of Education as a degree-granting institution.
· The student received a grade of B (3.0 on a 4-point scale) or better (or a Pass in a Pass/Fail course, provided the institution documents that a Pass is equivalent to a B or better).
· The course has not been used previously to contribute to another credential.

The maximum number of credits a student may transfer is determined by the number of credits required by his or her program minus the 30-credit residency requirement, or a total of six credits, whichever is lower. In all cases, an official transcript must be received directly from the institution where the course was taken and placed on file at UNH before transfer credit is awarded. Transfer credits are not included in courses used to establish a student’s GPA or residency requirement at the University of New Haven.

The equivalency of a transferred course to a University of New Haven course is approved by the Registrar and by the chair of the department offering the equivalent course.  The Registrar maintains an updated listing of courses from other institutions for which transfer credit has been approved in the past.  For matriculated students, the department chair’s approval is required in order to assure that the transfer contributes properly to the student’s degree progress.  Courses in disciplines for which University of New Haven has no equivalent may be approved for transfer as elective credits in the student’s program.  The Registrar and the student’s major department chair approve these transfers.


Graduate students currently matriculated at the University must secure written approval before taking courses at another institution if they wish to transfer credits into their University of New Haven program.  Authorization for transfer of courses must be obtained from the department(s) housing the student’s major and the related course at the university.  The Student Transfer Course Approval form must be obtained online, approved by the department(s), and returned to the Registrar’s office at least five weeks before the course begins.  International students must also secure permission from the International Services Office.
Transfer of Courses for Matriculated Graduate Students.
Graduate students currently matriculated at the University must secure written approval before taking courses at another institution if they wish to transfer credit(s) into their University of New Haven programs.  In all cases, an official transcript must be received directly from the institution where the course was taken and placed on file at University of New Haven before transfer credit will be awarded.  Transfer credits are not included in courses used to establish a student’s GPA or residency requirement at the University of New Haven.  The student must have an overall GPA of 3.00 at the university to be permitted to take courses for transfer.  Transferred courses may not be used to replace courses taken at University of New Haven in which grades lower than B (3.0) were received.

Prior authorization for transfer of courses must be obtained from the department(s) housing the student’s major and the related course at University of New Haven.  The Student Transfer Course Approval Form must be obtained online or from the Registrar’s office, approved by the department(s), and returned to the Registrar’s office at least five weeks before the course begins.
Courses acceptable for transfer to University of New Haven for matriculated students
A course is acceptable for transfer to University of New Haven if:
· It is a graduate level course;
· the course is from a regionally accredited US institution or from a foreign post-baccalaureate institution recognized by its local Ministry of Education as a degree-granting institution;
· the student received a grade of “B” (3.0 on a 4-point scale) or better (or a “Pass” in a Pass/Fail course, provided the institution documents that “Pass” is equivalent to a B or better);
· the course has not been used previously to contribute to another credential; and
· Either
i) The course has been judged by the chair of the department offering an equivalent course that the transferred course is equivalent, or
ii) The course is deemed by the chair (or designee) of the student’s major program to contribute acceptably to the student’s program of study.  The maximum number of credits a student may transfer is determined by the number of credits required by his or her program minus the   30-credit residency requirement or a total of six credits, whichever is lower.
Equivalency of Transferred Courses to University of New Haven Courses
The equivalency of a transferred course to a University of New Haven course is determined by the chair of the department offering the equivalent course at University of New Haven.  The Registrar maintains an updated listing of courses from other institutions for which transfer credit has been approved in the past.  For matriculated students, the department chair’s (or designee’s) prior approval is required in order to assure that the transfer will contribute properly to the student’s degree progress.  Courses in disciplines for which University of New Haven has no equivalent may be approved for transfer as elective credit in the student’s program.  The Registrar and the student’s major department chair (or designee) approve these transfers.
Waiver of Courses
Some programs permit waivers of core courses on the basis of undergraduate or graduate courses taken at accredited U.S. institutions or recognized foreign institutions. Waivers of elective courses or concentration courses are not permitted, nor are waivers based on life experience. For a course to be waived, a student must secure the written approval of the program coordinator, the department chair, or the chair’s designee in the department in which the waiver is requested. Even if a waiver has been granted, a student who wishes to take a waived course for review or as a refresher course may do so. However, tuition refunds are not granted for courses taken and subsequently waived.
Crediting Examinations
Under certain circumstances, students who have knowledge applicable to a specific course may apply for permission to take a crediting examination in lieu of taking the course. To qualify for a crediting examination, the student must have taken a similar course at either the graduate or undergraduate level; completed the equivalent work in non-credit training courses; or had extensive, related, on-the-job experience. Crediting examinations are subject to the following conditions:

· If the student passes the examination, a grade of P is awarded.
· The crediting examination is for required courses only (not for concentration courses or electives).
· The credits awarded by examination do not count toward the residency requirement.
· The crediting examination cannot be taken in the student’s last trimester of study.

Permission to take a crediting examination must be granted by the department chair or program coordinator of the student’s major, the chair of the department in which the course is offered, and the Office of the Provost. Crediting examination permission forms are available online for printing and must be submitted to the Registrar’s Office. Once permission is granted and the crediting examination fee is paid, the examination is administered and graded by a full-time faculty member designated by the chair of the department that offers the course.
Prerequisites

Students are expected to meet the prerequisite requirements for each course taken. Exceptions must be approved by the course instructor and the student’s advisor or program coordinator. Credit may be denied to a student who takes a course without having taken the prerequisites.
Dropping/Adding a Course

The self-service add/drop period will open one month prior to the start of the term and close at the end of the first week of classes.  During the second week of classes, further adjustment requires the approval of the chair of the department offering the course.  Waitlists will remain accessible to students until one week prior to the opening of the term.
Course Withdrawal Policy
Full-time or part-time, graduate or undergraduate, students may withdraw from a full term course prior to the end of the tenth week of classes.  If a course meets less than the 15 week term, the student may withdraw from the course prior to the two thirds mark of the course.  The student should verify the date for withdrawal from courses meeting less than 15 weeks with the Office of the University Registrar (Bergami Hall).  The deadline for students to withdraw from full term courses will be published in the academic calendar.

During the first two thirds of a class, any student may withdraw and receive a final grade of W on their academic transcript by:

· Considering the academic consequences: consulting with his or her academic advisor or program coordinator is recommended.
· Considering the financial, billing, and US immigration implications:  consulting with the Financial Aid Office, Bursar’s Office and, if applicable, the International Office is recommended.
· Completing the “Course Withdrawal Form”.
· Having the form signed as required.
· Submitting the form to the Office of the University Registrar by the published deadline date.
Withdrawal from the University
Graduate students should consult with the Program Coordinator before making the decision to withdraw.  Once the decision in consultation with the Program Coordinator (graduate) is made, the student should complete the official University Withdrawal form and submit it to the Office of the University Registrar. Graduate students who remain inactive for one year and have not enrolled in “Continuing Registration” will be deemed to have withdrawn from the University.  Students who are withdrawing are advised that:
· Students who withdraw are subject to prorated tuition and fee charges based on the last date of attendance in classes and according to the established withdrawal policy (see academic calendar for withdrawal deadlines and refund percentages if applicable) of the Bursar’s Office.
· Students who withdraw from the University and have their tuition prorated according to the established withdrawal policy they will receive a grade of “W” for each registered course.
· Students must withdraw from the University prior to the Final Examination period.
· Readmission at a later date is not automatic.  An application for readmission must be made to the Graduate Admissions Office. 
· Students readmitted to the University after a withdrawal are held to the academic requirements in effect in the catalog at the time of readmission. Upon readmission, in the judgment of the program coordinator, courses taken more than five years prior to the time of readmission may need to be repeated due to time limits or credit expiration. In no case may a course taken more than ten years prior to the time of readmission be applied to the degree.
Research Projects, Independent Study, and Internships

All academic programs leading to a master’s degree require the completion of a capstone work - a thesis, a substantial research or other project, or a comprehensive examination. Students must have the written approval of the advisor, department chair, and program coordinator prior to enrolling for the capstone program research or project. Approval forms are available from the University website. In some programs, the capstone research or special project is structured as an internship or independent study, the approval for which is covered by the aforementioned process. However, some programs permit or encourage internships or independent studies under the supervision of a faculty advisor as distinct from the capstone requirement. Written approval for these is also required, using forms available from the website. A student may not register for more than six credits of independent study/internship within a degree program. An independent study/internship proposal must be approved by the student’s advisor and/or program coordinator as well as the coordinator or chair of the department offering the course.

Students preparing a report for research, special project, internship, or independent study may be asked to follow the guidelines presented in the UNH Dissertation and Thesis Manual (2nd edition, 1998), copies of which are available on the University website, and in the Bookstore.
Comprehensive Examinations

Students who wish to schedule a comprehensive examination in order to complete their degree program must complete the appropriate comprehensive examination approval form, which is available online, and submit it to the University Registrar’s Office after securing the necessary approvals and paying any required fees. Students should confirm arrangements for comprehensive examinations with the program coordinator.
Thesis

Completion of a thesis is optional for most master’s degree programs. A number of preliminary steps are required before registration for the thesis is accepted by the Registrar. The student completes the Proposal for Thesis form (available online), in which the proposed subject, hypothesis, and methodology are described. The student secures the approval signature of a faculty member who will serve as the thesis advisor. The student must also secure approval of the proposed thesis and thesis advisor from the department chair and/or program coordinator and the Office of the Provost. Only after the Registrar has received the approved form is the student permitted to register for the thesis. A thesis will carry no fewer than six academic credits taken over no fewer than two academic terms. A preliminary draft must be presented to the advisor at least 75 days prior to commencement. Upon approval by the advisor and the program coordinator, an unbound draft is presented to the Office of the Provost. A date and time are then scheduled by the thesis advisor for the thesis defense before the student’s thesis committee, the Dean of the College, and the Office of the Provost or a designee.

Successful defense of the thesis must be completed at least three weeks prior to the date of commencement. Students must complete and defend the thesis within the time limit for completion of the degree.

After successful defense of the thesis and approval by the Office of the Provost thesis credit is awarded, and final, unbound copies are deposited with the Office of the Provost to be forwarded for binding at the University library, where the thesis becomes a part of the permanent collection. Additional copies may be required by the department or the program coordinator.

For guidance in the preparation of theses, graduate students should consult the University’s Dissertation and Thesis Manual.  Questions not resolved by the instructions should be resolved in consultation with the advisor and by reference to a standard style manual.
Graduate Certificates

The University of New Haven offers a number of graduate certificates designed for those having a baccalaureate, or a master’s degree, who want to enroll in a short, coherent course of study at the graduate level.  Those who may not be ready to commit to a full-length graduate program, as well as those who already hold a graduate degree but want to pursue additional education in the same or another field, may find that a certificate provides the perfect alternative.

Students applying to graduate certificate programs must complete the Graduate Admissions application form, submit official transcripts showing completion of undergraduate/baccalaureate degree, and also submit two letters of recommendation.  Upon completion of the course requirements, a student must submit an “Apply to Graduate” form online.  A graduate certificate is awarded by the University to each student who qualifies, however, students who complete the requirements for only a graduate certificate do not participate in commencement.

Students already enrolled in a master’s degree program may pursue no more than one certificate, for which the online Petition for Graduate Certificate form must be submitted within the first 12 credits of the master degree program.  Subsequent degrees and certificates require reapplication and a new transcript for the new credential.
Certificate Requirements

Required course work usually consists of 12 to 20 credits of graduate study, depending on the subject area selected.  Students should contact the faculty advisor for assistance in planning the course of study for the selected certificate.  A student may seek approval from the academic advisor for one course of transfer credit from another institution or degree program to be used to satisfy the requirements of the certificate.  Course substitutions may be granted by the certificate advisor.  Students must meet course prerequisite requirements.  No more than three credits of previous graduate study can be applied to the requirements of this one graduate certificate.  Credits for courses taken as prerequisites for certificate courses must be taken in addition to the certificate requirements.  The minimum residency requirement for graduate certificate programs is three courses (nine credits).  A minimum overall GPA of 3.0 in courses taken at the University, which are applied to the certificate, is required as satisfactory performance to qualify for the awarding of a graduate certificate.
Academic Advising

It is the student’s responsibility to select courses in accordance with prerequisites, advisor recommendations, the departmental plan of study (if required), and requirements for the degree. Students needing further explanation of program requirements or course sequencing should request academic advisement. Appointments for academic counseling are scheduled through concentration advisors or program coordinators.  It is the student’s responsibility to meet the stated requirements for the degree. However, a student is not required to file a formal plan of study with the Graduate School.
Grievance Procedure

A formal policy for handling student grievances appears in the Student Handbook, which is available on the University website.
Notification of Family Educational Rights and Privacy Act (FERPA)

The Family Education Rights and Privacy Act (FERPA) affords students certain rights with respect to their education records, as follows:
1. The right to inspect and review the student’s education records within 45 days of the day the University receives a request for access. Students should submit to the Registrar, dean, head of academic department, or other appropriate official written requests that identify the record(s) they wish to inspect. The University official will make arrangements for access and notify the student of the time and place where the records may be inspected. If the records are not maintained by the University official to whom the request was submitted, that official shall advise the student of the correct official to whom the request should be addressed.
2. The right to request the amendment of the student’s education records that the student believes are inaccurate or misleading. Students may ask the University to amend a record that they believe is inaccurate or misleading. They should write the University official responsible for the record, clearly identify the part of the record they want changed, and specify why it is inaccurate or misleading. If the University decides not to amend the record as requested by the student, the University will notify the student of the decision and advise the student of his or her right to a hearing regarding the request for amendment. Additional information regarding hearing procedures will be provided to the student when he or she is notified of the right to a hearing.
3. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the University of New Haven to comply with the requirements of FERPA. The name and address of the office that administers FERPA are as follows: Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue S.W., Washington, DC 20202-4605. Independent of the FERPA requirement, University policy relating to privacy of student academic and disciplinary records is as follows: Faculty and/or staff disclosure to others (including parents or guardians) of student academic information or disciplinary action requires a release from the affected student. Such a release should be obtained using a standard UNH form, which will be filed with the student’s academic record (Registrar) or/and with the office of the Dean of Students.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the University of New Haven to comply with the requirements of FERPA. The name and address of the office that administers FERPA are as follows: Family Policy Compliance Office, U.S. Department of Education, 600 Independence Avenue S.W., Washington, D.C. 20202-4605.
Diversity Policy

The University of New Haven is committed to achieving a diverse and pluralistic community that reflects the multiracial and culturally diverse society in contemporary America. The Diversity Committee (a standing committee of the University) has been established to guide the University in implementing the Diversity Policy. The University will work toward attracting and retaining a diverse faculty, staff, and student body for the purpose of creating a pluralistic scholarly community. The Committee will assist the administration in the development and implementation of programs and policies that support an enriched educational experience for a diverse University community. The University of New Haven does not discriminate in admissions, educational programs, or employment against any individual on account of that individual’s gender, gender identity, race, color, religion, age, disability, sexual orientation, or national or ethnic origin.
Drug-Free and Smoke-Free Environment
Drug-Free Policy

In accordance with federal law concerning a drug-free campus environment, the relevant University policy and regulations are provided to all current students and employees. The information is also available upon request at the human resource department.
Smoke-Free Policy
To create a healthier learning and work environment for our students, faculty, staff and campus visitors, the University of New Haven has adopted a smoke-free policy. 

On July 1, 2015 University of New Haven became a Tobacco-Free/Smoke-Free campus. The policy applies to all who are on campus (employees, students, visitors, guests, and contractors) and includes university facilities, outdoor areas, and university-owned vehicles.

Please visit tobaccofree@newhaven.edu for more information.
Student Right-to-Know and Campus Security Act
In accordance with Connecticut Public Act 90-259 concerning campus safety and the 1990 federal law PL101-542 (the Student Right-to-Know and Campus Security Act), all colleges and universities receiving state and federal financial assistance are required to maintain specific information related to campus crime statistics and security measures, annually provide such information to students and employees, and make the data available to prospective students and employees upon request.

At the University of New Haven, the required information is compiled and published annually by the University Police Department.
Policy on Cell Phones and Beepers
Ringing cell phones and beepers are disruptive to classes, presentations, productions, and other public events. As a matter of courtesy, the University of New Haven requests that communication devices be turned off or disabled during classes or public events. Individual discretion should be used to determine when to make exceptions related to emergency personnel or situations.
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[bookmark: _Curriculum_Management_and_1]Curriculum Management and Accreditation Guide

Effective Fall 2018
Created and managed by the University Curriculum Committees.

Preamble

This document describes the process for the internal UNH approval of all our credit-bearing courses and programs, and describes the current Connecticut State Office of Higher Education (OHE) licensing and accrediting process and, as relevant, that for the New England Association of Schools and Colleges (NEASC). OHE regulations change over time, so this document may lag those changes, and up-to-date information should be obtained from the University Accreditation Officer. Additionally, this document is a consolidation of a variety of policies from various sources relating to the implementation of curricula.

This document does not cover all issues related to the New England Association of Schools and Colleges (NEASC) accreditation of UNH as an institution, nor does it provide details of the separate and additional accreditation of UNH programs by professional accreditation bodies. The UNH curriculum-management process is initiated by faculty members within a department and is overseen by faculty members through interdepartmental consultation, through peer review of curricular issues, and by faculty review of the financial impact. The review considers at least the impacts on UNH budget, staffing, enrollment, quality control, space, efficiency, and mission. The process may appear complex[footnoteRef:7], yet the requirements of the process assure diligence, proper consultation, and thorough preparation. Following the faculty-led part of the process, the Provost’s Office must approve modifications to the curriculum—creation, change, or deletion of courses and programs—and proper information is required for administrative review. Many of our curriculum management actions subsequently must be approved by state agencies and our regional accreditor. Our internal process is designed to produce the oversight and information that will be required for those later steps. [7:  See the condensed guides for most program and course curriculum approval processes.] 


This Curriculum Guide must be compatible with the various governance documents that must be considered to maintain primacy—the Faculty Constitution, the Faculty Handbook, the Operating Guidelines issued by the Provost, and the University’s Catalogs in the case of academic policies. Changes in these documents, as well as prevailing CT-OHE and NEASC regulations, may compel changes to this Guide. The processes used to amend this document depend upon the source of the policy in question, as detailed in Section 13. 














[bookmark: _Toc505087085]Condensed Overviews of Approval Processes

[bookmark: _dlfdqz8tveq2][bookmark: _Toc505087086]General Introduction
 
The curriculum development process has both strategic and compliance components.  The strategic component provides for development of curriculum that supports the University’s mission and strategic plans and with mechanisms for promoting innovation, collaboration, and the efficient use of faculty time and effort.  The compliance component is designed to assure that proposed changes to curriculum conform to the detailed requirements of University policy, externally-imposed regulation, and proper connections to administrative support systems. The procedures required vary according to the nature of the proposed changes--the system is adaptive.  

The processes are managed principally by the University Curriculum Committee comprising both faculty and administrative representatives.  This section provides a brief overview of the procedures; detailed guidance is given in Section 3 (for program actions) and Section 8 (for course actions).

Strategic Components

The Curriculum Design (CD) Forum provides an environment within which faculty can discuss ideas for new or revised curricula in order to solicit feedback, cultivate support, and find collaboration--   sessions are creative and visionary.  

Feedback will provide ideas for refining a proposal in development as well as surface potential weaknesses.  More broadly, the Forum is a venue within which the faculty and administration can envision and design the curriculum the University wants to deliver.  Participation is open to all faculty. Curriculum approval does not require consideration in a CD Forum.

Proposals for new programs or for substantive strategic changes to existing programs are considered in Strategic Feasibility (SF) Reviews prior to starting the approvals process. SF Reviews are conducted by the University Curriculum Committee (UCC) with the Provost, VP for Enrollment Management, and concerned deans and department chairs.  

SF (SF) Reviews focus on overarching issues of mission and strategy, market demand, budget, and effects on other programs or units.  A positive evaluation of a proposal permits the faculty proposers to develop the full proposal for formal compliance review.  The SF Review requires little documentation and is optional except for new programs.

Compliance Review

All curriculum changes—for new, deleted, or changed courses and programs—are reviewed for their compliance with University policy, external regulations, and proper connection to administrative systems.  The documentation and information required depends on the nature of the proposed action; the online curriculum management platform guides the preparation of documentation.  College deans’ offices are responsible for assembling materials and affirming their accuracy prior to review by the UCC.

Paths for Compliance Review
Proposed curriculum changes proceed through the necessary compliance review following different paths, depending on the complexity, required documentation, and likely effects of the change.

· Expedited review is applied in cases of minor changes to courses.  Following the preparation of online documentation and approval by the custodial faculty, the dean’s office approves the proposal for consideration by the UCC.  The appropriate UCC subcommittee (Graduate, Undergraduate, Core Curriculum) will post the proposal to the Consent Calendar for public comment.  If no concerns are raised, the change is confirmed by the Associate Provost and delivered to the registrar.
· Normal review is applied in a vast majority of cases.  Following the preparation of online documentation and approval by the custodial faculty, the dean’s office prepares the proposal for consideration by the UCC after having confirmed that obligations regarding assessment, accreditation, and internal effects of the change have been met.  The appropriate UCC subcommittee(s) will announce the proposal to the faculty, and consider the proposal on their working agenda.  Following UCC approval, the Associate Provost will confirm the change and deliver it to the registrar.
· Strategic review is required in those instances for which there are broader implications for resource investment, risk, and strategy.  Strategic Feasibility review (above) precedes the online preparation of a proposal by the faculty.  Following the preparation of online documentation and approval by the custodial faculty, the dean’s office approves the proposal for consideration by the UCC after having confirmed the details regarding assessment, accreditation, internal effects, as well as budgetary and market projections.  The appropriate UCC subcommittee(s) will announce the proposal to the faculty, and consider the proposal on their working agenda.  The proposal’s consistency with the preliminary feasibility review will be part of the compliance review.

[bookmark: _1zru54vyq783]Which curriculum review process (expedited, normal, or strategic) should my proposal use?
· [bookmark: _pkplp3o1kzvy]If you are proposing a new program, you must use the strategic review process.
· [bookmark: _wy9sfb1oh9hd]If you are proposing a new course, you must use the normal review process.
· [bookmark: _9xopejs00imm]If you are proposing a revision to an existing program, answer the questions at the beginning of Section 3 to determine whether you should use the normal or strategic review process.
· [bookmark: _ud8aiijiek7l]If you are proposing a revision to an existing course, answer the questions at the beginning of Section 8 to determine whether you should use the expedited or normal review process.

[bookmark: _Toc505087087]University Program Approval Process–A Step-by-Step Overview
The following is a list of the major steps in the University process for program creation or change.  More detailed descriptions of the decisions and actions of the various bodies are described in the following subsections.  The User’s Guide for online procedures for these and related processes is attached as Appendix B to this Guide.  Appendix A presents OHE policy and procedure.

1. Faculty who are contemplating proposal for new programs or substantial strategic modification of existing programs may submit their ideas to the Curriculum Design Forum sponsored by the University Curriculum Committee in order to solicit input and feedback from colleagues and to refine their ideas.
2. Preliminary proposals for new programs, substantial strategic modification of existing programs, and for deletion of programs must be considered first by the UCC in light of the University’s mission and strategy.  The preliminary strategic review considers the feasibility and desirability of the proposal in view of the projected market, budget, and potential conflicts with other University offerings.  Proposals may be rejected, postponed, or approved for preparation for full review through the UCC’s compliance review process.
3. For those proposals that receive the UCC’s approval for further formal review, faculty members in the department administering the program initiate the appropriate UNH online proposal describing the proposed new program or changes to an existing program along with an accurate worksheet and a preliminary assessment plan.  Where needed, this proposal process will call for the completion of the appropriate Office of Higher Education application form.
4. The Dean overseeing the program area should be consulted as the proposal is being developed.  Likewise, the Vice President for Enrollment Management must be consulted regarding market analysis and projections.
5. The Proposing Faculty Member (PFM) identifies and lists all departments that might be affected by the proposed changes. The PFM sends a description of the proposed changes to each listed department and seeks feedback—this action can be an email with the completed proposal attached. The PFM notes the date of initiating contact.
6. Potentially affected departments so contacted have two weeks to reply.
7. Faculty members in the proposing department vote on the proposal.
8. The department chair records the vote, and forwards the proposal along with the worksheet and assessment plan to the office of the custodial dean along with any unresolved concerns voiced by other departments.
9. The custodial Dean reviews proposals and confirms the accuracy of market and financial data and projections following the format provided by the UCC.  The dean is responsible for assembling and affirming the accuracy of documentation regarding: budget analysis, market analysis, assessment plans, resolution of internal conflict, conformance with prevailing accreditation requirements, and consistency with the conditions of prior feasibility reviews conducted by the UCC.
10. Where required by agency accreditation (e.g., AACSB) or as otherwise deemed appropriate by the dean, college-level committee review is initiated by the dean.
11. The dean then forwards approved proposals to the University Curriculum Committee, and informs the PFM.  The Chair of the UCC will direct the proposal to the appropriate UCC Subcommittee (for normal reviews) or schedule a strategic review by the full UCC.  The University Curriculum Committee provides notice to all faculty regarding the proposed changes and then reviews the proposals.
12. Following approval by the UCC, the Associate Provost directs the documentation to the Provost (for new programs or significant strategic modification of existing programs that followed the strategic review process) or to the Registrar (for proposals that followed the normal review process).
13. For those proposals that followed the strategic review process, the Provost reviews proposals, and notifies the proposing department, Senate, and staff of decisions.
14. The Accreditation Officer forwards the application to OHE and NEASC as necessary.
15. When the Accreditation Officer receives notice of approval from the external agencies, s/he will advise the faculty and relevant staff offices of the approval so that record-keeping, advertising, and recruiting systems are adjusted appropriately.
16. The authoritative records of the changes are those maintained by the Registrar reflecting approvals granted by the Provost’s office.

[bookmark: _Toc505087088]University Course Approval Process—A Step-by-Step Overview
The following is an overview of the major steps in the University process for course creation, deletion, and change.  Descriptions of the decisions and actions of the various bodies appear in the subsequent subsections.  The format is described in the User’s Manual for the online system, attached as Appendix B.  No external agency approval is required for course-specific curriculum management actions.

1. The Proposing Faculty Member (PFM), in consultation with other members of his/her department, will initiate the appropriate online submission detailing the proposed new course or changes to an existing course.  The PFM will consult with the Registrar to secure a course number for a proposed new course.
2. The Dean overseeing the course area should be consulted as the proposal is being developed.
3. The Proposing Faculty Member (PFM), through the online system, identifies and lists all departments that might be affected by the proposed changes. The PFM sends a description of the proposed changes to each listed department and invites feedback—this action can be an email with the completed proposal attached.  The PFM notes the date of initiating contact.
4. Potentially affected departments so contacted have two weeks to reply.
5. Faculty members in the proposing department vote on the proposal.  The department chair records the vote, and forwards the proposal to the office of the custodial dean.
6. The Dean of the college where the course resides reviews the proposal and confirms the accuracy of market and financial data and projections following the format provided by the UCC The dean optionally may consult the Budget & Finance Committee for review of material budgetary impact.  The Dean then forwards approved proposals to the University Undergraduate Curriculum Committee, and informs the PFM.
7. The Chair of the University Curriculum Committee, in consultation with the Associate Provost, will route the proposal to the appropriate UCC subcommittee(s) and will notify faculty using the online process for posting agendas or through the Consent Calendar.  Following a period for public comment, the UCC subcommittee(s) then reviews the proposals.  Following action by the University Curriculum Committee, the Associate Provost forwards approved proposals to the Registrar, dean, and Provost.
8. As appropriate, the Registrar notifies the Accreditation Officer, Catalog Coordinator, University Librarian, and Webmaster of course introductions and changes.
9. [bookmark: _xwwxyi6qnd59]The authoritative records of the changes are those maintained by the Registrar reflecting approvals granted by the Provost’s office.
[bookmark: _Toc505087089]Part I	Programs
[bookmark: _Toc505087090]Definitions

1.1	Authoritative Program Description:  The documentation describing programs and courses as approved by the faculty and Provost, and provided to and archived by the Registrar, including the program’s key elements.  This documentation is considered definitive, and will reflect any duly approved changes to or deletions of programs.

1.2	Cohort Programs:  Previously approved programs that are offered to an identified group of students in “lock-step” format (all students taking courses together), and offering predetermined selections of courses to satisfy Core and Major requirements.

1.3	Constraints:  Requirements and expectations for program design as imposed by UNH policy and by external agencies such as NEASC, the Connecticut State OHE, and the professional accreditation agencies.

1.4	Consultation:  A process of conversing with colleagues in other departments to solicit input on the (re)design of programs and courses, and to assess the perceived likely impact of one’s proposals on those departments.  (Consultation should occur during the initial development of proposals and throughout the approval process.)

1.5	The Department:  Programs are designed and subsequently maintained by academic departments, divisions, or program oversight committees housed within the academic Colleges, and therefore each program is overseen by a single Dean.  While the departments may consult with other faculty and involve others in assessments of and changes to programs, or be asked to do so by their deans, such proposals must originate in the department with which the program is associated.   For the purposes of program administration, the definition of the ‘department’ overseeing the program may be established by the college bylaws or by the dean if not addressed in the college bylaws.  (For programs offered jointly by multiple departments or colleges, see 2.13 and Appendix O regarding Interdisciplinary Oversight Committees.)

1.6	Faculty Management:  As described in the Faculty Constitution and Faculty Handbook, the faculty are principally responsible for the design and oversight of the University’s curricula.  This responsibility is delegated to the Faculty Senate and other committees.  Approvals of curricular decisions ultimately are the responsibility of the Provost.

1.7	Impact Analysis:  The assessment of the projected effects of program creation, deletion, or significant program modification on budget, personnel, and capital.  Such assessments must focus on specific units (both the offering department and other units) as well as the University as a whole.

1.8	Key Elements of a Program:  Taken together, the key elements of a program define the program and constitute the Authoritative Program Description.  They are:
· The title of the program and degree
· The major code
· The required courses and restricted electives
· The application of Core Curriculum requirements
· The catalog description
· Significant policies applied within the program, such as admissions standards, fieldwork requirements, unique assessment procedures, constraints imposed by external accrediting agencies, or other unique rules regarding academic progress.

1.9	Major Requirements:  Those courses that constitute the program-specific requirements for a certificate or degree program.  Major requirements include all college-wide required courses, those courses required for a major within the home department and in other departments, including concentration requirements if a concentration is mandatory within the program.

1.10	Master Accreditation Inventory:  The University’s authoritative listing of programs including their licensure and accreditation status, their eligibility for veterans benefits and federal “Title IV” support, special endorsements by NEASC, and approvals for delivery at remote sites.  The Inventory also records the University’s approved off-campus sites in Connecticut and out-of-state.  The Inventory is maintained by the Accreditation Officer.

1.11	Online Programs:  Programs that have more than 50% of their total credit requirements available on-line, and which are purposefully advertised and offered on-line, are considered to be online programs, consistent with both OHE and NEASC definitions.  “Hybrid” programs (part online, part on campus) are deemed to be “online” or “on-campus” according to the 50% threshold.  Online programs must be approved at UNH and by OHE and NEASC separate from a pre-existing on-campus version of the same program.

1.12	Program:  In the context of this guide, a program is any approved “for-credit” program of study that can lead to a UNH Degree, Minor, Concentration, or Certificate[footnoteRef:8].  These programs lead to degrees or other credentials issued by the University.  (See “OHE Constraints” at Section 4.2 for further detail.)  “Non-credit” offerings are addressed separately, and are not deemed to constitute programs. [8:   This use of ‘Certificate’ specifically refers to a properly licensed and established program of study.  Students may study at UNH in courses or clusters of courses that do not constitute an approved program, and where they are presented with documentation of successful completion of this work, that document should not be confused with an official ‘Certificate’ in the sense used above, i.e., a credential recognized and licensed by CT-OHE.] 


The program is often referred to as the ‘major’ or ‘degree’ at UNH.  Each program—distinguishing its concentrations and minors—has a unique identifier, variously referred to as ‘degree code,’ ‘major code,’ or ‘worksheet code.’  Codes used by Banner take the form “LV-DEGR:CONC” to indicate the degree level, degree, and optional concentration.  Certificates and minors also carry unique 4-letter codes. (Note that the 3-digit “Matrix” codes are no longer in use.)

1.13	Program Change:  Any change of a program that affects the Key Elements of the Program (see 1.8).

1.14	Proposing Faculty Member (“PFM”): The individual principally responsible for creating a curriculum proposal and representing the proposal on behalf of the department as it is considered by faculty committees.  This individual is often the department chair or program coordinator, or alternatively may be any full-time faculty member sufficiently familiar with the proposal to represent it during review.  The PFM is assigned this role by the department chair or, in the case that a program does not reside in a single department, by the custodial dean.

1.15	Substantive Change:  In the context of reviewing proposals for new, deleted, or modified programs or courses, a “substantive change” to the proposal is one that reasonably may have affected the evaluation of the proposal by those who have acted on the proposal previously.  “Nonsubstantive changes” are thus typically limited to typographical errors, semantic or stylistic changes, and those that would not be interpreted as altering the intentions of the proposers or judgment of prior adjudicators.

1.16	Worksheet:  A spreadsheet that displays a program’s course requirements used as a guide for students and their advisors to plan and monitor progress toward degree completion.  A worksheet is to be included in program proposals, but is not a key element of a program’s Authoritative Program Description.

1.17	[FORTHCOMING: Nonduplicated credit use.  Will articulate policies now in development regarding DOUBLE-DIPPING, referencing catalog language.  Will have companion language in SECTS 2, 11, 12.]
[bookmark: _Toc505087091]

2.	Curriculum Management Policies Relating to Programs

2.1	Effects of program changes.  A student who starts a program prior to the implementation of changes may continue to follow the version of the program that was in effect when s/he started the program.  Students may elect to and be allowed to switch to the newer program, but students cannot be forced to do so.

Once approved, the changes take effect on those students who enroll in the program after the implementation of the changes.  Thus there may be times when some students are enrolled in one or more prior versions of a program even after such modifications.

2.2	Advertising of new programs or sites.  Appendix D presents UNH policy on advertising.  Briefly, the advertising of new programs, new sites, on-line versions of programs, or modified program titles is not permitted until they have been properly approved by the Provost and, as necessary, by external agencies.  Advertising is considered to include catalog, web, brag-sheets or brochures, mass media, or other methods that can be expected to reach the general public.  This policy is required by OHE Regulations.

2.3	On-Line Programs.  On-line versions of existing programs may not be advertised and offered without specific approval, even if most or all component courses have been approved previously for on-line delivery.  External agency licensure is required for on-line programs, and significant consideration must be given to enrollment policy, assessment, library access, student services, and more.  Online delivery of programs requires permission of the Provost when at least 50% of a program can be completed online, including through hybrid course delivery (see also 1.11 and 7.5).

2.4	Accelerated Format.  Programs whose courses are offered on schedules that are more compressed than our standard calendar of 15-week semesters are considered “accelerated” programs.  Programs advertised as available in accelerated format must be fully available in that format—that is, a student must be able to complete the entire program in the accelerated format.

2.5	Cohort Programs.  Programs whose students pass through a predetermined set of courses together are subject to unique requirements for impact analysis and enrollment management.  As such, they require significant collaboration with the academic dean, the Provost’s office, and the enrollment management staff.  No approvals are required by the faculty curriculum management process in order to offer existing programs in cohort format.

2.6	Off-Campus Sites.  Programs offered at locations other than main campus in West Haven are subject to additional OHE licensure constraints.  Offering existing programs at off-campus locations does not require curriculum approval through the process described in Section 3.  The Accreditation Officer must be involved in arranging for approvals of programs for off-campus delivery prior to offering any courses so that OHE approvals, as necessary, can be secured.

2.7	Assessment Requirements.  Proposals for new or substantially modified programs must be accompanied by a preliminary CCAP plan reviewed by the Director of Academic Assessment.  Appendix E presents the justification for and procedure by which applications for new programs and significant modifications to programs are required to include an assessment plan.  NEASC and OHE also require coherent program assessment.  Such requirements will entail the specification of learning objectives; articulation of competencies; measures for evaluating competencies and met objectives; and the design of systems for feedback of evaluative information and subsequent program adjustment.
 
2.8	Articulation Agreements (Program-to-Program).  Agreements may be established between UNH and other regionally-accredited institutions to expedite the transfer of course credit to UNH for students entering specified programs.  Either faculty members or the administration may initiate articulation agreements, and both the program coordinator—in consultation with the department chair—and the administration (academic dean and accreditation officer) must approve in order to finalize the agreement.  Special attention must be paid to assuring that articulated courses satisfying UNH Core requirements have received appropriate approval for transfer.  A standard format is used for articulation agreements.  Consult the Associate Provost’s office for guidance before exploring such agreements.

2.9	“Core Curriculum.”  The ‘general education’ requirements of OHE and NEASC are met through the University’s “core curriculum” as applied to all undergraduate programs.  Appendix C presents the core curriculum.  Responsibility for overseeing the “Core” is delegated to the Core Curriculum Subcommittee of the University Curriculum Committee—applications to have given UNH courses recognized in the Core; to approve course substitutions to satisfy the Core requirements for individual students; and to approve courses accepted in transfer not previously approved by the relevant UNH department as applicable to the Core are directed to the Core Curriculum Subcommittee.  Proposed changes to the authoritative Core Curriculum document are coordinated and approved by the Core Curriculum Subcommittee.  Guidance on procedures for altering the Core Curriculum is given at Section 3.3; on approvals for Honors Program courses at Section 7.13; and on approvals of courses for inclusion in the Core Curriculum at Section 8.2.

2.10	Managing Catalog and Website Copy.  Material describing programs and courses included in the University’s catalogs must be consistent with the Authoritative Program Description maintained by the Registrar.  The Registrar is responsible for directing changes to catalog copy (both print and online) that presents material from Authoritative Program Descriptions.  Other material may be added by the offering department or by staff, with the approval of the academic dean responsible for the program.  Departments share responsibility for monitoring catalog and website copy for its accuracy and currency.  Catalog material that presents academic and student conduct policy is the responsibility of the Provost’s Office.  The Provost (or designee) is responsible for approval of changes to catalog statements of policy.  Policy as presented in the catalogs is considered authoritative.

2.11	Deletion of Programs.  A proposal to discontinue a program may be made at any time.  Program deletion is initiated through the curriculum management process in a manner similar to that for program creation and modification, following review by the Strategic processes of the University Curriculum Committee.  Deletion of a program will result in a cessation of recruitment of new students and transfers to the program, deletion from the catalog and websites, and notification to OHE by the Accreditation Officer of the program’s discontinuation.  The University is permitted to service the students remaining in the program until the students’ graduation or inactive status.  During this time (typically not to exceed one year), the program will be listed at UNH and with OHE as “Phasing Out.”  It is not permissible under prevailing OHE policy to allow a program to remain fully licensed but inactive for more than one year, thus programs that have had no declared majors for at least one complete academic year should be deleted.  Deletion of a program does not automatically result in the deletion of the component courses serving the program; course deletions must be pursued separately using the procedures described in Section 8.

2.12	Articulation Agreements (Core-to-Core).  Agreements may be established between UNH and other regionally-accredited institutions to expedite the transfer of course credit to UNH for students entering the University.  Such agreements are negotiated and approved by the Provost’s Office.  Where there arises conflict between a core-to-core agreement and the specific arrangements contained in a program-to-program agreement, the latter will prevail with respect to the resolution of individual student cases in finalizing transfer credit evaluations.

2.13	Collaboratively Administered Interdisciplinary Program.  A program that is offered collaboratively by two or more departments nonetheless is associated with one custodial department and thus one custodial dean.  Such programs may be administered by an Interdisciplinary Oversight Committee (IOC) to serve the role of the custodial department.  The IOC’s charter must identify those full-time faculty from the contributing disciplines who comprise its membership (See Appendix O).  (Such programs are distinct from “double majors” where a given student may choose to pursue two independent degree programs simultaneously.)  Proposals to create, modify, or delete such programs must document the collaborative nature of the program.  It is the dean’s responsibility to demonstrate the concurrence of all participating departments and cooperating deans (See 3.2.3).

2.14	[FORTHCOMING:  Definition of minor.  Will present parameters for minors and limits to nonduplicated credit use, min GPA, etc.]

2.15	[FORTHCOMING: Nonduplicated credit use.  Will be policy presentation of any double-dipping as defined previously.  Policy in development.  Will also refer to 11.1 on counting, and elsewhere.]

2.16	CIP Code.  CIP refers to the Classification of Instructional Programs, a taxonomy of academic programs used by the US Department of Education.  The CIP Code for a program is relevant to program listings on state and federal databases, for determining eligibility for financial aid and visas, and for reporting required data on program completions, graduations, and placements.  Changes to CIP codes require concurrence by OHE and thus require action by the accreditation officer.
[bookmark: _Toc505087092]
3.	Processes for Proposing and Approving New Programs, Program Deletions, and Program Changes
[bookmark: _7ruznjbsc60i][bookmark: _Toc505087093]Introduction
[bookmark: _aw4ilhen9inv]The process for initiating new programs, deletion of programs, and the substantial strategic change to existing programs has three principal component steps:

1.	Consideration in the Curriculum Design Forum, sponsored by the University Curriculum Committee (UCC), is optional in most cases, but is valuable for soliciting ideas, feedback, and support.  The purpose of the Design Forum is to provide opportunities for the faculty and administration to design the curriculum that the University seeks to deliver.  Input may include suggestions on ways to improve and refine the proposal or may surface issues that could hinder the proposal’s success.  Faculty may present ideas individually or in collaboration with others.  All faculty are welcome to attend.  The Forum sessions are intended to be creative, visionary, and collaborative.  A brief 1-2-page precis is the only required documentation.
2.	Proposals for new program, deletion of a program, or for a substantial strategic program change require a Strategic Feasibility Review by the UCC.  Documentation should include a brief (~3 pages) overview of the general nature of the proposal including preliminary information on market, budget, anticipated effects on other programs, and other details.  The proposal is considered in light of the University’s mission, strategy, and feasibility.  The proposal may be rejected, delayed for later consideration, returned with suggestions for further study, or granted permission for preparation for formal consideration.
3.	Proposals that are granted permission for formal consideration, as well as all other proposals that do not require strategic review, are submitted for formal compliance review by the UCC.  The review process is adaptive such that normal changes are subjected to more abbreviated procedures:

1.	Normal changes--the vast majority of program change items--are those that entail more involved modifications such as course requirements, admissions or academic standards, substantive catalog copy revisions, Core Curriculum requirements, use of high impact practices, etc.  Normal changes require the approval of the custodial department and custodial dean.  The office of the dean is responsible for confirming the proposed changes are appropriate and properly documented with regard to academic assessment, accreditation concerns, and resolution of potential conflicts arising for other units.  Changes approved by the UCC will be forwarded to the Associate Provost and Registrar.
2.	Strategic Changes are those that have been recommended for formal preparation and formal compliance review by the UCC during a preliminary feasibility review; additionally, the UCC may refer proposals for strategic review that were initially submitted online through the normal process.  In addition to the requirements for normal reviews, the strategic review considers market and budgetary issues and effects on other units that are deemed to be more significant.  The preparation of the necessary documentation remains the responsibility of the dean’s office, though the UCC will review the dean’s evaluation of the proposal.  Following approval by the UCC, changes will be forwarded to the Provost for final approval and transmission to the registrar and others as necessary.











Determining the Path for a Program Proposal
A proposal for a new program must use the strategic review process:
[bookmark: _43c58tw79vic][image: ]
A program proposal that includes associated course proposals should be bundled together and must follow the process for the program proposal.

To determine whether a proposal for a program revision should follow the normal review process or the strategic review process, answer the following questions:
[bookmark: _frawr097lf6]Does this proposal significantly affect expected enrollments of any academic unit?
[bookmark: _2x1n705fapjj]Does this proposal significantly affect the budget of the academic unit?
[bookmark: _cpkv0p9k01ut] Does this proposal include elements that go beyond the goals established in the University Mission Statement and strategic plan?
[bookmark: _ucglsmgap4rj]Does this proposal meaningfully impact existing facilities and/or capital equipment resources?
[bookmark: _i1p7qxvgs4tt]Does this proposal include any program elements that are beyond existing faculty expertise?
[bookmark: _672i3t5grxo]If the answer to any of the questions above is “yes,” the strategic review process will apply. Otherwise, the normal review process will apply:
[bookmark: _lct8vzp4dlb1][image: ]

[bookmark: _ksb6123p20nv][bookmark: _Toc505087094]3.1	University Program Approval Process–A Step-by-Step Overview
The following is a list of the major steps in the University process for program creation or change.  More detailed descriptions of the decisions and actions of the various bodies are described in the following subsections.  The User’s Guide for online procedures for these and related processes is attached as Appendix B to this Guide.  Appendix A presents OHE policy and procedure.

17. Faculty who are contemplating proposal for new programs or substantial strategic modification of existing programs may submit their ideas to the Curriculum Design Forum sponsored by the University Curriculum Committee in order to solicit input and feedback from colleagues and to refine their ideas.
18. Preliminary proposals for new programs, substantial strategic modification of existing programs, and for deletion of programs must be considered first by the UCC in light of the University’s mission and strategy.  The preliminary strategic review considers the feasibility and desirability of the proposal in view of the projected market, budget, and potential conflicts with other University offerings.  Proposals may be rejected, postponed, or approved for preparation for full review through the UCC’s compliance review process.
19. For those proposals that receive the UCC’s approval for further formal review, faculty members in the department administering the program initiate the appropriate UNH online proposal describing the proposed new program or changes to an existing program along with an accurate worksheet and a preliminary assessment plan.  Where needed, this proposal process will call for the completion of the appropriate Office of Higher Education application form.
20. The Dean overseeing the program area should be consulted as the proposal is being developed.  Likewise, the Vice President for Enrollment Management must be consulted regarding market analysis and projections.
21. The Proposing Faculty Member (PFM) identifies and lists all departments that might be affected by the proposed changes. The PFM sends a description of the proposed changes to each listed department and seeks feedback—this action can be an email with the completed proposal attached. The PFM notes the date of initiating contact.
22. Potentially affected departments so contacted have two weeks to reply.
23. Faculty members in the proposing department vote on the proposal.
24. The department chair records the vote, and forwards the proposal along with the worksheet and assessment plan to the office of the custodial dean along with any unresolved concerns voiced by other departments.
25. The custodial Dean reviews proposals and confirms the accuracy of market and financial data and projections following the format provided by the UCC.  The dean is responsible for assembling and affirming the accuracy of documentation regarding: budget analysis, market analysis, assessment plans, resolution of internal conflict, conformance with prevailing accreditation requirements, and consistency with the conditions of prior feasibility reviews conducted by the UCC.
26. Where required by agency accreditation (e.g., AACSB) or as otherwise deemed appropriate by the dean, college-level committee review is initiated by the dean.
27. The dean then forwards approved proposals to the University Curriculum Committee, and informs the PFM.  The Chair of the UCC will direct the proposal to the appropriate UCC Subcommittee (for normal reviews) or schedule a strategic review by the full UCC.  The University Curriculum Committee provides notice to all faculty regarding the proposed changes and then reviews the proposals.
28. Following approval by the UCC, the Associate Provost directs the documentation to the Provost (for new programs or significant strategic modification of existing programs that followed the strategic review process) or to the Registrar (for proposals that followed the normal review process).

29. For those proposals that followed the strategic review process, the Provost reviews proposals, and notifies the proposing department, Senate, and staff of decisions.
30. The Accreditation Officer forwards the application to OHE and NEASC as necessary.
31. When the Accreditation Officer receives notice of approval from the external agencies, s/he will advise the faculty and relevant staff offices of the approval so that record-keeping, advertising, and recruiting systems are adjusted appropriately.
32. The authoritative records of the changes are those maintained by the Registrar reflecting approvals granted by the Provost’s office.
[bookmark: _Toc505087095]3.2	Tasks & Responsibilities of Departments, Committees, and Staff

This section describes where certain responsibilities reside for curriculum management and innovation and for tasks required in the proposal and approval processes.  Other duties may be required of the entities discussed below, and omission of such duties in this document may not be interpreted as evidence to the contrary.
[bookmark: _Toc505087096]3.2.1	Offering Department & Proposing Faculty Member (PFM)

Faculty members administering a program, under the leadership of the department chair, are responsible for monitoring the evolution of their programs and initiating approval for changes to the program as needed.  The delivery of a program must remain consistent with the authoritative description of the program as it was approved.  As necessary, the department must take action to update the authoritative program description to reflect natural evolution to the program.  The following are explicitly the responsibility of the department offering a program.  For collaboratively administered interdisciplinary programs, the Interdisciplinary Oversight Committee will serve the role of custodial department (see 2.13 and Appendix O).
3.2.1.1		Matching Practice and Advertisements to the Approved Program
The department is responsible for monitoring the delivery and advertisement of its programs to ensure that the program’s existence in practice and its advertisements are consistent with the description of the program as it is licensed and accredited.
3.2.1.2		Assuring Course Content
The department has the responsibility to ensure that courses required in its programs, including those offered by other departments, are being taught with a syllabus that accurately reflects their approved course description.
3.2.1.3		Maintaining Catalog Descriptions
The department shares responsibility for ensuring that the UNH Catalog description and any other UNH descriptions of the program are accurate descriptions of current practice.  The Registrar is responsible for directing changes to that material included in the Authoritative Program Description as it appears in the University Catalogs (both print and web-based versions).  Deans’ offices are responsible for approving catalog copy (both print and website) that is not constrained by the authoritative program description.

The CT-OHE requires that the “…catalog description of the program offerings shall provide at least the following information:
· the purposes and objectives of the program; 
· a complete description of all program requirements; 
· a list of faculty members; and 
· a list of courses offered, together with course descriptions, credits and prerequisites.”
3.2.1.4		Satisfying Accreditation and Licensing Constraints
The department is responsible for ensuring that its programs satisfy the constraints imposed by all licensing, accrediting, or other constraining bodies.  Another example of a constraint is the UNH general education Core Curriculum.
3.2.1.5	Responding to Changing Constraints and UNH Administrative Pressures
The department is responsible for changing its programs as and when changes to internal and external constraints make it necessary.  For example, as the faculty change the Core Curriculum requirements, the program may need to modify its course selections accordingly, and must take action to do so.  Even when changes are made that affect many different programs, such as a college-wide change to its programs, the official change to all programs must originate in the department administering the programs.

3.2.1.6	Responding Promptly to Curricular Changes Proposed by Other Units
Curricular changes originating outside the department may impact the operation of the department itself.  This impact may arise where increased demands may put pressure on resources.

Ideally the affected department will be informed of such changes early in the process by the department initiating the changes.  Additionally, all departments are responsible for monitoring proposed curricular changes announced by the UCC for impacts on their operation.  Faculty must also monitor the Consent Calendar published by the UCC detailing pending changes and respond as necessary with concerns.

Where the proposed changes cause concern, the affected department should bring its issues directly and promptly to the department proposing changes; such notice should occur as early in the curriculum development process as possible.  Two weeks duration from notification by the proposing department has been identified by the Senate as adequate for potentially affected departments to make their concerns known to the proposing department.

If issues remain that cannot be resolved between the two departments, then both sides may present their concerns to the UCC. As a last resort, the concerns may be brought to the Faculty Senate following UCC action.
3.2.1.7		Maintaining the Worksheet
The department is responsible for preparing and maintaining the program worksheet.  A separate worksheet is required for each concentration in a major and for each minor and each certificate associated with a major.  The program worksheet should:

· Show the title and Banner code (see 1.12) of the program.
· Show a typical course sequence over the duration of the program.
· Identify which courses satisfy the various core requirements, noted by codes such as “CC 1.2” for a Core course for category 1, Tier 2.
· Identify which courses fulfill college requirements and ‘Major Requirements,’ noted by the code MR.  These ‘Major Requirements’ are the required courses whether or not they are offered by the department offering the program (refer to 6.8 and 11.1.2).  Where a program restricts the choice in a Core Curriculum category so that the student is educated in an area that otherwise would be required by the program, this course is counted as a Core Curriculum course.  In calculating the total credit hours for the program, the credits for this course must be counted only once.  Concentration requirements likewise should be clearly distinguished from courses required by all students in a given major.  (See 11.1 for guidance on counting credits.)
· Show the total number of Gen. Ed. course credits.
· Show the total number of MR course credits and, separately, total concentration courses (if any).  Include and identify restricted electives within the major requirements.
· 
· Show the total number of course credits for all courses.
· 
3.2.1.8	Initiating the Process for Creating Programs, Deleting Programs, and Making Modifications to Programs

The department initiates curricula change by:

· identifying and documenting the changes that the unit seeks.
· identifying the proposing faculty member (“PFM”—typically the department chair or program coordinator).
· submitting preliminary proposals as necessary to the Curriculum Design Forum and the UCC for preliminary review of feasibility and strategy.
· Assisting the VP Enrollment Management, dean, and others as required with the preparation of analyses of market, budget, assessment plans, and other required documentation.
· discussing the proposed changes with all other units that may be affected by the changes—this can be achieved by emailing a completed program proposal or through other means such as calling their attention to working documents found online.  (Effects on other departments tend to be in terms of the numbers of students being added or taken away from a department’s expected seat count, and the numbers of students being added or taken away from another program; other effects may include substantive change to a course that other programs depend upon to support their programs or to changes in prerequisites.)
· maintaining a record of the potentially affected departments and the date of contact and response of each.
· completing the appropriate online curriculum proposal and, as appropriate, the program worksheet and assessment plan.
· recording the vote of the department faculty (A simple majority—more than 50%—of the voting members is sufficient to move the process forward;  dissenting members should feel free to express their concerns to any and all of the approval bodies).
·  submitting the proposal, along with necessary supporting documentation to the office of the custodial dean to be reviewed and prepared for consideration by the UCC.
· sending a representative (typically the PFM) to the committee meetings where the applications are reviewed.  (Nonsubstantive amendments to the application can be made during the meetings with the assent of the PFM.)  When an application is remanded by a committee, the department is free to submit a revised application.  Proposals reflecting substantive revision should be resubmitted beginning at the department level.  Determining whether a change is “substantive” is left to the judgment of the dean or UCC, but generally “nonsubstantive” includes typographical corrections and other such detail, and changes that would not reasonably have altered the assessment of the proposal by the department or others who had expressed approval previously.
· working with the university accreditation officer to prepare and submit for approval all changes that require external OHE or other agency accreditation or licensure.
A.	New Programs
New programs may require that the appropriate OHE application form be completed.  Guidance regarding the completion of OHE forms should be sought from the university accreditation officer.  New programs also require approval through the feasibility review process by the University Curriculum Committee.  See the online process User’s Guide (Appendix B) for guidance on the standard format for the UCC.

For new programs requiring UCC approval, supporting documentation will need to speak to the following topics:
	Market Analysis—
· Presentation of job demand data from federal and/or state Departments of Labor, and the Occupational Outlook Handbook, should be supplemented where possible with data obtained from professional societies and other nongovernmental sources.
· Competitors’ volume and program capacity should be presented so as to inform the supply side of the market analysis.
· Demand Analysis for placement of graduates can be informed by past patterns of job placement, demographic data, and other economic analyses.
Consultation with the Enrollment Management staff is required in the development of this analysis.

	The mission statement for the program should describe the intended student market and must be consistent with the mission of the University and of the College.
	Learning objectives and program outcomes should be presented explicitly, identifying the competencies of program graduates.
	The distinctiveness of the proposed program should be highlighted so as to differentiate it from programs offered by market competitors.
	Assessment processes must be described in a preliminary CCAP plan.  These should include campus-wide systems as well as those unique to the department and the program.
	Current and required library resources must be itemized.  Consult the University Librarian to generate a listing of library holdings relevant to the program.  The University Librarian can prepare a customized narrative on the library resources and services available to support students and faculty in the proposed program.  Present additional holdings in the possession of the department and college that are available to students in the program.  Itemize the resources to be procured and an estimated cost.
	Identify any sources of program design guidance such as professional guidelines, best practices documents, and/or other model curricula consulted.  Identify other sources of program design ideas such as advisory boards, corporate clients, consultants, or key program constituencies.
B.	Deleting Programs
To initiate the deletion of a current program, use the normal curriculum modification procedure indicating program deletion for consideration by the UCC’s Strategic Review. .  Following the UCC’s approval of the program’s deletion, the PFM must complete the online process to document the deletion.  No OHE forms are required for program deletion.  Courses supporting a deleted program are not automatically deleted as part of this action.  Course deletions must be submitted separately using the procedures described in Section 8.
C.	Changes to Existing Programs
While preparing proposed changes to existing programs, the PFM should consult:
	1.	Those responsible for compliance with agency accreditation standards (if applicable); and
	2.	The accreditation officer regarding ancillary documentation required for changes that require concurrence by OHE or other regulatory agencies.

[bookmark: _Toc505087097]3.2.2	College-Level Review Mechanisms

College-level committee review is not required by the University-wide procedures.  The use of a college-level faculty committee required by agency accreditation or for other purposes is left to the discretion of the college.  The dean is expected to manage such review processes independent of the standard University procedures.  Guidance for a college-level committee is to be included in the bylaws for the College or in other college-specific governance documents as appropriate.

It is not necessary to represent the judgment of college-level committees in the documentation required by the UCC.

[bookmark: _Toc505087098]3.2.3	Academic College Deans

1. Purpose/Role:
The office of the academic dean serves as the principal locus of document preparation and quality assurance in the curriculum development process.  All curriculum actions, regardless of their complexity or their review process through the university-level procedures, must be confirmed and approved by the custodial dean (or designee).  The office of the dean is expected to work with the proposing faculty, the custodial department(s), other academic units affected by the proposal, and relevant staff and officers to assure that the documentation is complete and accurate.  The dean is responsible for assembling and affirming the accuracy of documentation regarding: budget analysis, market analysis, assessment plans, resolution of internal conflict, conformance with prevailing accreditation requirements, and consistency with the conditions of prior feasibility reviews conducted by the UCC.

The Deans review the proposals to ensure that they are academically and financially appropriate for the College.  The dean is responsible for providing accurate and complete information to support impact analyses as required, including faculty/staff, capital and facilities, and operating expenses.  While the PFM and/or department chair should consult with the dean as the proposal is prepared initially, the dean’s approval assures that the proposal presents accurate and complete information on market and demand analysis, enrollment projections, assessment processes, and other elements regarding projections for program operation.  Guidelines provided by the University Curriculum Committee should be referenced in the review of the proposal by the dean (see Section 10).  The proposal must display the financial analyses in the format required by the University Curriculum Committee’s guidelines.

For programs jointly sponsored by two or more departments in a college, the dean should ensure that the contributing departments are properly supportive of, and have been appropriately involved in, the proposal.  For programs jointly sponsored by two or more colleges, all involved deans should conduct due diligence review and indicate their support of the proposal.  It is understood that a program will reside principally in one college, and that custodial dean’s approval must be attached to the proposal.  It is the custodial dean’s responsibility to document the approval of cooperating deans, and to assure the integrity of the proposal before the document leaves the college en route to University-level review.

2. Actions:
The dean may take the following actions with a curriculum proposal:
	a.	Remand:	The proposal may be returned to the proposing department with comment.  A proposal that has been returned to the department may be resubmitted, reflecting the department’s concurrence with changes.  
	b.	Amend:	Limited changes may be made by the dean during this review, provided that the department chair (or the PFM assigned to act on the department’s behalf) concurs.  The proposal may be approved as amended without further reconsideration, but substantive changes that might reasonably have affected the evaluation of the proposal by the department should be reconsidered by the department (refer to 1.15).
	c.	Approve:	The proposal is approved by the dean.

3. Communication of Action:
The Dean passes approved applications to the Chair of the University Curriculum Committee.  The dean will inform the PFM and proposing department of the approval.
[bookmark: _Toc505087099]3.2.4	University Curriculum Committee (UCC) (Faculty Handbook Sections 4.3.1, 4.3.2)

1. Purpose/Role:
The University Curriculum Committee (UCC) uses a deliberative process to review all applications relating to new programs, deleted programs, and changes to existing programs.  The UCC has responsibility for maintaining the University’s compliance with the OHE general education requirements.  These are maintained through the UNH Core Curriculum, under the oversight of the UCC’s Core Curriculum Subcommittee.

a.	Strategic Curriculum Planning
The University Curriculum Committee conducts strategic review of existing curricula and considers the feasibility and appropriateness of new, substantively modified, and potentially discontinued programs.  The UCC will consider curriculum content, market conditions, financial impact, faculty needs, and other things in the review of proposed new and changed curricula.  All new or substantially modified programs must undergo review by the full UCC.

i.	Preliminary proposals for new or strategically modified programs may be submitted to the Program Design Forum sponsored by the UCC.  Forum meetings will be held at least twice per semester, the agenda announced by the UCC.  Ideas may be submitted by faculty, by the UCC, by Enrollment Management representatives, or others.  Typically, a brief 1-2-page precis is adequate documentation for the Design Forum.  The Chair of the UCC will receive such proposals for the Design Forum.  Opinions gathered through the Design Forum should be included in proposals for strategic review by the UCC.

ii.	The UCC will review proposals for new programs, strategically modified programs, and program deletions.  Such first-level review by the UCC is required, before submitting a proposal for formal consideration.  A first-level proposal is a brief overview of the program, offering preliminary information about the rationale, potential market, anticipated financial impact, needs for personnel and other resources, and relation to the university and college missions and strategies.  Typically, a 3-5-page overview prepared by the PFM is adequate.  Such proposals are submitted by the PFM to the Chair of the UCC, to be included on the UCC agenda.  The UCC may consider ideas for new programming that originate elsewhere, including from the UCC itself.

iii.	The UCC will solicit market information from the VP of Enrollment Management to supplement that provided by the PFM and may request additional resource information from the custodial dean.  When the UCC deems that enough information exists to support a decision, the following actions are possible:

a. Approve for formal proposal.  The UCC may “green-light” the proposal for preparation as a full proposal for consideration by the UCC’s normal approval apparatus, described below.  The UCC may indicate suggested revisions and/or conditions for subsequent strategic review or approval.
b. Disapproval of proposal.  The UCC may “red-light” the proposal, indicating that the idea will not be considered.
c. Delay of proposal.  The UCC may “yellow-light” the proposal, delaying its consideration until a later time or as circumstances change.  No formal proposal will be received for review.

Proposals that are approved (“green-lighted”) for formal consideration are then to be prepared by the PFM for submission through the normal review approval process described in the following sections.


b.	Normal Program Review
The Chair of the UCC, in collaboration with the Associate Provost, upon receipt of a given proposal, will determine whether the item requires review by the UCC or alternatively may be posted to the Consent Calendar without committee review.  Consent Calendar items will be posted for a minimum of two weeks to allow for faculty to express any concerns to the Chair.  If concerns are raised, the item will be removed from the Consent Calendar and added to the agenda of the next meeting of the appropriate UCC subcommittee.
 
2. Evaluative Process:
The UCC will announce to the faculty descriptions of all proposed changes to the curriculum at least one week prior to a meeting scheduled to consider them.

The UCC will invite to their meetings the PFM or other representative of the department(s) making any application and their custodial dean(s), as well as the chair (or designee) of any department that has expressed concerns or disagreement and their custodial dean(s).

The UCCs examine the following elements and issues regarding a proposal:

· Are all necessary forms completed appropriately, and are all required attachments included?

· Is the proposed program appropriately housed? At a minimum the department should have the competence to manage the program and sufficient expertise in the program’s technical subject area.

· Is the proposed program in accordance with the University and college mission and strategy?

· Is the General Education “Core Curriculum” satisfied by the (undergraduate) program?

· Is the proposed program academically sound, assuming the funding of adequate faculty and other resources identified in the proposal?  In judging soundness, the UCC should establish that there are adequate numbers of credits in the Major Requirements, and a distribution of courses at lower and upper divisions (e.g., 1000-2000 level vs. 3000-4000 level) that is appropriate to the degree level and character of the program (for example, roughly half the major requirements for a bachelor’s program should be at or above 300-level).

· Are program objectives presented clearly and appropriately?

· Are assessment mechanisms designed appropriately for the program and its courses, as reflected in its CCAP assessment plan?

· Are all necessary OHE documents appropriately drafted?

· Is the proposed program in conflict with any program, departmental, or other interest at the University?  If so, are the conflicts resolved?  Have other affected departments been consulted as required and offered the opportunity to comment?

· Has the proposal been evaluated for its impact on enrollment, resource needs, and budget?(see Section 5)

3. Actions:
The UCC subcommittees may take the following actions regarding a program proposal:
	a.	Remand:	The proposal is not approved, but is returned to the custodial dean with comment.  The proposal may be resubmitted to the UCC, noting changes made since the original proposal.  custodial department and dean.
	b.	Amend:	Changes may be made to the proposal during consideration by the UCC, provided that the PFM is in attendance and approves of the changes.  (Substantive changes should result in a decision to “remand” so that departmental and decanal concurrence is assured—refer to 1.15.)  The proposal may be approved in its amended form without need for resubmission.
	c.	Approve:	The proposal is approved by the UCC.

4. Communication of Actions:
The UCCs communicate ‘remand’ and ‘amend’ actions to the PFM, chair of proposing department, and college dean.  Approved proposals are forwarded to the Registrar by the Associate Provost (for normal review actions) or to the Provost (for new programs or significant strategic changes following the strategic review process).
[bookmark: _Toc505087100]3.2.5	Faculty Senate (See Faculty Handbook Section 4.1)

1. Purpose/Role:

The Faculty Senate has delegated its curriculum oversight responsibilities to the University Curriculum Committee, but remains available as a forum for discussion and review of actions taken by the UCC.  Senate review is not a routine part of the curriculum management procedures.  

2. Evaluative Process:
Curricular issues to be considered by the Senate will be announced to the faculty as part of its agenda for regularly scheduled meetings.  The PFM for any specific curriculum action of concern will be invited to respond to questions; the custodial dean, Associate Provost, and the Chair of the UCC should also be invited.  If the PFM or other suitable representative cannot attend, and if concerns are raised about a proposal, the Senate may choose to delay consideration of the proposal, at its discretion.

3. Actions:
The Faculty Senate will express any concerns to the Chair of the UCC for consideration by the UCC.

[bookmark: _Toc505087101]3.2.6	Office of the Provost

1. Purpose/Role:
Upon receipt of program proposals from the UCC, the Provost reviews proposals for new programs and for significant strategic program modifications.  The Provost’s review of such proposals is comprehensive, taking into account considerations of (among other things) academic quality, market viability, availability of resources, strategic relevance, and impact of the program on other units, programs, and resources  Provost approval indicates that the University is prepared to begin the program or initiate changes to a program.  The Provost also reviews receives proposals for deletions of programs, and evaluates these proposals according to similar criteria.

2. Evaluative Process:
The Provost may request additional information from the PFM and/or the dean, the UCC,, and others as necessary, to confirm that the proposed program or changes to existing programs are sound.

3.	Actions:
The Provost or Associate Provost may take the following actions:
	a.	Remand:	The proposal is returned to the UCC with comment, and may be resubmitted with modifications retracing the original process.
	b.	Amend:	Except for minor, nonsubstantive changes (e.g., typos), the PFM and UCC Chair should be consulted regarding suggested amendments.  Substantive changes (see 1.15) should suggest that the alternative action of “Remand” be considered instead.  The modified proposal may be approved without need for resubmission.  Amendments should be reported to the UCC.
	c.	Disapprove:	The Provost may reject the program or program change/deletion proposal or may elect to delay decision.  Reasons for this action should be communicated to the UCC, the PFM, and others as needed.
	d.	Approve:	The proposal is approved by the Provost.  Notice of approval must indicate when changes or deletions will take effect or when a new program may be launched.

4.	Communication of Actions:
Decisions to amend, remand, or disapprove should be reported by the Provost or Associate Provost as indicated above, noting the effective date for the initiation of or change to a program (typically the beginning of the academic year following approval by the Office of the Provost).  Approvals are to be reported, along with suitable support documentation, to the following:
	a.	PFM
	b.	Chair of proposing Department
	c.	Academic Dean
	d.	Registrar
	e.	Accreditation Officer
	f.	Faculty Senate

Upon notification, the Registrar guides the recording of the program in the University’s systems and coordinates the notification of others, including the webmaster, catalog coordinator, librarian, and Admissions representatives.
[bookmark: _Toc505087102]3.2.7	Registrar

1.	Purpose/Role:
The registrar has responsibility for ensuring that program creations, deletions, and changes are accurately reflected in our administrative systems, and that the catalog accurately reflects the programs as approved.  The Registrar maintains the Authoritative Program Description for approved programs.
[bookmark: _Toc505087103]3.2.8	Other Staff

The Accreditation Officer will advise the PFM, Department, Dean, Registrar, and Admissions officers when recruitment and advertising are permissible.  The Provost will notify the University Librarian if additional purchases such as print materials, e-books, commercial databases, or media, will be necessary to support the program.  The creation and deletion of programs, and certain substantive changes to programs, require additional external approvals before the changes can be implemented.  For example, a new program cannot be advertised or posted to the website, nor can financial aid be awarded, until proper licensure has been secured from the State of Connecticut Office of Higher Education.  Certain program concentrations, minors, online programs, offerings at branch or satellite locations, and certificates also require OHE approval.  (These additional constraints are discussed below.)

[bookmark: _Toc505087104]3.3	Special Procedures for Modification of the Core Curriculum

The general conceptual structure and content of the Core Curriculum and its written representation are changed only with the approval of the Faculty Senate following the procedure described in 3.3.1.  However, the routine administration of the Core is the responsibility of the Core Curriculum Subcommittee of the University Curriculum Committee.  The following procedure applies to the modification of the Core Curriculum’s fundamental purpose, structure, philosophy, dimensions, or competencies.  Related policy and procedure for approvals of new Core courses, inclusion of existing courses, and for approvals of Honors Program courses are found in Sections 8.2, 7.13, and 4.3.3; such changes do not constitute a modification to the Core Curriculum under this policy.

3.3.1	Modifying the Core Curriculum Plan

The procedure for restructuring of the Core Curriculum (CC) is as follows:

1.	Deliberation of proposed changes by the Core Curriculum Subcommittee of the UCC.  Proposals for modification of the CC may originate in the UCC or be submitted to the UCC by individual faculty, faculty committees, or by the administration.
2.	Circulation by the UCC of a draft proposal to all faculty, with an invitation to comment, allowing at least three weeks to do so.
3.	Consideration by the UCC of comments received, and preparation of a subsequent proposal.  If subsequent proposal(s) vary substantially from earlier proposals, they may be circulated again to the faculty for comment, at the discretion of the UCC.  The finalized version of the proposal to be submitted for further review should include details of a transition plan, as necessary, for implementation of the new CC design.
4.	Vote on the proposed revision by the combined Core Curriculum and Undergraduate subcommittees of the UCC.  A proposal that is supported by the UCC will be forwarded to the Faculty Senate for review.
[bookmark: _Toc505087105]5.	Approval by the Faculty Senate will result in submission of the proposal with its endorsement to the Provost.  Alternatively, the Senate may return the proposal to the UCC with comment.


4.	Constraints on Programs–NEASC-OHE-UNH-Professional

There are many different explicit constraints set by many different constraining bodies.  Some, such as those of NEASC and OHE, apply to all programs; some such as the UNH general education “Core Curriculum” apply to a large subset of UNH programs; and some, such as professional accreditations, apply to only a small set of programs or even just one program.

The following subsections describe the major constraints applying to large groups of UNH programs.  Departments should be aware of all other constraints that apply to their programs, notably those imposed by their professional accreditation authorities.
[bookmark: _Toc505087106]4.1	NEASC Constraints

i. The “Standards.”  The accreditation standards for NEASC’s Commission on Institutions for Higher Education (CIHE) apply generally to all UNH systems and curricula.  A number of additional policies are enforced by NEASC in addition to the Standards.  These are available on the NEASC website (https://cihe.neasc.org/) and from the accreditation officer.
ii. On-Line Programs.  While the University’s regional accreditation applies to all degree programs and other approved credentials, NEASC does not generalize this endorsement to on-line programs.  Separate approval must be sought for on-line programs, and can be sought only after the specific approval for on-line programs has been secured from OHE.  The definition of on-line programs used by NEASC is the same as that used by OHE.
iii. Overseas Programs.  While domestic off-campus sites are subsumed under our normal accreditation, NEASC reserves the right to accredit and review off-site locations.  Of particular interest are those operating outside the USA.  Specific endorsement is required from NEASC for programs for which at least 50% of the courses are available outside the USA.

[bookmark: _Toc505087107]4.2	OHE Constraints

· Separate Licensure for Degree Levels (“nested programs”).  The OHE separately licenses and accredits all programs at the levels of doctorates, masters, bachelors, associates, and those minors, concentrations, and certificates that exceed certain credit thresholds.  Note that the OHE requires separate approval for shorter programs even when a more substantial program in the same content area is already approved.  Thus an approved PhD program does not automatically entitle the University to offer a Masters, or even a Certificate, in that content area without separate approval.

· Minimum Credit Requirements for Degrees.  The OHE requires that associate’s degrees comprise at least 60 credits, bachelor’s degrees at least 120 credits, and master’s degrees at least 30 credits.  (Requirements for doctoral degrees are not stated in terms of “minimum credits.”  Consult the Accreditation Officer for assistance in interpreting OHE guidelines for doctoral degrees.)

· General Education (“Gen. Ed.”).  The OHE requires one third or more of the credits in an undergraduate degree to be General Education courses.  The UNH “Core Curriculum” is designed to satisfy this requirement.  Therefore, all programs that satisfy the UNH core requirements can be assumed also to meet this OHE requirement.  In addition to basic disciplinary requirements, bachelors’ degrees require 40 credits and associates’ degrees require 20 credits.  (For a description of the UNH Gen. Ed. core, see Appendix C.)

· Required Program/Major Requirements.  At least one-quarter of an undergraduate degree program must comprise “major requirements” in the area in which the degree is granted.  These “major requirements” may include concentration or emphasis areas.  For a bachelor’s degree, this translates into 30 credits; and for an associate’s degree, 15 credits, even when the total credits required for the program exceed 120 (or 60 for an associate’s).  It is permissible for one program to offer multiple concentrations.

· Clear Identification of GenEd, Major, Elective Courses.  Given the explicit minimum requirements regarding program content, all OHE applications and UNH worksheets must clearly delineate those courses UNH deems to contribute to “core curriculum” requirements, to a program’s major requirements, and to elective and other requirements (see 11.1).

· Curricular Actions Requiring OHE Approval.  While many programmatic initiatives obviously require OHE licensure (e.g., new programs, new sites), many approval requirements are not obvious.  It is always advisable to consult with the Accreditation Officer prior to planning curricular actions so as to anticipate later OHE requirements.  The following is a nonexhaustive list of examples of actions requiring OHE approval:
· Any change to the title of a degree program or separately licensed concentration, minor, or certificate.
· Any change to the emphasis of a program that warrants a change to its CIP code.
· Any new off-campus site in Connecticut that is not part of the West Haven main campus location.
· Substantive change in the content of a degree program that in the aggregate affects at least one-third of the program.
· The offering of minors in excess of 18 credits; freestanding undergraduate certificates in excess of 15 credits; undergraduate option/concentration or certificate in excess of 30 credits falling within a previously approved program; graduate certificates in excess of 12 credits.
· Offering an online version of a new or previously licensed program, or offering more than 50% of a program on-line.  (Here, the rule of thumb is “more than half of the total credit requirements for a degree program”.)
· Degrees may not be awarded without degree accreditation.  (See Appendix A.)

Termination of Inactive Programs.  A program is deemed to have become inactive when it has not been offered, or there have been no declared majors, for at least one academic year.  It is expected that inactive programs will be reported as deleted to OHE.  It is further expected that students remaining in a program that has been designated for deletion will be provided with the opportunity to finish their program, and that the program will be reported as “Phasing Out” during this transition period.  During phase-out, new students may not be matriculated, and advertisement of the program must cease.  This policy applies to any separately licensed program, including certificates, concentrations, and associate’s degrees.
[bookmark: _Toc505087108]4.3	UNH Constraints

Special Note on the Role of the School of Record Faculty Committee

The Faculty Handbook (4.4.17) describes the role of the School of Record Faculty Committee (SoRFC).  This committee represents the faculty regarding approvals of courses offered by Cultural Experiences Abroad (“CEA”).  The committee serves no role in the approval of UNH programs offered for academic credit by the academic colleges.  Its approvals are communicated to the University Curriculum Committee for informational purposes.

Outcomes Assessment

All curricular proposals should be presented in a way that guides and facilitates assessment of learning outcomes.  Methods and standards for assessment evolve continually, and guidance should be sought from documentation provided by the University Assessment Committee and elsewhere.

4.3.1	Constraints of UNH General Education Core Curriculum on an Undergraduate Major

The documented description of the policy as approved by the faculty and Provost in 2017 is attached here as Appendix C for general guidance.  Specific guidance on the current status of the Core Curriculum should be sought from the UUCC.  The Core as of 2017-18 introduces the following constraints.  (The procedures for applying for approval of changes to Core Curriculum elements through the UCC are found in Sections 3.3, 7.13, 8.2.)

· Bachelor’s degree programs must include 40 or more credit hours of general education core courses.  These are taken from among the nine categories described in Appendix C, and distributed according to the plan described therein.
· Associate’s degree programs must include at least 20 credits of general education core courses, the distribution of which follows the plan described in Appendix C.
· No core curriculum requirements apply to graduate degrees or to either graduate or undergraduate certificate programs.
· A student may not use a single core course to satisfy more than one category of the Core.
· Specific approval by the UUCC is required for instances where a Major Requirement course may be used to satisfy a Core requirement (see 11.1).  Generally, such instances will be very rare.  This policy is consistent with OHE Regulations and practices with regard to evaluation of general education requirements.
· Programs may not limit Core Curriculum choices without the approval of the UCC.

[bookmark: _Toc505087109]Professional Accreditation Agency Constraints
[bookmark: _Toc505087110]Those programs that are accredited by professional accreditation bodies must seek guidance from those bodies on the particular constraints they introduce.  Such guidance must be sought before crafting a program proposal, and relevant constraints imposed by the professional agency must be described in the proposal itself.  Assistance from the dean’s office is also recommended.


5.	Special Directions on Financial Data, Resources, and Faculty Lists Supporting Program Proposals


A general procedural description of the analysis of budget and resources by the custodial dean is given at Section 3.2.5.

[bookmark: _Toc505087111]5.1	Proposals Requiring Budget & Finance Analysis

The custodial dean is required to report the budgetary and resource impact of proposals.  The proposal must present either the dean’s confirmation that budgetary impact is not material or must present an analysis of the expected impact.  A detailed analysis is required for new programs, significant strategic program modifications, program deletions, and new courses for which atypical resource requirements are anticipated.  For this purpose, “material impact” is defined as exceeding $5000 including new capital costs, library resources, space, equipment, and personnel.
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Appendix F presents general guidance for the preparation of budget information for new or significantly modified programs and a financial worksheet on which to present budget impact estimates.  This worksheet may be accompanied by narrative explanation of the data included on the worksheet and of additional considerations that are not directly addressed by the worksheet.

All resource reviews accompanying proposals for new or substantially modified programs, regardless of their purpose and format of presentation, must address the key elements of (but not limited to):
· Estimated new revenues, including tuition, fees, grants, and other sources;
· Estimated new costs, including direct (personnel, capital, non-capitalized, equipment, library, other instructional), any other anticipated ancillary costs, and indirect costs; and
· Net costs/revenues.

Unless requested otherwise by the UCC, all figures should be annualized data, consistent with the format adopted by the Connecticut Office of Higher Education’s “Resource Summary” (consult the Accreditation Officer for the current format, and consult with the UCCB&F Committee chair for other requirements concerning the format of proposals).





5.2.1	Deans’ Responsibility for Budget Data

[bookmark: _Toc505087113]While PFMs and department chairs may guide the preparation of proposals for UCC review, the final document for UCC evaluation must be first reviewed and approved by the custodial dean for the program.  It is the dean’s responsibility to assure that budget information is as accurate as possible.


Part II	Courses
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6.1	Catalogs.  The University’s catalogs advertise the latest version of all courses and programs, and present the most up-to-date academic policies, faculty and personnel lists, and other information about the University at the time of their publication.  The catalogs may vary from the Authoritative Program Descriptions and Course Inventory to the extent that changes have been approved since the latest publication of the catalogs.  Beginning with the 2008-10 catalog, catalogs are web-based and periodic updates are published with a vintage indicator.

6.2	The Course Inventory.  The course inventory comprises all properly approved UNH courses offered for academic credit.  The Registrar maintains the Course Inventory including any changes that have been approved by the Provost.  These approved courses are listed in the undergraduate and graduate catalogs in the alphabetical order of the course prefix.  This list, as modified by all official changes that have occurred since publication, constitutes the authoritative list of courses at UNH.  Any other publication of courses offered at UNH (e.g., in bragsheets, Catalogs, on webpages) must be consistent with the official Course Inventory.

6.3	Course Name and Identifier.  Each approved course has a unique alphanumeric code and a single formal name.  The 4-character letter identifier serves to associate the course with a specific content area (e.g., “BIOL” for “Biology”), and these content areas are in turn associated with the academic department responsible for its management (e.g., both “MARN” and “BIOL” are associated with the Biology Department).  The number implies the level to which the course is most appropriate (e.g., 3000-level courses are typically intended for juniors).  The course title assigned to the course during its initial approval must be the title used in all representations of the course thereafter, until/unless it is changed through the Section 8 procedures.

6.4	Credit vs. Non-credit courses.  Only those courses that already have been approved through the mechanisms described in Section 8 may be taught for academic credit.  Such approved courses have course numbers; are listed in the catalog or are set to be listed in the next catalog; and conform to the content, contact time, and assessment characteristics required for academic credit.  (See below for information on “Independent Study” and “Special Topics” courses, the content of which is understood to vary considerably.)  Courses that are not intended to be offered for credit need not be submitted for approval, and must be clearly advertised as non-credit offerings.  Non-credit courses may not be taken by matriculated students as part of their academic programs.  Non-credit courses may be offered to the general public, but arrangements to teach them must be made with the academic dean, and with those staff offices that coordinate such offerings.

6.5	The Department.  Courses are designed and subsequently maintained by academic departments, divisions, or course oversight committees housed within the academic Colleges.  While the departments may consult with other faculty and involve others in assessments of and changes to courses, or be asked to do so by their deans, such proposals must originate in the department to which the course is associated.  Membership of a department includes those full-time faculty with assigned voting rights in the department as defined in the college bylaws.  Because a course is maintained by a single department, each course is overseen by a single academic dean.  For the purposes of course administration, the definition of the ‘department’ overseeing the course may be established by the college bylaws or the dean if not addressed in the college bylaws.  Regarding the oversight of cross-listed courses, refer to Section 7.8.  For actions regarding University (“UNIV”) courses, refer to Section 7.14.

6.6	Independent Study.  Both at the graduate and undergraduate levels, a course may be titled “Independent Study.”  Such a course is intended to award academic credit for a substantive project, an experiential learning exercise, or program of exploration wherein the student works closely with a faculty member.  (See Section 7 below for relevant policy.)

6.7	Internships, Practica, Co-ops, Field Experience, and Academic Service Learning.  Formal definitions of these educational options are in development, subject to endorsement by faculty governance.  Certain of these experiences are subject to processes for certification as experiential education.  Consult with the Office of the Provost for guidance on the design of such courses and necessary processes for their approval.  See Section 7.15 and Appendix G for policy and procedure for the development and approval of Academic Service Learning (“ASL”) courses.

6.8	Major Requirements.  Those courses required by a given degree or certificate program.  Such courses include those mandated by a College core curriculum, those required of all students in a given major (the “Major Core”) including restricted electives, and those required by students in a given concentration within a major.  Major Requirements also include those courses that simultaneously are used to satisfy Core Curriculum requirements.  (See Section 11.1 for guidance on counting and allocating credits.)  Major requirements for baccalaureate and master’s degrees must comprise at least 30 credits; for associate’s degrees, at least 15 credits of major requirements.

6.9	Proposing Faculty Member (“PFM”):  The individual principally responsible for preparing a proposal for course creation or change, and representing the proposal on behalf of the department as it is considered by faculty committees.  This individual may be any faculty member sufficiently familiar with the proposal to represent it during review.  The PFM is assigned this role by the department chair or, in the case that a course does not reside in a single department, by the dean.

6.10	Special Topics.  Both at the graduate and undergraduate levels, a course may be titled “Special Topics.”  Such a course is published in the course schedule, together with an appropriate subtitle that clearly identifies the special topic to be addressed in the course.  Such unique offerings need not be approved through the mechanisms described in Section 8.  (See Section 7 below for relevant policy.)

6.11	Interdisciplinary Program Courses.  Both at the graduate and undergraduate levels, the Interdisciplinary Oversight Committee for a program is responsible for determining whether any courses are required that do not rightfully belong to an established department in the custodial college or elsewhere, and whether prefixes assigned to such courses are to be associated with an existing department.

[bookmark: _Toc505087115]7.	Curriculum Management Policies Relating to Courses

7.1	Contact Hours.  The expectation is that for each academic credit awarded, there will be at least 750 contact minutes over the term (50 min/week x 15 weeks, including exams), or 37.5 contact hours (2250 minutes) for a typical 3-credit course; further, that roughly twice this time is spent on related activities outside of class.  Significant deviation from these norms must be justified on the basis of demonstrable learning outcomes as presented in course syllabi, and giving due consideration to nature of the student’s total course experience and activity.

7.2	Course Numbering.  The course numbering gives a rough indication of the level of expectation placed on the student, 1000-level courses being introductory, accessible to freshmen, and requiring minimal college level pre-requisites.  Similarly, 2000-level courses are appropriate for sophomores, and 3000/4000-level courses are appropriate for juniors and seniors, respectively.  The 5000-level numbers are for remedial or foundational graduate courses.  Master’s level courses are listed as 6000-level courses, and 7000-level for doctoral courses.  Typically, prerequisite courses will be assigned course numbers that are lower than those for the courses for which they are prerequired.

7.3	Special Topics.  A novel collection of material can be run as a pre-existing “special topics” course, using the approved special topics course number and name.  It is common for courses being designed for formal approval to be run on an experimental basis first as Special Topics courses.  Such a new course can only be run as a “special topics” course on two occasions before it must either be discontinued or be approved as a course in its own right with its unique name and number, and formally added to the Course Inventory.

	7.3.1	Special Topics courses may be offered in all content areas with established prefixes.  If not already listed in the course inventory, the department need only request that the Registrar select an appropriate number to create the course.

	7.3.2	All Special Topics courses submitted for publication in the course schedule should be accompanied by a standard catalog-style course description suitable for inclusion in the published course schedule prior to early registration.  The description should note any temporary Core Curriculum eligibility, if relevant.  It is the responsibility of the custodial dean’s office to insure that the course descriptions are provided with the schedule when the schedule is forwarded to the Registrar.

7.4	Independent Study.  Any department may establish an Independent Study course, typically designated as “4599” (or “6695/6696” for graduate) with the appropriate content area prefix.  As implied by the course number, enrollment in Independent Study is normally limited to advanced students.  Limits apply (see 12.5) to the number of times a student is permitted to take Independent Study courses—thus, care should be taken not to misuse this course where Special Topics courses or other experiential courses (such as research, internship, practicum) are better suited.

	7.4.1	Independent Study courses may be offered in all content areas with established prefixes.  If not already listed in the course inventory, the department need only request that the Registrar select an appropriate number (typically “4599” or “6695/6696”) to create the course.

7.5	On-Line and Hybrid Courses.  A course is considered to be:
· a “web-enhanced” course when less than 50% of instruction is delivered online (though there are no limits to the amount of course resources that can be made available through an online medium);
· a “hybrid” course when 50-80% of the instruction (measured in contact hours) is online;
· “online with on-ground requirements” when 80-99% of instruction is delivered online, but students are required to attend campus or other specified locations to complete proctored exams, practica, labs, or other work specified as a requirement at the time of registration;
· an “online” course when 100% of the instruction is delivered online as opposed to through in-class meetings.

Refer to Appendix M, the procedural guide for online learning.  The chair of the offering department is authorized to approve the offering of an online version of an existing course and to instruct the Registrar to schedule the course as online, provided that the chair has confirmed that the online section of the course conforms to these fundamental standards, as confirmed by the Director of e-Learning:
	1.	Articulation of intended learning outcomes for the course;
2.	Assignments that appropriately require student effort in writing, calculation, and creation of other work products germane to the discipline;
3.	Assessments address intended learning outcomes (instructors should provide feedback to students);
4.	Assessment of course effectiveness is at least equivalent to that used for on-campus courses.  Course assessments are designed so as to contribute to program assessments in the same way as on-campus courses and allow for on-campus vs. online comparison if necessary.  The outcomes being assessed for on-campus courses (campus-wide or college/professional dimensions) must be addressed for the online delivery as well.
This approval is to ensure that standards adopted by the faculty are not compromised by the course being offered online.  Hybrid courses are treated identically to fully online courses under this policy.

7.6	Accelerated, Cohort, and Weekend Offerings.  Existing courses may be offered in accelerated format (including weekend scheduling and cohort formats) without approval through the mechanisms described in Section 8.  Decisions to offer courses in these formats to service accelerated and cohort programs are made by the department in consultation with the academic dean and the staff offices that coordinate the logistics for these programs.  Newly created courses designed for these programs must be approved through the Section 8 process.  The same standards for contact time, academic quality, and assessment apply to these offerings as to those offered through our usual semester schedules and program designs.

7.7	Cross-Listing of Courses—Graduate and Undergraduate.  Where a very similar course is offered at both the undergraduate and graduate levels then two separate but cross-listed courses exist, one in each of the two catalogs.  A single offering of a course can be delivered to a mixture of students taking it for either undergraduate or graduate credit, but the expectations placed on the graduate students will be higher.  Cross-listed courses must be approved by both the UCC-Graduate UCC-Undergraduate Subcommittees.  The differences in expectations for graduate students for workload and assignments must be stated in the course proposal and course syllabus form, including acknowledgment of the two different grading schemes.

7.8	Cross-Listing of Courses—Two Departments.  It is permissible for a course to be cross-listed between two or more departments who offer virtually identical material.  Such courses are maintained collaboratively by the departments involved, and proposals to create, change, or delete such courses or to effect a cross-listing of an existing course must be submitted simultaneously by all departments involved.  The departments also determine whether courses developed to support interdisciplinary programs require cross-listing in order to best serve single-discipline majors.

7.9	Course Syllabus and Outline.  Following the approval of a course, the offering department must monitor conformance of the course as offered to the official course syllabus—the Authoritative Course Description—presenting the key elements of the course including course number, title, co/prerequisites, grading scheme, catalog description, topic areas to be addressed in the course, and the learning objectives and/or competencies expected to result from successful study in the course.  These syllabi—as documented on the standardized course syllabus template as directed in the User’s Manual found in Appendix B—may be requested by students, other departments, administrative staff, accrediting agency representatives, registrars at other institutions, and others at any time, and so must be kept current and accessible.  Changes to the key elements of a course as described above should be documented on a revised Syllabus form following the Section 8 procedures.  The “course outline” as distributed in given sections of the course may vary somewhat from the syllabus as permitted by academic freedom, instructor style and preferences, and by changes in the discipline.  However, every offering of the course must at a minimum teach the material identified in the official syllabus.  Significant departure of course outlines presented to students from the syllabus should be an indication that the course syllabus requires updating via submission through the course change process.  Course outlines also include various college and University policy statements; as these policy requirements change from time to time, academic deans are expected to provide templates for faculty that include such required material.

7.10	Deletion of Obsolete Courses.  Courses that have not been offered for at least 2 years, and for which there is no compelling reason to retain, should be formally deleted by the department using the mechanism described in Section 8.  Periodically, the Registrar will produce listings of inactive courses for review by the offering departments and by the UCCs.  Note that the deletion of programs does not automatically result in deletion of courses used by those programs.  Separate actions to delete its courses should accompany program deletions if all need for the courses will cease with the closing of the program.

7.11	Policing and Managing Catalog and Web Copy for Courses.  Offering departments share the responsibility to actively monitor catalog and web copy describing their programs and courses.  New and revised catalog copy is required by Section 3 (programs) and Section 8 (courses) proposals, and should be included automatically in subsequent revisions; the department must support the Registrar, however, in assuring that proper content is published.  The Registrar are responsible for overseeing changes to print and web-based catalog copy that is included with the Authoritative Course Descriptions.

The UCC retains responsibility for oversight of those parts of the university catalogs that relate to curricular issues.

7.12	Assessment Requirements.  Assessment of learning outcomes is a campus-wide responsibility, shared by departments, faculty governance committees, and administrative staff.  As required by procedures established by departments themselves and by other academic authorities, the learning objectives for courses must be articulated on the course syllabus, and mechanisms for their assessment explicated.  (Refer to Appendix E.)

7.13	Approval of Honors Program courses.  Courses offered by the Honors Program are approved and scheduled by the Director of the Honors Program following approval by the Honors Program Committee and consultation with the deans whose faculty are to teach the course.  Honors courses are proposed to the Honors Program Committee by offering faculty, following a format and procedure determined by the Committee, as fulfilling one or more of the categories of the Core Curriculum.  The Director will submit the approved course proposals to the chair of the UCC-Core Subcommittee for its approval as “core” courses for Honors Program students.  Those seeking to propose courses for inclusion in the Honors Program should consult with the Director of the Honors Program early in the process to determine the format of the proposal.

7.14.	Approvals for “UNIV” Courses.  In the sequence of approvals detailed in Section 8, special procedures are required for these courses not associated with specific departments.  In these cases, the oversight committees (e.g., the Student Development Course Oversight Committee) will serve the role of “department.”   In the absence of such a designated oversight committee, the appropriate University Curriculum Subcommittee shall serve the role of “department.”  The Associate Provost will serve the role of the academic dean.  Otherwise, the remaining course approval procedures are unchanged.  There is no College Curriculum Committee review for UNIV courses.  The remaining sequence of committee review (viz., University Curriculum Committee, Senate, Provost’s Office) remains unchanged.

7.15.	Approvals for Academic Service Learning (“ASL”) sections of existing courses.  Courses that appear in the Course Inventory may be offered using an Academic Service Learning (ASL) delivery method.  Approval to offer a section of a course and to designate that section as an ASL section is secured in advance of the course being listed as such in the schedule, following the procedure described in Appendix G.  The dean and chair for the offering department must approve of the offering; the faculty member must have completed the Service Learning Scholars training program; the ASL coordinator must be consulted by the faculty member in the design of the course outline; and the department chair must certify that the course section is then approved to be scheduled with the appropriate ASL designation.  The Registrar will notify the Faculty Senate office of course sections approved for ASL delivery.

7.16	Procedure for establishing and adjusting “Lab Fees.”  The initial proposal for a new course allows for the consideration of a required “laboratory fee”—a nominal amount charged to those enrolled in the course intended to offset unique costs associated with course delivery.  Clear justification for the fee should be included with the course proposal; however, the course proposal is evaluated on its academic merit and not on the presence or amount of the fee.  Subsequent changes to lab fees are requested through the department chair and academic college dean; it is not necessary to pursue such changes through the curriculum procedures described in Section 8.  The Provost retains ultimate authority to approve, disapprove, or adjust lab fees.

7.17	Course substitutions.  A course may be certified as a Core Curriculum course using the appropriate form found in Appendix B; such certifications can be made on a permanent or temporary basis.  Course substitutions for individual students may be made for individual students on a case-by-case basis, for either Core (see Section 8.2.3.5) or major requirements, using the form found in Appendix N.  Those substitutions that are intended to satisfy Core Curriculum requirements must be approved by the UCC-Core Subcommittee.  Substitutions for courses because of disabilities are addressed through the procedure found at Section 12.8.

7.18	[FORTHCOMING: Use of graduate credit to support “4+1” programs.  Will present policy, now in development, regarding G/UG double-dipping or other mechanisms for 4+1 programs.  Will refer to 7.2, 11.1.]


[bookmark: _Toc505087116]8.	Processes for Approving New Courses, Course Deletions, and Changes to Existing Courses
[bookmark: _7v6hanbmkj7f][bookmark: _Toc505087117]Introduction

The process of submitting proposals for creating, deleting, or modifying courses has three component steps, the first two being optional.  Many course changes are part of proposals for new, deleted, or modified programs.  Such changes must be bundled with their corresponding program proposals following the procedures presented in Section 3.  Course proposals that are not part of a program change can be reviewed and approved following a simpler and faster procedure.

1.	Consideration in the Curriculum Design Forum, sponsored by the University Curriculum Committee (UCC), is optional for courses, but is valuable for soliciting ideas, feedback, and support.  The purpose of the Design Forum is to provide opportunities for the faculty and administration to design the curriculum that the University seeks to deliver.  Input may include suggestions on ways to improve and refine the proposal or may surface issues that could hinder the proposal’s success.  Faculty may present ideas individually or in collaboration with others.  All faculty are welcome to attend.  The Forum sessions are intended to be creative, visionary, and collaborative.
2.	Proposals for a new course, deletion of a course, or for a substantial strategic change to a course may be considered as part of a Strategic Feasibility Review by the UCC; however, consideration of courses is normally in the context of the feasibility review for programs.
3.	Proposals that are granted permission for formal consideration as part of a program proposal, as well as all other course proposals that do not require strategic review, are submitted for formal compliance review by the UCC.  The review process is adaptive such that expedited and normal changes are subjected to more abbreviated procedures:
1.	Expedited changes (e.g., change of course title or prerequisites) follow an expedited review process requiring review by the custodial department, the office of the custodial dean, and review by the UCC.  The office of the dean must confirm that the proposed change is trivial in its effects on budget, strategy, and other units.  Normally, the item will be placed on the UCC’s Consent Calendar.  If concerns are raised and are not resolved, the item is moved to the UCC’s regular agenda; if no issues arise, the item is approved and forwarded to the Associate Provost and Registrar.  Submission of the change using the online process is required.
2.	Normal changes require the approval of the custodial department and custodial dean.  The office of the dean is responsible for confirming the proposed changes are appropriate and properly documented with regard to academic assessment, accreditation concerns, and resolution of potential conflicts arising for other units.  The Chair of the UCC will determine whether the proposed changes can be assigned to the Consent Calendar or must be considered on the regular agenda.  Changes approved by the UCC will be forwarded to the Associate Provost and Registrar.
3.	Strategic Changes are those that have been recommended for formal preparation and formal compliance review by the UCC during a preliminary program feasibility review; additionally, the UCC may refer proposals for strategic review that were initially submitted online through the normal review process.  In addition to the requirements for the normal reviews, the strategic review process considers market and budgetary issues and effects on other units that are deemed to be more significant.  The preparation of the necessary documentation remains the responsibility of the dean’s office, though the UCC will review the dean’s evaluation of the proposal.  Following approval by the UCC, course proposals will be forwarded to the Provost or Associate Provost as appropriate for final approval and transmission to the registrar and others.
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Determining the Path for a Course Proposal

[bookmark: _z3iqus8vmv3j]A proposal for a new course should use the normal process:
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A proposal to revise a course currently in the core should use the normal process.
[bookmark: _816tun2umnsi]
A proposal for new or revised courses associated with a simultaneous program proposal should be bundled with the program proposal and follow the process described in Section 3.

[bookmark: _co5k1y6bxxet]A proposal to revise an existing course might use the normal or expedited process.  The expedited process should be used if the proposed revisions are limited to only the following:
· [bookmark: _p1fibxqyeqzb]Changes to prerequisites
· [bookmark: _9rdcz97ojtk2]Changes to corequisites
· [bookmark: _os5rvixqhbse]Changes to course title
· [bookmark: _bisu1l5fu3vg]Changes to a course number
· [bookmark: _5939jcuotmh9]Changes to learning outcomes for a non-core course
· [bookmark: _43yq3m3hillz]Deletion of a course
· [bookmark: _msdhm4y48xfk]Correction of typographical errors in the catalog description
· [bookmark: _nbiv48hxsa7u]Cosmetic changes to the catalog description
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[bookmark: _b1vs4fq4x80l]If a proposed revision to a course includes any changes not identified above, it must use the normal review process.

[bookmark: _sx1q5cj28v1k]If during an expedited review of a proposal, the Dean (or designee) determines that there are criteria that necessitate deeper review, the proposal can be shifted to the normal review process.  Similarly, the UCC can shift a proposal to the normal review process upon review and consideration of feedback during the Consent Agenda period.
[bookmark: _Toc505087118]8.1	University Course Approval Process—A Step-by-Step Overview
The following is an overview of the major steps in the University process for course creation, deletion, and change.  Descriptions of the decisions and actions of the various bodies appear in the subsequent subsections.  The format is described in the User’s Manual for the online system, attached as Appendix B.  No external agency approval is required for course-specific curriculum management actions.

10. The Proposing Faculty Member (PFM), in consultation with other members of his/her department, will initiate the appropriate online submission detailing the proposed new course or changes to an existing course.  The PFM will consult with the Registrar to secure a course number for a proposed new course.
11. The Dean overseeing the course area should be consulted as the proposal is being developed.
12. The Proposing Faculty Member (PFM), through the online system, identifies and lists all departments that might be affected by the proposed changes. The PFM sends a description of the proposed changes to each listed department and invites feedback—this action can be an email with the completed proposal attached.  The PFM notes the date of initiating contact.
13. Potentially affected departments so contacted have two weeks to reply.
14. Faculty members in the proposing department vote on the proposal.  The department chair records the vote, and forwards the proposal to the office of the custodial dean.
15. The Dean of the college where the course resides reviews the proposal and confirms the accuracy of market and financial data and projections following the format provided by the UCC The dean optionally may consult the Budget & Finance Committee for review of material budgetary impact.  The Dean then forwards approved proposals to the University Undergraduate Curriculum Committee, and informs the PFM.
16. The Chair of the University Curriculum Committee, in consultation with the Associate Provost, will route the proposal to the appropriate UCC subcommittee(s) and will notify faculty using the online process for posting agendas or through the Consent Calendar.  Following a period for public comment, the UCC subcommittee(s) then reviews the proposals.  Following action by the University Curriculum Committee, the Associate Provost forwards approved proposals to the Registrar, dean, and Provost.
17. As appropriate, the Registrar notifies the Accreditation Officer, Catalog Coordinator, University Librarian, and Webmaster of course introductions and changes.
18. The authoritative records of the changes are those maintained by the Registrar reflecting approvals granted by the Provost’s office.

The following paragraphs provide a condensed overview of the processes required for course creation, deletion, and change approvals.
8.1.1	New Courses
New courses are developed by one or more full-time faculty representing the offering department.  Other faculty as well as external constituents (such as employers or members of program/college advisory boards) should be consulted as necessary to inform course objectives, instructional methods, and content.  The PFM will develop the course proposal, including a description of its technical content, syllabus, information sources, necessary resources (e.g., library, capital), expectations for learning outcomes, typical assignments, and grading system.  The PFM will consult with the Registrar to secure a course number.  The proposal is prepared by and submitted for review by a Proposing Faculty Member (PFM) who represents the department throughout the approval process.

A new course may be given one or two trial runs as a “special topics” course using an existing approved special topics course number or it may be submitted immediately to the Section 8 approval process and run as a course with its own unique number and name, permitting its immediate addition to the Course Inventory.

8.1.2	Changes to an Existing Course
Courses evolve over time, and provided that the course as taught matches the course syllabus as presented in its most recent approval, then no approval for those changes is needed.   UNH approval using the appropriate online process found in Appendix B is required for substantive evolution in a course (>20% of content) that substantively changes the key elements of the course as defined in 7.9 and/or acceptance of a course as satisfying Core Curriculum requirements (see section 8.2.2).  The proposal must include revised catalog copy that accurately reflects the modified content.  A revised course Syllabus is compiled using the online process is required for all course changes other than the deletion of a course.

8.1.3	On-Line and “Hybrid” Course Approval
A course is considered to be an on-line course when 100% of the instruction is on-line, a “hybrid” course when 50-80% is delivered online, and “online with on-ground requirements when 80-99% of the instruction is on-line (as measured in contact time).
For online delivery of an approved course, the department chair is responsible for assuring that the standards presented in Section 7.5 are met (as confirmed by the Director of e-Learning), and for instructing the Registrar to schedule the course as an on-line course.  Hybrid courses are treated identically to fully online courses under this policy.

New on-line courses without a pre-existing traditional counterpart require approval as “new” courses following the procedures outlined for all new courses.  New on-line courses that are ‘special topics’ courses do not need approval for the first two instances during which they can be run as special topics courses through on-line delivery, provided the department chair has confirmed their conformance to the fundamental standards presented in Section 7.5.
8.1.4	Elective Deletion of an Existing Course
If a department wishes to remove a course from the Course Inventory, it may do so by completing the appropriate online procedure.



8.1.5	Deletion of a Course Due to Inactivity
If a course has not been offered for 2 years then the course should be deleted from the Course Inventory.  This action is initiated by the department, following the same procedure as for ‘elective’ deletions above.  Independent study, field work, internship/practicum, thesis, and special topics courses are exempt from this process.

Monitoring of course activity is conducted by the Registrar who inform the department and the UCCs of the inactivity of a course.  The deletion of an inactive course should be completed in time to ensure that the deletion is reflected in the next publication of the catalog.

[bookmark: _Toc505087119]8.2	Procedures for Course Approval Actions Supporting the Core Curriculum

The authority for routine administration of the Core Curriculum (CC) rests with the Core Curriculum Subcommittee of the University Curriculum Committee (UCC).  These tasks include approvals of UNH courses and approval of certain transfer courses to satisfy the requirements of the CC, following the procedures below.

8.2.1	Approval of Honors Program Courses

Consistent with the policy in Section 7.13, course proposals accepted by the Honors Program Committee are submitted to the chair of the UCC Core Subcommittee by the Director of the Honors Program.  Proposals will include a course description, the CC competency(ies) the course is expected to satisfy, and a brief description of the assessment plan for the course.  The UCC Core Subcommittee may approve the proposal or return it to the Honors Program Committee with comment.  Following approval by theSubcommittee, the Director of the Honors Program will instruct the Registrar to schedule the courses with the appropriate “Honors” designation.  An honors course approved through this procedure is acceptable to satisfy one CC requirement for honors students.

8.2.2	Approval of Existing UNH Courses as CC Courses

Applications for recognition of existing UNH courses as satisfying a CC requirement are made by faculty members, with the endorsement of their department and dean, directly to the UCC-Core Subcommittee.  The appropriate procedure found in Appendix B is used for this application, and the request must be accompanied by a copy of the Authoritative Course Description and a presentation of the assessment methods for the course that apply to the CC competencies the course is proposed to satisfy.  The following general procedure is followed:
1.	Proposal with the information above is submitted to the UCC Core Subcommittee by the PFM.
2.	The proposal is included as an agenda item and announced by the SubcommitteeUUCC to the general faculty.
3.	The PFM is invited to the announced UUCC Core Subcommittee meeting to respond to questions.
4.	Approval of the proposal by the Subcommittee is communicated to the Associate Provost for final approval, and by the Associate Provost to the Registrar.  The change is then posted to the catalog, the website, and the list of approved CC courses maintained by the UCC on the faculty governance website..

8.2.3	Approval of Transferred or Articulated Non-UNH Courses as Satisfying CC Requirements

Transfer Credit
Evaluation of transfer credit for matriculating students is normally handled by the Admissions staff for courses covered by articulation agreements or for which they have a documented precedent.  For undocumented transfer courses, a transfer credit evaluation will be completed by the student’s program coordinator, department chair, or associate dean.  For courses about which an informed judgment cannot thus be made, the UNH department that is most equivalent to the department in which the transferred course was taken should be consulted.  The dean for the college housing the student’s program is otherwise the final arbiter of transfer credit, although the UUCC may be consulted in those instances where an equivalent department does not exist at UNH.

8.2.3.2	Approval of Courses Transferred Through Articulation to Satisfy Core Curriculum Requirements
The establishment of articulation agreements normally is coordinated by the Associate Provost.  Courses from non-UNH institutions to be included in articulations will be submitted to the equivalent department at UNH for approval for transfer credit.  Such approvals will automatically qualify the course as satisfying CC requirements if the equivalent course at UNH already satisfies the same CC requirement.  For courses from other institutions for which there is no equivalent department at UNH, the UCC will be consulted by the Associate Provost and supplied with information from Enrollment Management regarding the transfer history of the course in question at other institutions.  No special form or format is required for submission of these applications to departments or to the UCC.

Acceptance of International Baccalaureate (IB) Exams, and Cambridge (A-Level) Exams as Articulated Courses to Satisfy Core Curriculum Requirements
Exam scores for courses taken through the International Baccalaureate Diploma Programme and from the Cambridge Board A-Level program are acceptable as transfer credit based on the approval of the chair of the department offering for the specific disciplinary area addressed by the course.  Most IB and A-Level exams are articulated with specific courses at UNH.  For those IB and A-Level courses judged to be equivalent to Core Curriculum courses, the exams accepted in transfer are judged to have satisfied the same Core Curriculum requirements as the articulated UNH courses.  The Associate Provost will maintain records regarding the minimum acceptable exam scores necessary for acceptance as transfer credit and the UNH courses to which the exams have been judged to be equivalent.

8.2.3.4	Approval of Courses to be Taken Through Study Abroad to Satisfy Core Curriculum Requirements
UNH students planning for study abroad (see 12.3) must seek preapproval of courses taken abroad through the Study Abroad Office prior to registering for study abroad at UNH and prior to registering for courses at the destination institution.  Those courses to be taken to satisfy CC requirements must be approved as part of this preregistration process.  Such courses must be approved by the chair of the UNH department offering a CC course suitable for substitution.  For those courses already approved at the destination institution and included on the list of approved courses maintained by the Office of International Education, no further approval is necessary.  Forms for preregistration course approval are available from the Office of International Education.

8.2.3.4.1 Approval of UNH Special Topics and Other Courses and CEA Courses Offered Through Study Abroad to Satisfy Core Curriculum Requirements for UNH Students

Faculty-led study abroad tours may entail the delivery of UNH Special Topics courses as well as courses offered through the CEA Study Centers to UNH students.  Such courses may be used to satisfy Core Curriculum requirements for UNH students.  The following guidelines and procedures apply:

a. UNH courses not previously approved for Core Curriculum:  Courses not previously approved to satisfy Core requirements may be substituted for approved Core courses.  These are treated as one-time exceptions and are processed according to 8.2.3.5 below.  Requests are to be submitted to the UCC Core Subcommittee prior to student registration for the trip, and are the responsibility of the faculty trip leader.  Approvals for these substitutions are reported by the UCC Core Subcommittee chair to the trip leader, the Office of International Education, and the Registrar.

b. UNH Special Topics courses developed for faculty-led study abroad trips:  Special Topics courses (see 7.3) developed to support UNH faculty-led study abroad excursions may be approved to satisfy Core requirements for those students on the excursion.  Such approvals are treated as substitutions for this purpose.  Requests for these approvals are reviewed by the UCC Core Subcommittee prior to registration for the excursion.  Submitting the requests is the responsibility of the faculty trip leader.  Requests must be supported by a proposed course outline and a brief rationale to support approval for the course to satisfy one or more specific CC competencies.  Approvals are reported by the SubcommitteeOffice of International Education, and the Registrar.

c. Courses offered through Cultural Experiences Abroad Study Centers:  CEA courses that have been properly approved by the School of Record Faculty Committee (cf. 4.3) may be approved to satisfy one or more specific Core Curriculum requirements for UNH students who take CEA courses as part of a UNH-sanctioned study abroad excursion.  Requests for approval of CEA courses may be submitted by the Office of International Education or by a faculty trip leader, and must be submitted in time to secure approvals prior to student registration for the course(s).  Requests are reviewed by the UCC Core Subcommittee, based upon the approved course syllabus on file with the Office of International Education.  Approvals are reported by the Subcommittee to the Office of International Education, the Registrar, and (if applicable) the faculty trip leader.  CEA courses so approved to satisfy Core requirements are not treated as one-time substitutions but rather are deemed to have been added to the listing of UNH courses approved to satisfy specific Core requirements.

d. Other Courses to be taken through Study Abroad:  Courses other than those discussed in parts a-c above are processed according to the University transfer policy as per 8.2.3.1 and 8.2.3.2 above.

8.2.3.5	Approval of Course Substitutions to Satisfy Core Curriculum Requirements for Individual Students
UNH courses may be approved to satisfy CC requirements on a case-by-case basis for individual students at the request of the student’s program coordinator or department chair.  Using the standard “Course Substitution Form” available from the Registrar (and in Appendix N), the coordinator/chair will submit the request to the Core Subcommittee of the University Curriculum Committee indicating the course to be substituted, the course for which it will substitute, and the reasons for the request.

Approval or disapproval will be communicated by the Subcommittee chair to the chair/coordinator making the request; approvals are also to be communicated to the Registrar.

Such approvals for substitution are not to be construed as including the course among the courses recognized as included in the Core Curriculum.  Separate approval is required to do so, following the procedure in 8.2.2 above.

[bookmark: _Toc505087120]8.3	Tasks of Relevant Committees and Other Bodies
[bookmark: _Toc505087121]8.3.1	Offering Department and Proposing Faculty Member (PFM)

Departments have the responsibility for the creation, maintenance, staffing and assessment of courses in their subject area.  Departments ensure that each of their courses is taught in a way that is consistent with the description of the course in the approved course syllabus.  For interdisciplinary courses with a unique prefix assigned to an Interdisciplinary Oversight Committee (IOC), the Committee holds these responsibilities for those courses; for courses with prefixes associated with standing departments, the department retains these responsibilities, though consultation with affected IOCs is recommended.

Departments may effect non-substantive changes to the catalog description for their courses using the expedited review process, provided that the new description is consistent with the key elements of the authoritative course description of the course in the approved course syllabus.  Changes to the title, course number, co/prerequisites, and/or nonsubstantive changes to course content may also use the expedited review process.  Substantive course changes need full approval through the normal review procedure, including the sequence of steps described below.

Course Creation
When creating a course, the proposing department has responsibility for:

· Initiating course proposal, using the online process, which will include the following:
· Requesting from the Registrar a course number that is consistent with the University policy for numbering courses according to their level (see Section 7.2).
· Choosing a course title.
· Preparing a course catalog description and course syllabus.
· Identifying course objectives and learning outcomes (see Appendix E).
· Deciding if the course is to be cross-listed as both undergraduate and graduate.
· Identifying the number of semester credit hours.
· Identifying the number of contact hours (see 7.1 on calculating contact hours).
· Deciding whether the grading is to be A through F, or Satisfactory/Unsatisfactory (S/U).
· Identifying which worksheets, if any, will carry the course as a Major Requirement or as a Restricted Elective.
· Deciding whether the course will fulfill an experiential learning or other college, department, or university requirement.
· Noting any reason why the consequences of the approval should be delayed.
· Identifying and describing the ways in which the new course might affect other departments, and sharing these ideas and soliciting feedback from the possibly affected departments.  The department representatives from whom such feedback was solicited, and the dates of contact, should be recorded by the PFM.
· Drafting a preliminary analysis of budget and resource impact, to be verified by the dean’s office.
· Voting as a department on the proposal.
· Submitting the proposal, along with necessary supporting documentation, to the office of the custodial dean to be reviewed and prepared for consideration by the UCC.
· Identifying those courses for which Core Curriculum approval is being sought from the UCC.
· Attending meetings with the UCC to answer questions.

The potential for conflict exists when the subject area of a proposed course overlaps that of an existing course, or the subject area of another department.  In these cases, faculty should be particularly collegial, consulting early and often, and responding in a timely manner to the originating department’s consultation efforts.  The PFM should keep a record of such consultations.

Likewise, potential for conflict exists where changes are made to a course that is used by other programs.  The online procedure calls for the production of an “Impact Report” that displays the programs that use a given course.  The custodial departments for affected programs must be consulted beforehand regarding the proposed change, the resolutions for which must be reported to the UCC together with the proposal.

[bookmark: _Toc505087122]8.3.2	College-Level Review Mechanisms

College-level committee review is not required by the University-wide procedures.  The use of a college-level faculty committee required by agency accreditation or for other purposes is left to the discretion of the college dean.  The dean is expected to manage such review processes independent of the standard University procedures.  Guidance for a college-level committee is to be included in the bylaws for the College or in other college-specific governance documents as appropriate.

It is not necessary to represent the judgment of college-level committees in the documentation required by the UCC.

[bookmark: _Toc505087123]8.3.3	Academic College Deans

1. Purpose/Role:
The office of the academic dean serves as the principal locus of document preparation and quality assurance in the curriculum development process.  All curriculum actions, regardless of their complexity or their review process through the university-level procedures, must be confirmed and approved by the custodial dean (or designee). The office of the dean is expected to work with the proposing faculty, the custodial department(s), other academic units affected by the proposal, and relevant staff and officers to assure that the documentation is complete and accurate.  The dean is responsible for assembling and affirming the accuracy of documentation regarding: budget analysis, market analysis, assessment plans, resolution of internal conflict, conformance with prevailing accreditation requirements, and consistency with the conditions of prior feasibility reviews conducted by the UCC.

The Deans review the proposals to ensure that they are academically and financially appropriate for the College.  The dean is responsible for providing accurate and complete information to support impact analyses as required, including faculty/staff, capital and facilities, and operating expenses.  While the PFM and/or department chair should consult with the dean as the proposal is prepared initially, the dean’s approval assures that the proposal is accurate in its presentation on market and demand analysis, enrollment projections, assessment processes, and effects on other departments.  Guidelines provided by the University Curriculum Committee relating to course expenses should be consulted in the review of the proposal by the dean (see section 10).  The proposal must display the impact analyses in the format required by the University Curriculum Committee’s guidelines.


For cross-listed courses sponsored jointly by two or more departments within a college, the dean should ensure that the contributing departments are properly supportive of, and have been appropriately involved in, the proposal.  For cross-listed courses jointly sponsored by two or more colleges, all involved deans should conduct due diligence review and indicate their support of the proposal.  It is the custodial deans’ responsibility to document their approval, and to assure the integrity of the proposal before the document leaves the college en route to the UCC review.

2. Actions:
The dean may take the following actions with a curriculum proposal:
	a.	Remand:	The proposal may be returned to the proposing department with comment.  A proposal that has been returned to the department may be resubmitted, reflecting the department’s concurrence with changes.  Remanded proposals must be resubmitted to the CCC.
	b.	Amend:	Minor changes may be made by the dean during this review, provided that the PFM concurs.  The proposal may be approved as amended without further reconsideration, but substantive changes should be reconsidered by the department and CCC (see 1.15).
	c.	Approve:	The proposal is approved by the dean.

3. Communication of Action:
The Dean passes approved course applications to the University Curriculum Committee.  The dean will inform the PFM and proposing department of the approval.  Those course proposals that require B&F Committee review are forwarded to that committee by the dean.  The online proposal will include any opinions solicited from the B&F Committee and indicate that review by B&F has been solicited.

[bookmark: _Toc505087124]8.3.4	University Curriculum Committee (UCC) (Faculty Handbook Sections 4.3.1, 4.3.2)

1. Purpose/Role:
The University Curriculum Committee (UCC), working through its subcommittees for graduate, undergraduate, and Core curricula, s provides for the highest level of detailed faculty deliberation on the curricular issues in a proposal, and represent the collective judgment of faculty campus-wide.  These committees are responsible for evaluating the academic quality and integrity of courses and the UCC Core Subcommittee is responsible for the maintenance of the University’s general education requirements through the “Core Curriculum.”

2. Evaluation Process:
The UCCs announce to the faculty descriptions of all proposed new courses or changes to existing courses at least one week prior to a meeting scheduled to consider them.  Proposals to recognize and register courses as satisfying the Core Curriculum are similarly announced.  Announcements will refer to the online approval system for details.

Items deemed to be nonsubstantive (expedited review submissions) will be listed on the Consent Calendar for public comment for two weeks.  Concerns expressed by faculty communicated to the Chair of the subcommittee considering the proposal will be cause to move the item from the Consent Calendar to the subcommittee’s regular agenda.

The UCC should invite to their meetings the PFM or other chair’s designee of the department making an application and the chair or designee of any department that has expressed concern or disagreement during the consultation process.

The UCC’s review of applications shall ensure that: 
· The appropriate documentation on the online system and required attachments/paperwork is appropriately completed
· The course is being proposed by full time faculty
· Courses proposed for inclusion in the Core Curriculum (UCC Core Subcommittee only) appropriately meet the criteria for such inclusion
· The course number is appropriate for the level of the course
· The proposed course is appropriately housed
· The proposed course is in accordance with the UNH mission and goals
· The proposed course is academically sound
· Any conflict between the proposed course and any other course, departmental, or other interest at the University has been discussed by the proposing and affected units and that all concerns have been heard and taken into consideration prior to any approval
· Where there is a conflict of internal UNH interests then the UCC should remand the proposal to the custodial dean towork with all interested parties to find a resolution.

3. Actions:
The UCCs may take the following actions regarding a course proposal:
	a.	Remand:	The proposal is not approved, but is returned to the custodial dean, PFM, and proposing department with comment.  The proposal may be resubmitted at the discretion of the department, noting their endorsement of changes made since the original proposal.  Substantially revised proposals must be re-evaluated by the department and dean.
	b.	Amend:	Changes may be made to the proposal during consideration by the UCC, provided that the PFM is in attendance and approves of the changes.  (Substantive changes should result in a decision to “remand” so that departmental concurrence is assured—see 1.15.)  The proposal may be approved in its amended form without need for resubmission.
	c.	Approve:	The proposal is approved by the UCC.

4. Communication of Actions:
The UCC communicates ‘remand’ and ‘amend’ actions to the PFM, proposing department, and college dean.  Approved proposals are forwarded to the Provost’s Office; the PFM, proposing department, and dean are notified accordingly.

[bookmark: _de5dzgasfama][bookmark: _Toc505087125]8.3.5	Budgetary Review of Course Proposals

Budgetary review of courses should follow the guidelines produced by the UCC (Refer to Section 10).  Deans are responsible for production of necessary budget information.
[bookmark: _Toc505087126]8.3.6	Faculty Senate (See Faculty Handbook Section 4.1)

1. Purpose/Role:
The Faculty Senate has delegated the majority of its curriculum oversight responsibilities to the UC, but remains available as a forum for discussion and review of actions taken by the UCC.  Senate review is not a routine part of the curriculum management procedures.

2. Evaluative Process:
Curricular issues to be considered by the Senate will be announced to the faculty as part of its agenda for regularly scheduled meetings.  The PFM for any specific curriculum action of concern will be invited to respond to questions; the custodial dean, Associate Provost, and the Chair of the UCC should also be invited.  If the PFM or other suitable representative cannot attend, and if concerns are raised about a proposal, the Senate may choose to delay consideration of the proposal, at its discretion.

3. Actions:
The Faculty Senate will express any concerns to the Chair of the UCC for consideration by the UCC.

[bookmark: _Toc505087127]8.3.7	Office of the Provost

1. Purpose/Role:
The Office of the Provost receives course proposals from the UCC.  The Associate Provost will determine whether a proposal approved by the UCC can be implemented without further review or must be examined and approved by the Provost.  The Provost’s Office review of such proposals is comprehensive, taking into account considerations of (among other things) academic quality, market viability, availability of resources, strategic relevance, and impact of the course on other units, programs, and resources.  Provost’s Office approval indicates that the University is prepared to begin offering the course, initiate changes to a course, or to delete a course, as proposed.

2. Evaluative Process:
The Office of the Provost may request additional information from the PFM and/or the dean, or from the UCC and others as necessary, to confirm that the proposed new course, deletion of courses, or changes to existing courses is sound.

3.	Actions:
The Office of the Provost may take the following actions:
	a.	Remand:	The proposal is returned to the UCC with comment, and may be resubmitted with modifications.  The PFM and custodial dean Senate should be advised of this action and reasons for it.
	b.	Amend:	Except for minor, nonsubstantive changes (e.g., typos), the PFM and proposing department(s) should be consulted regarding suggested amendments.  Substantive changes should suggest that the alternative action of “Remand” be considered instead (see 1.15).  The modified proposal may be approved without need for resubmission.  Amendments should be reported to the UCC.
	c.	Disapprove:	The Provost’s Office may reject the course or course change/deletion proposal or may elect to delay decision.  Reasons for this action should be communicated to the UCC, the PFM, the custodial dean, and others as needed.
	d.	Approve:	The proposal is approved by the Provost’s Office.  Notice of approval must indicate when changes or deletions will take effect or when a new course may be offered.

4.	Communication of Actions:
Decisions to amend, remand, or disapprove should be reported by the Office of the Provost as indicated above.  Approvals are to be reported, along with suitable support documentation, to the following:
	a.	PFM
	b.	Chair of proposing Department
	c.	Academic Dean
	d.	Registrar
	e.	Accreditation Officer
	

Upon notification, the Registrar guides the recording of the course in the University’s systems and coordinates the notification of others, including the webmaster, catalog coordinator, and librarian.

[bookmark: _Toc505087128]8.3.8	Registrar

1. Purpose/Role:
The registrar has responsibility for ensuring that course creations, deletions, and changes are reflected accurately in the Course Inventory and other administrative systems, and that the catalog accurately reflects the courses as approved.  A properly approved course proposal constitutes the authoritative record of the course, its prerequisites, catalog description, number, core curriculum status, and other attributes determined by the faculty and/or the Provost.

2.	Actions and Communication:
Upon receipt of course approvals from the Office of the Provost, the Registrar will confirm that the course number requested is appropriate and has been assigned.  Notification of any necessary changes will be made as needed to those listed above in Section 8.3.7, para 4.

[bookmark: _Toc505087129]9.	Constraints on Courses
[bookmark: _Toc505087130]NEASC Constraints

No course-specific constraints are imposed by NEASC.  To satisfy the obligations of regional accreditation (as well as state and agency expectations), however, attention must be paid to the specification of learning objectives and assessment of learning outcomes as presented in University policy on outcomes assessment.
[bookmark: _Toc505087131]OHE Constraints

No course-specific constraints are imposed by OHE.
[bookmark: _Toc505087132]UNH Constraints

Specific policies that apply to the general design parameters for UNH courses are presented in Section 11.  Additionally, certain courses may achieve recognition as honors, experiential learning, or for other purposes.  Such designations are not automatic, and the policies and procedures for relevant applications appear in Sections 7, 8, and 11, and in relevant Appendix material.
[bookmark: _Toc505087133]Professional Accreditation Agency Constraints

Considerations that are inspired by professional accreditation bodies’ requirements must be weighed into initial proposals for course design, and should be described explicitly in the proposal documents.  The specific requirements of professional bodies are the responsibility of the proposing department(s) and the custodial dean.  Separate documentation on professional requirements must be consulted for guidance.
[bookmark: _Toc505087134]
10.	Special Directions on Financial Data, Resources, and Faculty Lists Supporting Course Proposals

A general description of the requirements for budgetary review with regard to course approvals appears in Section 8.3.5.

[bookmark: _Toc505087135]10.1	Budgetary Analysis for Course Proposals 

Generally, proposals addressing individual courses do not require budgetary analysis but must be evaluated by the custodial dean who will affirm that the anticipated costs are not material or will furnish a budgetary analysis together with the proposal for consideration by the UCC.  “Material impact” is defined as more than $5000.


[bookmark: _Toc505087136]Deans’ Responsibility for Budget Data

While PFMs and department chairs may guide the preparation of proposals for UCC review, the final documentation for UCC evaluation must be first reviewed and approved by the custodial dean for the program.  It is the dean’s responsibility to assure that budget information is as accurate as possible.


[bookmark: _Toc505087137]Part III.	Academic Policies Relating to Curriculum Management

[bookmark: _Toc505087138]11.	Policies Affecting Curriculum Management

The following is a selection of prevailing academic policies, some of which are taken from the University catalogs and other policy/procedure documents.  They are assembled here as a convenience, the list being neither comprehensive nor exhaustive—the reader is referred to the original authoritative sources.

[bookmark: _Toc505087139]11.1	Counting Credit Hours

11.1.1		In the preparation of program proposals, and in the evaluation of worksheets/transcripts, the following sequence of course categories must be observed:
· First, identify and count credits for courses contributing to Core Curriculum requirements (refer to Appendix C).  In rare instances, a degree program or one of its concentrations may constrain the choices presented in a Core Curriculum category to a specific course so as to satisfy simultaneously a major requirement—such courses must be tabulated as Core courses;
· Second, separately identify and count credits for courses contributing to major requirements, including:
a. those courses that are mandated for all degree programs in a college;
b. those courses that are mandated for all students in the major; and
c. those courses that are mandated for all students in a concentration within the major;
· Third, identify and count credits for courses contributing to additional majors and to minors;
· Fourth, identify and count credits for courses to be counted as free electives;
· Fifth, identify course credits to be discounted as “excess credits”—remedial study that does not contribute to minimum degree requirements.

11.1.2	A student’s “GPA in major” will be based on all courses identified on the worksheet as major requirements, even when offered by departments other than the department overseeing the major, and including those rare courses used also to satisfy Core Curriculum requirements.

[bookmark: _Toc505087140]11.2	Evaluation of Transfer Credit

The University Catalogs should be consulted on policies for transfer credit.  Generally, these rules apply:

A. For Undergraduate Credit—

· Transfer credit is granted only for courses taken at regionally accredited institutions.
· Students must have maintained at least a 2.0/4.0 GPA at the prior institution;
· Credit is granted only for courses for which the student earned a grade of “C” (2.0) or better, and cannot be granted for courses graded pass/fail, satisfactory/unsatisfactory, or other schemes not generating quality points, unless the registrar of the institution confirms that the grade recorded is equivalent to at least a C (2.0) on a 4.0 scale.
· Credit from a 2-year institution can only be applied to 1000- and 2000-level courses at UNH, and is limited to 60 credits (deans may override this limitation on a case-by-case basis or in keeping with prevailing articulation agreements);
· Courses eligible for transfer must have been completed prior to matriculation at UNH.  Courses completed elsewhere while at UNH are subject to the constraints of the policy for “Transfer Courses for Matriculated Students” found in Appendix H, the Catalogs, and at Section 12.2 below.
· Transferred credits are not included in the student’s GPA at UNH;
· Transferred courses must be equivalent to UNH courses or electives and must pertain to degree requirements.

B. For Graduate Credit—

· Transfer credit is limited to graduate-level courses that have not contributed to a prior credential—courses required as part of a UNH degree may be waived, however, in light of prior study, provided that guidelines regarding minimum residency are observed.  Options are available also for Crediting Examinations that may be taken, at the department’s discretion, in lieu of a course.  Constraints on this option are found in the Catalogs.
· Transfer credit is granted only for courses taken at regionally accredited institutions.
· Credit is granted only for courses for which the student earned a grade of “B” or better (3.00 / 4.0).
· Transfer credit is limited to 6 credits or the program’s required credits minus the 30-credit residency requirement, whichever is lower.
· For matriculated students, transferred courses may not be used to replace UNH courses for which a grade lower than B (3.00) was earned.
· Undergraduate courses may not be used in transfer toward a graduate credential.

[bookmark: _Toc505087141]11.3	Applying Credits from Associate’s Degrees or Certificates to Degrees

Credits from prior associate’s degree programs at UNH or elsewhere may be applied to the requirements for bachelor’s degrees, within the constraints of minimum residency requirements for UNH degree programs and applicable rules for granting transfer credit.  It is permissible to grant a properly accredited UNH associate’s degree to a student enrolled in a UNH bachelor’s program as an additional degree while still counting those course credits toward the requirements for a bachelor’s degree.

Credits from undergraduate certificate programs at UNH may be applied to later study in a bachelor’s degree program.

At least half of the courses contributing to a graduate or undergraduate certificate must be completed in residence at UNH, and a minimum GPA requirement applies (for graduate students, 3.0, and for undergraduate students, 2.0).

Not more than 3 credits of graduate work from a prior institution may be accepted in transfer to contribute to a graduate certificate.

Students enrolled in a graduate degree program who wish to pursue one graduate certificate in addition to the degree must submit an application to enroll in the certificate program prior to completing 12 credits of work in the degree program.

Consult the Graduate Catalog for the full policy statement regarding graduate certificates.

[bookmark: _Toc505087142]12.	Policies Governing Students’ Academic Progress

Many of the policies in this section are condensed versions of policies found in the Catalogs and are presented here as a convenience to the faculty.  In some cases, procedures are outlined here that are not revealed in Catalog policy.
[bookmark: _Toc505087143]12.1	Minimum Residency Requirements

Every student is required to complete a minimum of 30 credit hours in residence as part of a baccalaureate program or graduate degree program.  (Dual degree programs require minimum residency in each component major of at least 30 credits.)  Additionally, at least 12 credits must be completed in residence at UNH in the major area for the associate’s degree, and 18 in the major for a bachelor’s degree.  Undergraduate certificate programs and minors require that at least half of the credits are completed at UNH.  Graduate certificates require that at least 9 credits are completed in residence.
[bookmark: _Toc505087144]12.2	Transfer Policy for Matriculated UNH Students

Refer to Section 11.2 on evaluation of transfer credit.  Refer to Appendix H for information on policy and procedure regarding transfer of courses for matriculated students.  Generally, these rules apply for graduate and undergraduate students:

· Prior approval is required, using the online form submitted at least 5 weeks prior to the start of the transfer course.
· Grades earned in the transfer course do not contribute to the student’s UNH GPA.  Transferred courses do not remove existing courses or grades from the transcript.
· To qualify to transfer courses while matriculated, the student must have a GPA at UNH of at least 2.00 (undergraduate, or 3.00 for graduate).
· To be accepted in transfer, the grade received in the course must be at least a C, 2.00/4.0 (undergraduate, or 3.00/4.0 for graduate).  An official transcript must be submitted to the UNH registrar.
· The transfer of credit must also conform to the following policies:
· Maximum Summer Load Policy
· Maximum Semester Load Policy
· Academic Probation Policy
· Time Limits for Degree Policy
· Course Time Limit Policy
· Residency Requirements Policy
· The total number of credits transferred while matriculated may not exceed 20 for undergraduates.  For graduate students, the total accepted in transfer may not exceed 6 credits or the program requirements minus the 30-credit residency requirement, whichever is lower.
· Time limits apply to the time elapsed since the transferred courses were taken (refer to 12.15 below).

[bookmark: _Toc505087145]12.3	Arranging Credit for Study Abroad

Guidance for faculty, students, and parents of students considering study abroad is found in the Study Abroad Guidebooks available from the Study Abroad Office of International Education.
[bookmark: _Toc505087146]12.4	Policies on Credit for Experiential Learning

The University Catalogs describe basic procedures for awarding credit for fieldwork, internships, theses, and work study courses.  For undergraduates, the student and advisor must file a project plan with the Registrar not later than 4 weeks into the term; the document will determine the means of evaluation.  For graduate students, a capstone experience (thesis, substantial project, internship/practicum, or a comprehensive exam) is required for master’s degree completion.  Consult the respective catalog and the UNH Dissertation and Thesis Manual for detailed instructions.    All baccalaureate program graduates must complete at least one approved experiential education experience.  The University’s general statement on this requirement appears in Appendix I.
[bookmark: _Toc505087147]12.5	Independent Study

Students are limited to 6 credit hours of “Independent Study,” regardless of the department from which the credits are taken.  Independent Study courses are open to seniors, juniors, and well-qualified sophomores who have earned an overall GPA of at least 3.0 at the time of registration.  Registration for graduate Independent Study or for a Thesis is authorized using the forms found in Appendix J.  For undergraduates, a departmental form is used.
[bookmark: _Toc505087148]12.6	Full-Time and Part-Time Status, and Credit Load

Full-Time enrollment is defined as 12 or more credit hours/term for undergraduates and 9 or more credits/term for graduate students.  Students switching from full-time to part-time, or vice versa, must submit the appropriate form to the Registrar.  Federal policies (e.g., financial aid, visa status) may require full-time enrollment status.  For some graduate programs, “half-time” enrollment may be declared if the student enrolls for 5-8 credits/term.
[bookmark: _Toc505087149]12.7	Advanced Placement and External Credit Examinations

12.7.1	Alternative Sources of Academic Transfer Credit

Credit may be awarded to students as a result of these external crediting programs recognized by UNH (consult undergraduate Catalog for more detail):
· Advanced Placement (“AP”) exams administered by Educational Testing Service;
· College-Level Examination Program (CLEP);
· Proficiency Examination Program (ACT PEP);
· Dantes Subject Standardized Tests (DSST);
· Servicemembers Opportunity College (SOC);
· Modern Language Association Foreign Language Proficiency Tests (MLA);
· Military Service School Courses;
· International Baccalaureate Program (IB)
· Advanced Level (“A-Level”) exams administered by the Cambridge Board.

12.7.2	Approving New Alternative Sources of Transfer Credit

New alternative sources of academic credit in addition to those listed in 12.7.1 are approved through the following procedures:

· For new sources available on a University-wide basis, available for all programs, approval is sought through the Academic and Student Affairs Committee (see Faculty Handbook section 4.2.1).
· For new sources available to matriculants in a given program, approval is sought as a change to an existing program, or as an element of a new program proposal, following the procedures outlined in Section 3 of this Guide.
· For approvals of course transfer credit from other institutions, approval is sought from the UNH academic department following the policy stated in Section 11.2.

12.7.3	Modifying Previously Approved Transfer Credit Rules

To modify previously determined sources of transfer credit applying the procedures in 12.7.2, the same procedure is used as that applied to approve the source of transfer initially.  To modify thresholds such as those for Advanced Placement, International Baccalaureate, A-Levels, the custodial department should communicate its recommendations along with a rationale to the Provost’s Office.  If approved, the change will be communicated to the Admissions representatives and other necessary staff.
[bookmark: _Toc505087150]12.8	Approving Course Substitutions or Reduced Course Loads for Students with Disabilities

Students with recognized disabilities as documented by the Campus Access Services Office may take advantage of mechanisms to request course substitutions and/or reduced full-time course loads as described below.

12.8.1	Course Substitutions to Accommodate Disabilities

Students with appropriately documented disabilities may request specific course substitutions in those instances where the disability interferes with the student’s successful completion of a required course.  Substitutions may apply to major requirements, and to core curriculum requirements in rare instances, but not to electives.  Requests for substitutions will be reviewed and approved on a case-by-case basis by the Associate Provost, the Director of the office of Campus Access Services, the student’s academic advisor, and the chair(s) of affected departments.  The complete policy and procedure statement appear in Appendix K.

12.8.2		Reduced FT Course Loads to Accommodate Disabilities

Students with appropriately documented disabilities may request a reduced course load but maintain their full-time status.  At the approved course load, the student will be considered as full-time and entitled to all of the services, benefits, rights, and privileges of full-time status.  The accommodation need not be permitted for any program or activity in which the University demonstrates that the requirements are essential to instruction being pursued by the student or that are directly related to licensing requirements.  For purposes of financial aid and immigration, 9 to 11 credits is considered “reduced load” (6 to 8 credits for graduate students).  International students must consult with the International Services office prior to requesting a reduced load.  The accommodation is limited to one year in the aggregate and must be reviewed every academic term.  The full policy, procedures, and necessary form appear in Appendix K.
[bookmark: _Toc505087151]12.9	Meaning and Use of “Incomplete” (INC/INC+) Grades

For both graduate and undergraduate courses, the assignment of a grade of “INC” (Incomplete) indicates the following:
a)  Some required course work remains to be completed to receive a grade and earn academic credit for the course.  Assignment of INC is not automatic but shall be based upon an evaluation of the student’s work completed up to that point and an assessment of the student’s ability to complete course requirements.  To remove the INC grade, the student must complete all required course work as stipulated by the instructor but not later than the end of the following semester.  The Incomplete contract form must be completed and filed with the Registrar. Any extensions beyond one year require approval of the Committee on Instruction and must be requested and submitted by the instructor (see section 12.10).
b)  If the outstanding coursework is not submitted within the allotted time and a change-of-grade submitted by the instructor, the INC grade will be changed to F shortly after the deadline by the Registrar.
INC+ Grades:  Courses such as Internships, Practica, Theses, and Research Projects are expected to require more than one term to complete.  These courses do not require the use of the Incomplete contract, and may be left as INC+ for up to one year.  Internship grades are limited to a maximum extension of one year if requested by the instructor on the student’s behalf.  The grade will be changed to an F if course requirements are not completed by the deadline.

[bookmark: _Toc505087152]12.10		Requesting Changes to Student Grades (Including Changes of INC to Letter Grades)

The Faculty’s policies and procedures regarding grade changes are embodied in the operating guidelines for the Committee on Instruction (COI).  These guidelines are presented in their entirety in Appendix L.  The general policy statement is abstracted below.

1. Requests for change of grade must be initiated by either: 
a. the instructor who taught the course; or 
b. the chair of the department that offered the course, or a faculty member designated by the chair (this may occur only in cases where the instructor of the course is not available).
2. Authority to approve or deny all change of grade requests is retained by the Faculty, and
a. substitute grades changing from INC or INC+ to a letter grade when such requests are initiated by the course instructor before the INC or INC+ policy deadline are automatically granted and the Registrar enters the changes; 
b. all other requests made prior to graduation are reviewed and are approved or denied by the Committee on Instruction (CoI). 
3. If a change of grade derives from an error on the part of the instructor, the instructor must check that the same error has not affected the grades awarded to other students in the course.
4. If the grade change derives from an opportunity to submit work that was not part of the original course, the instructor must provide the CoI with evidence that this work was substituted for assigned work and that there was no opportunity for additional credit. 

[bookmark: _Toc505087153]12.11	Course Substitutions
	For the purpose of substituting a non-Core course in place of a Core requirement, see the process at 8.2.3.5.  Such substitutions must be approved by the Core Subcommittee of the UCC.  For the purpose of substituting a course to satisfy major requirements (including concentrations, restricted electives, and requirements for certificate programs), the same form is used (Appendix N), but only the program coordinator’s approval is required.

[bookmark: _Toc505087154]12.12	Limits to Repetition of Courses

12.12.1	Undergraduate Courses

1. No more than five courses of the student’s academic record may be repeated.  Any one course may be completed a maximum of three times.  
2. Repeating a course for which the student has previously obtained a grade of C- or lower will result in the new course grade and the original grade(s) being recorded on the transcript with a notation indicating a repeated course.  Only the highest grade is used in calculating the cumulative GPA.   Credit will be given once toward the degree program.  
3. Repeating a course for which the student has previously obtained a grade of C or higher will result in the new course grade and the original grade(s) being recorded on the transcript with a notation indicating a repeated course.  The two (or three) grades will be  averaged in calculating the cumulative GPA.   Credit will be given once toward the degree program.  
4. All grades remain on the official transcript.
5. Repeat courses must be taken at the University of New Haven.
6. Approvals will not be granted after a degree is awarded.  
7. G.I. Bill students and others receiving Veterans Administration benefits are advised that replacement of any grade other than an unsatisfactory grade must be reported to the V.A. and may result in the retroactive reduction of benefits for the semester for which the replaced grade was originally assigned.  An unsatisfactory grade may be replaced without similar consequences.  Notify the Veterans representative located in the Registrar’s Office when repeating a course.
8. Federal and/or state regulations may supersede portions of this policy.  For example, students with financial aid are required to follow federal regulations regarding repeating courses.  Please consult with the Office of Financial Aid to check how this policy may impact your eligibility for financial aid.

12.12.2	Graduate Courses
[Revised policy statement FORTHCOMING from ASA.  The following statement appears in the Graduate Catalog.]

A student may repeat a course.  The grade received in the subsequent attempt supersedes the original grade in the computation of the GPA only if the new grade is higher.  Both grades remain on the transcript.  The course may be used only once for credit toward the requirements of the degree program.

[bookmark: _Toc505087155]12.13		Academic Dismissal and Readmission
Students who fail to maintain satisfactory academic standing as defined in the catalog are automatically dismissed and are notified by the Registrar.  There are two methods available for readmission:
a. Appeal for Readmission.  An appeal mechanism is available through the Academic Standing and Readmissions Committee (ASRC).  The ASRC’s procedures are described in its Guide found in Appendix P.  It is the student’s responsibility to pursue an appeal for readmission, though faculty support is considered by the Committee.
b. FreshStart option.  Students whose academic records are not easily overcome through probationary readmission and course repetitions can take advantage of the FreshStart option (Appendix P).  Following a one-year hiatus, the student may apply to a different program and restart their GPA calculation.  FreshStart requires coordinator consent and individualized curriculum planning to determine the need for repeated courses or other remedial work.

[bookmark: _Toc505087156]12.14		Maximum Student Schedule Overloads

The sum total of credits taken in residence plus at other institutions during any one semester must not exceed:
1. 18 without approval of the student’s advisor, or
2. 21 with advisor approval.

The sum total of credits taken in residence plus at other institutions during the summer terms must not exceed 18 credits, and must not exceed 9 credits during either summer mini-term.

[bookmark: _Toc505087157]12.15		Time Limits to Complete Degree and for Use of Credit

12.15.1	Undergraduate
Associates’ and bachelor’s degrees and undergraduate certificate programs must be completed within 10 years from the time of matriculation.  Leaves of absence have no effect on this limit.

12.15.2	Graduate
Master’s degrees must be completed within 5 years from the time of matriculation.  Doctoral programs must be completed within 7 years from the time of matriculation.  Leaves of absence have no effect on this limit.

12.15.3	Expiration of Course Credit

Undergraduate Level
There will be a ten year time limit on courses taken at the University of New Haven.  The determination as to which of the courses carried forward that are acceptable in satisfying specific degree requirements will be made by the academic department where the course resides.  If a student has been continuously enrolled for the ten years, and is in pursuit of their degree, the coursework will not expire.

Graduate Level
Upon matriculation there will be a five year time limit on courses taken at the University of New Haven or elsewhere in transfer.  The determination as to which of the courses carried forward that are acceptable in satisfying program requirements will be made by the academic program coordinator where the course resides.  Upon recommendation of the Program Coordinator, the Dean of the College may grant an extension.


[bookmark: _Toc505087158]Part IV.	Amending This Document

[bookmark: _Toc505087159]13.	General Procedure for Amendment

Amendments to this document must follow pre-established procedure, the design of which depends on the nature of the amendment.  The University Curriculum Committee is the custodian of this document—proposals to the faculty for its amendment will originate from the Committee, subject to the subsequent approvals of the Faculty Senate as necessary and of the Provost.

[bookmark: _Toc505087160]13.1	Subordination of this Guide to Other Governance and Policy Documents

This Curriculum Guide is subordinate to the Faculty Constitution, the Faculty Handbook, the Academic Affairs Operating Guidelines, the Provost’s Operating Guidelines, and with respect to academic policies, the University Catalogs.  This Guide must be maintained to conform to those superordinate documents.  Changes to those documents will require amendment to this Guide, and conflict between this Guide and those documents will be resolved in favor of the latter.

The User’s Manual for online processing of curriculum change activities is subordinate to this Curriculum Guide.  Changes to the User’s Manual may be necessary in order to assure that the online processes effectively implement the procedures described in this Guide.  Changes to the User’s Manual are in the purview of the University Curriculum Committee.

[bookmark: _Toc505087161]13.2	Amendment Process

Amendments to this Guide thus may be necessitated by  (a) changes to the policies and practices concerning the curriculum management processes that are properly in the purview of the University Curriculum Committees (refer to section 13.2.1); (b) changes that respond to requirements of outside agencies and are thus obligatory (refer to section 13.2.2); or (c) changes that reflect new or modified policies that originate from other faculty governance committees or governing documents (refer to section 13.2.2).

Wherever possible, new and revised policy/procedure statements adopted by the faculty and approved by the Provost will be articulated in a form suitable for inclusion in this Guide as numbered passages or as Appendix material to be referenced in numbered passages, or both.  A new version of the Guide that reflects changes in policy/procedure approved the previous academic year should be re-issued each year with a file name that indicates the academic year in which it was issued.

[bookmark: _Toc505087162]13.2.1	Amendment Process for Changes to the Guide That Concern Changes in the Curriculum Management Policies and Practices in the Purview of the University Curriculum Committee

1. Recommendations regarding amendments to this document may be made by individual faculty members, departments, committees, the Senate, and/or the Provost to the University Curriculum Committee.  Alternatively, the UCC may itself initiate amendments.
2. The Chair of the UCC will convene a subcommittee of the UCC identified as the Curriculum Guide Oversight Committee (CGOC) comprising a) the three UCC subcommittee chairs, b) the UCC Chair, and c) the Associate Provost assigned ex officio by the Provost to the UCC to consider the recommendations and to propose specific changes, if any.
3. The product of the CGOC’s deliberation will be a draft amendment indicating the specific changes to be made to this document, accompanied by a rationale for the proposed changes.
4. Recommended amendments will be returned to the full UCC for approval.  Assuming passage by the UCC, the recommended amendment will be forwarded to the Senate for endorsement.  The UCC, however, may return the recommendations to the joint Curriculum Guide Oversight Committee, with comment, for further study and modified recommended amendments.
5. Amendments approved by the Senate will be forwarded to the Provost for final approval.  The Provost will inform the Senate of (dis)approvals, and will indicate when changes in policy are to take effect.

[bookmark: _Toc505087163]13.2.2	Amendment Process for Changes to the Guide That Reflect Changes in Agency Requirements or Changes in University Policy

1. The Office of the Provost will assemble draft amendments to the Guide that reflect recent changes in policy, procedure, or other agency requirements for which further review by the University Curriculum Committee is unnecessary.  The amendments will be communicated to the UCC and Faculty Senate with a suitable rationale.  A period of two weeks (or until the next regularly scheduled meeting of the Senate) will be allowed for comment.
2. Following the comment period, the Office of the Provost will confirm the amendments and inform the Chair of the University Curriculum Committee and the Faculty Senate of the changes, indicating when the changes are to take effect.  An updated version of the Guide will be published and the faculty notified of the amended version.


[bookmark: _Toc505087164]Part V.	Appendices
[bookmark: _4du1wux]
The electronic version of this document includes hyperlinks to these supporting documents on the UNH Faculty portal.

[bookmark: _Toc505087165]Appendix A	OHE Formats, Policy Documents, etc.
The OHE “Regulations” can be found here.  The format guides for various applications are available in “boilerplate” form from the Associate Provost.

[bookmark: _Toc505087166]Appendix B 	UNH Online Curriculum Management-- User’s Manual Curriculum Management Forms
			Click here for the Senate’s “Curriculum Change Forms”.

[bookmark: _Toc505087167]Appendix C	UNH General Education “Core Curriculum” Policy
			Click here for 2006 Core document.
These courses satisfy the “Literature” requirement” in the 2006 Core.
The catalog description of the 2017 Core is found here.

[bookmark: _Toc505087168]Appendix D	Policy on the Advertising of Unlicensed, “In Process,” and Modified Programs, and of Off-Campus Sites
			Click here for policy statement.

[bookmark: _Toc505087169]Appendix E	Assessment Policy
			The CCAP Operational Manual is found here.

[bookmark: _Toc505087170]Appendix F	Format for Budget & Finance Program Review
			Updates are forthcoming.  See this document for guidance.

[bookmark: _Toc505087171]Appendix G	Policy & Procedure for Approval of Academic Service Learning Courses
			Click here for policy and procedure approved 2008.

[bookmark: _Toc505087172]Appendix H	Transfer Policy and Form
Note that the Coordinated Course procedure is no longer in effect. Please refer instead to the policy and form for approving transfer courses for matriculated students.
[bookmark: _Toc505087173]Appendix I	Policy for Experiential Learning 
			Click here for General policy on ExEd Graduation Requirement
			Click here for Guide on FLSA (forthcoming…)

[bookmark: _Toc505087174]Appendix J	Independent Study and Thesis Forms
			Graduate:  Use form as indicated here.
			Undergraduate:  Use form provided by department chair.

[bookmark: _Toc505087175]Appendix K	Policy and Procedures for Course Substitutions for Students with Disabilities
	Click here for P&P on Course Substitutions 
	Click here for P&P on Reduced Load and link to form.

[bookmark: _Toc505087176]Appendix L	Procedures for Changes of Grade and Committee on Instruction (COI)
			Click here for policy

[bookmark: _Toc505087177]Appendix M	Procedural Guide for Online Courses and Programs
			Click here for Online Manual
[bookmark: _Toc505087178]Appendix N	Undergraduate Course Substitution FORM

[bookmark: _Toc505087179]Appendix O	Procedure for Creating Interdisciplinary Oversight Committees (“Virtual Departments”)
			Click here for template
[bookmark: _Toc505087180]Appendix P	Procedures for Readmission Following Academic Dismissal
· Through the Academic Standing & Readmissions Committee
· Through the FreshStart Option


[bookmark: _upartmbez75e][bookmark: _Toc505087181]Appendix Q	Information Required for Strategic and Feasibility Reviews

			Click here for outline provided by UCC.  [FORTHCOMING]



There are many other useful forms and more valuable information available at the Registrar’s section of the Academics portal.
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