Excerpt from the Faculty and Administration Handbook


RESPONSIBILITIES

The faculty member has many responsibilities to the University, students, faculty, and administration.  Following are the responsibilities of every faculty member:

Spiritual and Ethical

1.
Chapel attendance is required of all full-time faculty members.  Chapels are held for the benefit of faculty as well as students.

2.
All full-time faculty members are expected to attend faculty chapels.  They are also expected to attend all special faculty or University-wide meetings.  This includes the annual State-of-the-University address where the President and Chief Executive Officer discusses philosophy, goals, and mission of the University.

3.
Each year all full-time faculty members sign and all faculty members support the Honor Code Pledge.

4.
Faculty members shall not use professional relationships with students or institutional facilities or privileges to further personal private gain.  They shall accept no gratuities, gifts, or favors that might impair professional judgment, including remuneration for tutoring students enrolled in the University.  Faculty members are expected to give needed assistance to their students.

5.
Faculty members shall not use, directly or indirectly, the prestige and/or influence of the University in their personal affairs.  For a faculty member to act for or on behalf of the University without prior approval is prohibited.  The use of the University’s name, letterhead, or influence on behalf of any private individual member of the University community is strictly prohibited.

6.
Faculty must adhere to all laws addressing the ethical use of others’ materials, whether it is in the form of print, video, multimedia, or computer software.

Class-Related

1. Office hours are to be posted and adhered to for student consultation.

a. Every full-time faculty member needs to schedule and keep at least 7½ hours in his or her office per week and to be available to students at other times by appointment.  Individual schools may establish additional requirements.

b. It is recommended that faculty members, especially those teaching freshmen and sophomore-level students, should try to be available to students at some time during each school day.

c. Part-time faculty members schedule office hours in accordance with department or school policy.

d. Faculty members must file a copy of their weekly schedules with their department chairs and deans.

2. Faculty attendance is required for all classes to which they are assigned.  All classes are to begin and end according to schedule.  Prior notification to the department chair must precede any change (temporary or permanent) from the schedule.  A faculty member must notify the department chair prior to an absence from class.

3. Every faculty member needs to adhere to attendance policies established at the University, school, and department levels.  Individual class attendance policies are a part of each course syllabus.  A record of class attendance is to be kept.

4. Faculty members are to deny class attendance to any enrolled student who is in violation of Student Handbook regulations.

5. Examinations and reports must conform to department policies.  Final examinations are required in all courses and must conform to the published schedule.

6. Midterm and final grades for each course are to be submitted to the Registrar, via the Internet, within a set period established by the dean of the respective school.  Each faculty member shall keep an accurate record of each student’s performance in a grade book or electronically.  Materials relevant to student grades are considered to be the property of the University.  These materials—including printed copies of electronic grade books—are to be submitted to the department secretary at the request of the department chair. 

7. Faculty members should make safeguarding exams a high priority.  Identical examinations should not be given in subsequent semesters.

8. No field trip, convocation, or other activity that conflicts with classes is to be scheduled without approval of the school dean.

9. If a faculty member leaves the employment of the University, all student records shall be deposited in the department files.

10. A syllabus is required for every course and must conform to the published syllabi guidelines.  Some syllabi are prepared by individual teachers; others are prepared under the direction of the department chair.

11. Faculty members are expected to participate in ePortfolio activities related to their assigned classes, including assignment and rubric development, timely artifact assessment, and course/program improvement.

Professional

1. All full-time faculty members shall attend University, school, and departmental meetings.

2. All full-time faculty members need to be willing to serve on University, UFA, faculty senate, and/or department committees.

3. All full-time faculty members need to assist in the registration process.

4. Full-time faculty members are expected to share advisement duties within the department, including duties pertaining to the students’ ePortfolios.

5. All full-time faculty members are expected to participate in commencement exercises.

6. All full-time faculty members should engage in scholarly activity (e.g., research, publication, performance), hold membership and participate in professional organizations, and attend professional conferences.

7. Each full-time faculty member shall complete a Professional Development Plan annually and submit it to the department chair.  This plan must address how the faculty member will stay current in both subject area and pedagogy.

8. All faculty members shall complete and submit paper work in a timely fashion.  Examples include requests for faculty development/travel funds, employee expense vouchers, course syllabi, and Professional Development Plans.

9. Faculty members need to show courtesy to colleagues by promptly responding to phone calls, emails, and memos.

10. Faculty members should encourage the correct use of the English language, and they should be exemplary in their use of the English language.

11. Members of the faculty who are unable to fulfill their responsibilities must notify their immediate supervisors in advance, if possible.

Miscellaneous

1. All full-time faculty members shall engage in a healthy lifestyle that includes an aerobics exercise program.

2. All faculty members should be familiar with University documents relating to their assignments, including the catalog, this handbook, and the syllabi guidelines.

3.
Faculty members are expected to be collegial (e.g., supporting colleagues and departmental activities) and to accept their fair share of extra-curricular duties (e.g. supporting student clubs).

