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1.0000 INTRODUCTION
1.1000 FORWARD

The purpose of this Faculty Handbook is to present the policies, procedures, and regulations
of the Higher Education Policy Commission and Bluefield State College that are directly
applicable, and are of specific interest, to faculty members. Many of the items in this faculty
handbook are taken directly from the policies of the Higher Education Policy Commission,
which can be found at https://www.wvhepc.edu/

1.2000 PURPOSE AND MISSION

The mission of Bluefield State College, a historically black institution, is to prepare
students for diverse professions, informed citizenship, community involvement, and
public service in an ever-changing global society by providing an affordable, accessible
opportunity for public higher education through certificate, associate, bachelor, and
master degree programs.

1.3000 VISION OF BLUEFIELD STATE COLLEGE

Bluefield State College is an institution of higher education designed to provide an
education of quality to the people of southeast West Virginia as well as to the people of the
state at- large. The College seeks to provide the kinds of educational opportunities that will
enable students to succeed in graduate school and in their chosen careers.

1.4.000 CORE VALUES OF BLUEFIELD STATE COLLEGE

Excellence
We value and are dedicated to excellence in our faculty, staff, and students, programmatic
offerings, support services, research, and service to our world.

Community

We value and are dedicated to the development and enhancement of a sense of community,
mutual respect, and collaboration among our faculty, staff, students and the greater
community we serve.

Diversity
We value and are dedicated to the diversity of our faculty, staff, and students, programmatic
offerings, and co-curricular opportunities.

Growth

We value and are dedicated to the intellectual, personal, ethical, and cultural growth of our
faculty, staff, and students and to providing those opportunities for growth and continuous
improvement throughout our community.
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1.5000 ACCREDITATION AND AFFILIATION

Bluefield State College is accredited by the Higher Learning Commission, a Commission of
The North Central Association of Colleges and Schools. The Commission may be contacted
at www.hlcommission.org.

The engineering technology programs Civil Engineering Technology, Electrical
Engineering Technology, and Mechanical Engineering Technology are accredited by:

The Technology Accreditation Commission of the Accreditation Board for Engineering and
Technology

111 Market Place Suite 1050

Baltimore, MD 21202

(410)347-7700

https://www.abet.org/

The Associate Degree Nursing program is accredited by:

The Accreditation Commission for Education in Nursing (ACEN)
3390 Peachtree Rd NE Suite 1400, Atlanta, GA 30326
https://www.acenursing.org/

(404) 975-5000

The baccalaureate degree program in nursing at Bluefield State College is accredited by the
Commission on Collegiate Nursing Education.

655 K Street NW

Suite 750

Washington, DC 20001

(202)887-6791

https://www.aacnnursing.org/CCNE

The Associate Degree Radiologic Technology program is accredited by: The Joint Review
Committee on Education in Radiologic Technology 20 North Wacker Drive Suite 2850
Chicago, IL

60606-3182

(312) 704-5300

https://www.jrcert.org/

Programs in Educator Preparation are accredited by the to the Council for the Accreditation
of Educator Preparation (CAEP) (http://caepnet.org/), 1140 19th Street NW, Suite 400,
Washington, D.C. 20036, telephone (202) 223-0077. The Educator Preparation programs at
Bluefield State are approved by the West Virginia Department of Education
(https://wvde.state.wv.us/certification/approved-programs/?byschool).  Bluefield  State
College is a member of the American Association of Colleges for Teacher Education.
(https://aacte.org/)
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The Business Administration and Accountancy programs are accredited by:
The Accreditation Council for Business Schools and Programs (ACBSP)
7007 College Boulevard, Suite 420

Overland Park, KS 66211

(913) 339-9356

https://acbsp.org/default.aspx
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2.0000 COLLEGE GOVERNANCE AND MANAGEMENT
2.1000 WEST VIRGINIA HIGHER EDUCATION POLICY COMMISSION

Under West Virginia Law, the West Virginia Higher Education Policy Commission is the
governing body for higher education in the state of West Virginia and has authority for
control and management for institutions of higher education. The Commission consists of
eight members, with five lay persons appointed by the Governor, the Secretary of Education
and the Arts, a member of the State Board of Education, and one representative of private
institutions (non-voting).

The Chancellor is the chief executive officer of the Commission and oversees the policies of
the higher education system. As a public institution, Bluefield State College comes under
the authority of the Higher Education Policy Commission.

2.2000 BLUEFIELD STATE COLLEGE BOARD OF GOVERNORS

The Institutional Board of Governors is formed to determine, control, supervise and manage
the financial, business, and education policies and affairs of the College. The Board of
Governors consists of twelve members: nine lay members appointed by the Governor; one
full time faculty member with the rank of instructor or above elected by the faculty; a
member of the student body in good academic standing, enrolled for college credit and
elected by the student body; and a member of the institutional classified staff elected by the
classified staff. Duties of the Institutional Board of Governors include developing and
updating master plans; submitting the budget to the Commission; conducting program
reviews; administering personnel matters; appointing the institutional president; conducting
presidential evaluations; delegating to the President; and establishing tuition and fees. See
Appendix B for complete discussion of WV Codel8B-2A-4.

2.3000 ADVISORY COMMITTEES FOR SPECIALIZED PROGRAMS AND
FUNCTIONS

Advisory committees for specialized programs, curricula, college publications, and
functions aid in establishing and evaluating such programs, curricula, etc. Advisory
committee members are business professionals and other residents of the southeast West
Virginia area who can provide advice and guidance on various program elements. Members
of the advisory committees are appointed by the deans & directors of specialized programs
with approval of the president.

2.4000 THE PRESIDENT OF THE COLLEGE

The President, appointed by the Institutional Board of Governors, is the chief executive
officer of the College.

2.5000 COLLEGE MANAGEMENT
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2.5100 College Policy Bulletins

College policies are created under the authority of the College‘s Board of Governors and
the President to facilitate administration and management within the College. Policies can
be found on the Board of Governors website.

2.5200 The President's Administrative Staff

The President's Administrative Staff consists of those administrators who report directly to
the President of the College. Specifically, its membership includes the President of the
College as Chairperson, Executive Vice President and General Counsel, Special Assistant
to the President, Provost/Vice President for Academic Affairs and Student Affairs, Chief
Financial Officer, Vice President for Media Relations, Vice President for Human
Resources, Chief Technology Officer, Director of Athletics, Vice President for Marketing.
The President's Administrative Staff serves in an advisory capacity to the President, deals
with matters that cut across the lines of administrative units headed by staff level
administrators, and performs other functions as determined by the President.

2.5300 College Council Rationale

The goal of this Council is to involve College personnel and students in formulation
and/or review of policies having College-wide impact and/or those policies having
significant impact which require the approval of the College President and the Board of
Governors.

The College community is collectively responsible for the effective and efficient operation
of Bluefield State College, likewise each person employed by the College is accountable
personally for their stewardship in their designated position duties.

Therefore, there is established a College Council comprised of persons either appointed by
position or elected by constituents to review resolutions and petitions related to college-
wide matters and to forward recommendations on College-wide policies and procedures to
the College President who will present those recommendations with his/her input to
BSC*s Board of Governors.

Functions of the Council

The College Council will formally review policy and procedural matters presented in an
orderly and deliberative manner. Ordinarily new proposals or proposed revisions will be
presented in written draft form to the College President, who will review all proposals to
establish the agenda for Council meetings. Prior to each meeting, the agenda and related
documents will be distributed to Council members to assure an opportunity for review and
comment within the College community.
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Proposals for review, resolutions and petitions are to be introduced by a Council member,
and the College President may seek the advice of the Council on any matter. Should a
Council member not agree with a particular point of view from a constituency represented,
such disagreement may be entered in the record of minutes; however, initiatives of a
College-wide nature are to be brought forward in a timely and orderly fashion.

The Council may recommend to the College President the remanding of any matter to an
existing body or may recommend the formulation of a group specifically charged with
reviewing and recommending a course of action.

During the course of deliberations, it is expected that Council members will place the best
interests of Bluefield State College above all other interests. Constituent representatives
will confer with their colleagues on any matter before the Council, and when votes are
taken, such communication and consultation as necessary and appropriate will have taken
place.

Once actions have concluded, recommendations will be forwarded to the College
President, who will present those recommendations with his/her input to BSC*s Board of
Governors. Once recommendations have been acted upon, the President‘s Office will be
responsible for disseminating information to the College community.

Procedures of the Council

1. The College President will convene and chair the Council; however, the President will
not vote and a tie vote is recorded as a nay*‘ recommendation.

2. Generally, Roberts® Rules of Order will govern formal proceedings.

3. Minutes of the meetings will be maintained by the President‘s Office and will contain
a listing of those members present and absent, as well as information and action items.
The minutes will be distributed, after approval to Council Members, the Bluefield

State College library, and posted electronically on All- Users.

4. The Council meetings are open, and faculty, staff, administrators, and students are
welcome as audience.

5. The Council will ordinarily meet at least twice per semester. Generally, the Council
will not meet during the summer unless requested by the College President.

Membership on the Council

Membership on the Council is either by appointment due to the position held or by
election from within a constituent body.

Membership Means of Seating on Council




1. Chair, Faculty Senate By Position

2. Faculty ACF Representative Elected by faculty
3. Faculty Elected by faculty
4. Faculty Elected by faculty
5. Chair, Classified Staff Council By Position

6. Classified Staff ACCE Representative Elected by staff

7. Classified Staff Elected by staff

8. Classified Staff Elected by staff

9. SGA President By Position

10. Student BOG Representative Elected by students
11. Student Representative Elected by students
12. Student Representative Elected by students
13. Provost and VP Academic Affairs and Student Affairs By Position

14. VP Financial and Administrative Affairs By Position

15. VP Student Affairs/Enrollment Management By Position

16. President (Ex-Officio) By Position

17. Academic Affairs Administrator, IE (Ex-Officio) ByPosition

Constituent elections of faculty, classified staff, and student representatives will be
conducted by their respective senates and councils during the spring semester of each
year.

The terms of office shall be July 1 — June 30 of each fiscal year. It is expected that those
seeking and accepting seats on the Council will attend meetings and participate fully in the
deliberations of the College Council.

2.5400 Classified Senate
Members of the Classified senate will be elected from the following employment sectors:

Two classified employees from the administrative/managerial sector;
Two classified employees from the professional/non-teaching sector;
Two classified employees from the paraprofessional sector;

Two classified employees from the secretarial/clerical sector; and
Two classified employees from the physical plant/maintenance sector.

SARESIR A

The purposes of the Senate:

1. To advise the President of the College and the Faculty Senate in matters of concern to
classified employees;

2. To be a communication channel between the administration and classified employees.

2.6000 COLLEGE GOVERNANCE




2.6100 Faculty Constitution

The purpose of the Faculty Senate is to “provide for the participation of the faculty in the
formation, implementation, and review of institutional policy and to provide the means by
which the faculty may participate in the internal governance of the College and action on
matters with which it is directly concerned.” (Article Il, Section 1, Faculty Constitution.)
The constitution document is found in Appendix C.

2.6200 Faculty Senate

The Faculty Senate is the vehicle for participation by representation of the faculty in the
governance of the College. The Faculty Senate reports to the College faculty assembly.
The Senate's decisions are subject to review and approval by the President.

The function of the Faculty Senate shall be to serve as an advisory body to the faculty and
the President for matters relating to faculty governance and faculty and institutional well-
being. The Chairperson of the Faculty Senate presides at faculty meetings and represents
the faculty at all official functions.

2.6300 Standing Faculty Committees

Standing faculty committee structure, function, and duties are delineated in the Faculty
Constitution.

2.6400 Governance Role of Faculty at Off-Campus Sites

All full-time faculty employed under a Bluefield State College contract, holding the rank
of instructor, assistant professor, associate professor, or professor, whether teaching on the
Bluefield campus or at one of the off-campus sites, are faculty within the meaning of the
Faculty Constitution, Article II.

Full-time faculty members who teach at off-campus sites hold rank in a particular
academic school of Bluefield State College; hence, they are eligible to vote with their
respective academic school.

2.7000 ADMINISTRATION

The administrative officers are responsible for supervising the programs and implementing
College policies. The President is the Chief Executive Officer of the College and, as such,
delegates’ authority and responsibility to the vice presidents, directors and academic deans,
and to councils and committees to carry out those duties that assist the College in fulfilling
its mission and accomplishing its goals. Administrative officers share the responsibility with
the Institutional Board of Governors and the WV Higher Education Policy Commission for
interpreting and implementing College and State policies. This responsibility requires that
policies are to be implemented and administered effectively in accordance with the purposes




and standards of the College with due regard to the rights and privileges of all members of
the College community.

2.8000 ORGANIZATIONAL CHART
https://bluefieldstate.edu/sites/default/files/userfiles/boq/2021%20BSC%200rganization.pdf
Most current organizational chart can be found on the BSC web page.

3.0000 INSTRUCTIONAL POLICIES AND PROCEDURES
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1 )
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3.0000 INSTRUCTIONAL POLICIES AND PROCEDURES
3.1000 CLASSROOM CONTROL

The responsibility for, and the administration of, classroom discipline rests with the
instructor. Instructors should not jeopardize the progress of a class by permitting the
continued presence of any student whose behavior in any way adversely affects the class.
Instructors experiencing such problems should request the Dean of Students to address the
issues with the student. . (Refer to student conduct policies and procedures in the current
student handbook.)

3.1100 Class Records

Daily attendance and grade records must be kept. This policy applies to both credit and
non-credit courses. Attendance should be kept electronically within the faculty resources
of myBSC. Faculty are required to utilize the early alert tools to notify students regarding
areas of deficiency such as missed work, poor attendance, or potential failure.

Full-time and adjunct faculty are responsible for Attendance Tracking. If a student has not
attended within the first two weeks of class, the faculty should withdraw the student from
the course. At any time during a semester that a student should have excessive
absenteeism, it is the responsibility of the faculty to notify the student of the deficiency
and recommend withdrawal from the course. Students should attend at least 70% of the
course time. Should this not be the case, it is the responsibility of the faculty to withdraw
the student from the course. Failure to withdraw students from courses results in a
negative financial impact for the institution. Students enrolled in online courses should be
withdrawn upon 2 consecutive weeks of failure to participate.

3.1200 Tests and Final Examinations

Students are expected to take tests at the regularly scheduled time. No exceptions will be
made without the permission of the instructor. Test security is the sole responsibility of
the faculty member. Tests should be kept in a secure location by the instructor who is
responsible for the direct supervision of the test. Exceptions must have prior approval by
the School Dean. To ensure the student‘s right to objective grading, students must be
given the opportunity to review any graded or evaluated work and the right to an
explanation of the grade or assessment.

If a student is unable to take a test because of illness or other emergency, it is the student's
responsibility to document the absence to the satisfaction of the instructor and to arrange
for a make-up test. Supervising of a makeup test remains the responsibility of the
instructor in charge of the class.

Each instructor is required to give either a final written examination or equivalent
summative assessment during the designated final examination period. The instructor
should provide a course content review opportunity in preparation for the final




examination. In cases where an equivalent summative assessment is used, the faculty
member must consult with the School Dean concerning the design of the summative
assessment method to ensure that it is consistent with the nature and objectives of the
course. Instructors must keep the individual student examination papers and summative
assessment results on file for one calendar year in case any question arises concerning
grades.

Testing Center: The Academic Testing Center is located in Room 405 of the Shott PE
Building. Instructors may arrange for secure proctoring by completing the online request
form available on its BSC website. Faculty are required to complete and submit via email
the official Instructor Transmittal Form at least five working days prior to the test.

Phone: 304-327-4441. Hours: M-F 10 am — 6 pm. Email:testing@bluefieldstate.edu.
Website: https://bluefieldstate.edu/academics/technology-testing.

Proctor Track: Instructors may utilize this testing security program available within the
LMS (Learning Management System) Moodle course. This program will enable students
to complete exams online. Onboarding procedures, technical requirements, and additional
utilization details are available on the Testing Center website. Instructors review the
recording for possible honor code violations.

3.1300 Absence of an Instructor from Assigned/Scheduled Duties

If an instructor must miss a class or other assigned duties for any reason, the instructor
must seek prior approval of the School Dean by submitting a completed short leave form.
In the case of classes missed, it is preferred that make-up classes be scheduled in advance
of the absence. The short leave form must describe the provisions made for the
continuation of student learning during the instructor's absence. Absence because of
unforeseen circumstances including illness must be brought to the attention of the School
Dean at the earliest opportunity and a short leave form completed which reflects the
disposition of classes or other assigned duties missed. If possible, a substitute instructor
should be assigned to the regularly scheduled class.

3.1310 Delay of an Instructor in Meeting a Class

Instructors are responsible for notifying the School Dean and School Office of any delay
and will ensure that, in each course, students understand the following procedures in the
event that the instructor is not present at the beginning of a class. Students may not
simply leave a class of their own volition. As soon as it is obvious that the instructor
will be late for the class, it is the responsibility of the students to take the initiative to
inquire at the School office as to any information concerning the instructor's absence in
order to resolve the matter of waiting or not waiting. A representative from the School
office will then inform the class how to proceed.

3.1400 Speakers or Consultants not affiliated with the College
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When an instructor wishes to have a guest speaker appear in class who is not a member of
the faculty or staff, the instructor should confer with the School Dean well in advance of
the proposed appearance date. Prior approval must be obtained from the Vice President for
Academic Affairs when reimbursement is involved.

3.2000 CONFIDENTIALITY OF STUDENT GRADES

In keeping with the Family Educational Rights and Privacy Act of 1974, a student's grades
within a course are to be treated as confidential and are to be disclosed only to the student
personally. The public posting of student grades by name, social security number, or any
form of student identification is prohibited. This applies to final grades as well as to scores
on any one test, quiz, examination, or other evaluative instrument.

Final assigned letter grades can be accessed online by the student.
3.3000 CURRICULUM PROPOSALS AND APPROVAL PROCESSES

Course and curriculum development, evaluation, and change are the responsibilities of each
faculty member in collaboration with the department faculty and Chair. School Deans are
expected to provide the leadership.

A. Curriculum proposals must be initiated and approved at the School level. The School
Dean must consult with and inform the Provost/Vice President for Academic and
Student Affairs and other School Deans regarding curriculum proposals.

B. In the case of course or curriculum proposals affecting any teacher education program,
the proposal next goes to the Educational Personnel Preparation Advisory Committee
(EPPAC), via the Office of the Dean of the School of Education, Humanities, and
Social Sciences, for consideration and approval.

C. All proposals are then submitted to the Curriculum Committee for consideration and
approval.

D. Upon approval by the Curriculum Committee, proposals are presented to the Faculty
Senate for review and action.

E. Proposals positively recommended by the Faculty Senate are forwarded to the
Provost/Vice President for Academic and Student Affairs for his/her consideration and
approval by formal communication, along with the record of prior actions pertaining to
the proposal. If approved by the Provost, WicePresident, proposals will be forwarded
to the President.

F. Proposals for new programs approved by the President are sent to the Board of
Governors for review and consideration.




G. All proposals with final approval are forwarded to the Registrar.
3.3100  Textbooks

Textbook selection is the responsibility of the full-time teaching faculty in the appropriate
discipline. Textbooks, once adopted, must be used for a minimum of two years (unless a
new edition is released). Exceptions must be approved by the Provost/Vice President for
Academic and Student Affairs. Selected textbooks are to be used for all sections of a
particular class at all campus sites. Exceptions are to be approved by the School Dean.

Each academic discipline will have its own textbook selection process. In cases of courses
involving more than one instructor, the process will include all full-time faculty involved
in that course. Textbooks should be continually evaluated, considering criteria such as
compatibility with course objectives, illustrations, writing style, readability level,
assumptions of prior knowledge, cost, general layout and design, and ready availability.
Faculty will submit orders for textbooks and materials directly to the Bookstore. The
Bookstore Manager is responsible for maintaining and publishing a master list of
textbooks and corresponding materials for the College.

Desk copies of textbooks for faculty members shall be ordered directly from the publisher
by each faculty member or the School Dean. In those cases where a publisher does not
provide free desk copies of textbooks, the School shall purchase the desk copies required
following the desk copy policy. Purchased copies remain the property of the School.
Textbooks should be ordered a minimum of eight weeks prior to the beginning of the
appropriate semester.

3.3200  Syllabi

The essential purpose of a course syllabus is to serve as the primary guide for the
instruction of a course. A course syllabus is required for each course offered by the
College. Full time faculty are responsible for the preparation of all course syllabi that are
to be used for all courses taught, regardless of campus location, as syllabi serve as a
valuable source of information and guidance for new and adjunct instructors in their
course preparation. The syllabus serves as permanent documentation for that particular
course, is required for accreditation, is used to determine the courses parallel to ones
offered in other colleges or universities, and is used in curriculum development.

The syllabus serves as a contract between the instructor and the student, and as such
should not be changed once distributed. The course syllabus is the primary reference
which relates pertinent class operational procedures and policies to students. A copy of the
course syllabus will be given to each student at the first class meeting each semester. Each
School Dean shall maintain a file of course syllabi for each course offered. To be in
compliance with state guidelines for assuring transferability and use of prior learning for
credit, all syllabi are to be available electronically and accessible on the BSC web site.




The course syllabus should reflect the competencies that the student can expect to master
in that class and is to contain the following:
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Course title and number

Obijectives of the course

Departmental, Programmatic, and/or General Studies student learning outcomes
Scope of material to be covered in the course

Required readings

Applicable learning resources

The basis for awarding student grades, including exams, papers, quizzes, and
projects, assignment deadlines, and the weight each will carry toward the final grade
Student attendance requirements (refer to college catalog for general statement on
attendance)

Instructor contact information (e-mail address, telephone number(s), and Office
hours)

The college-approved ADA statement.

Any college-wide statement or policy such as the Mission Statement.

Syllabus Statements — The following recommendations include other pertinent
information concerning course management and instructor expectations of students that
should be reflected in the course syllabus as applicable.

Attendance Requirements: Attendance to every class is required for all classroom-
based courses. For online courses, routine access to the Moodle course and timely
completion of required assignments indicates attendance. Students are expected to
notify the instructor of an expected absence beforehand. When a student’s access
to, attendance in, or active participation in the course noticeably declines, the
instructor will notify the student’s advisor using Starfish. If the student continues
to be absent, misses assignment deadlines, and/or does not access the course either
online or in class, the student risks administrative withdrawal from the course.
Absences will be excused at the instructor’s discretion for a) religious observances,
b) military obligations, c) official documented institutional functions, or d)
documented cases of medical necessity. In such cases, supporting official
documentation may be necessary. Instructors may make exceptions to these
attendance expectations, but only under extreme circumstances warranting such
exceptions. In no case shall the instructor’s responsiveness regulations exceed
those stated above, conflict with the Bluefield State College Attendance Policy, or
penalize responsive students by exception.

Technology Requirements: You can access your Moodle account, student records,
course registration, course grades, and other information through the myBSC
Portal, available at https://mycampus.bluefieldstate.edu
o Regular access to a computer or smart tablet with a keyboard, camera, and
microphone;
o Internet Connection through an Internet Service Provider (ISP) or campus
site;



https://mycampus.bluefieldstate.edu/

o

A compatible updated Internet browser such as Google Chrome or Mozilla
Firefox;

An office suite such as Microsoft Office, Google Docs, or OpenOffice.
Microsoft Office 365 Pro Plus is provided free to BSC students for both PC
and Mac. Here are instructions on how to download Microsoft Office 365
Pro Plus using your Bluefield State College account:
https://tinyurl.com/ybxtcswg.

The following free software: Adobe Acrobat Reader, Google Chrome
Browser, MS Office Suite

Internet/web access to myBSC, BSC Moodle LMS, turnitin.com (via
Moodle), BSC Live Email

A smartphone device with a videoconferencing camera and text messaging
is recommended.

Antivirus and internet security software is recommended. isks!
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Hardware Requirements:

Here are recommendations for hardware that are applicable to all students. The
minimum requirements are suggested for individuals that already possess a
personal computer. The "basic" configurations are meant for guidance in obtaining
new equipment compatible with school technology standards. Some majors, such
as those in the school of Science, Technology, Engineering, & Mathematics

(STEM

), will require an advanced hardware system and additional software.

Additional software and instructions on how to acquire your software will be
provided by your course instructors.

|Suggested PC Specifications (Windows or Mac)

Minimum

Basic Advanced

Intel Core
Processor

Intel Core i7/AMD Equivalent
Processor or better

i3/AMD Equivalent Intel Core i5/AMD Equivalent Processor
or better

Windows 8/Mac OS X 10.13 Windows 10/macOS Catalina or newer |Windows 10/macOS Catalina or newer

4 GB RAM 8 GB RAM 16 GB RAM

128 GB Hard Drive or higher 250 GB Hard Drive or higher 500 GB Hard Drive or higher

13" Laptop / 15" Desktop Display

15" Laptop / 20" Desktop Display or 17" Laptop / 24" Desktop Display or
better better

Speakers,

Microphone, Webcam |Speakers, Microphone, Webcam Speakers, Microphone, Webcam

DVD-ROM/DVD-WRITER

4 GB Graphic Processing Unit

Computer Skills Requirements:

O O O O O O

Saving and finding files and folders on a computer;

Copying/cutting and pasting text;

Using a word processing application, such as Microsoft Word;
Attaching and uploading documents and assignments;

Sending and receiving email;

Using a supported web browser to access your course and other online
resources on the Web Initiative



https://tinyurl.com/ybxtcswg

Technology Tools and Support:

O

Moodle: If you need Moodle assistance, please contact an LMS support
team member 304-327-4545 or via email:
moodlesupport@bluefieldstate.edu.

Remind App: In addition to Moodle online LMS, this course will use the
text messaging app Remind. Please download the application on your
phone or tablet here and use course code XXXXXX.

Helpdesk: For help with campus technology services other than Moodle,
use the online ticket system here: http://helpdesk.bluefieldstate.edu/. Be
sure to indicate your issue in detail to help expedite your request. You may
also contact Computer Services at 304-327-4090, Monday-Friday 8:00 am
to 5:00 pm.

To establish BSC Live email on your phone, computer, or

tablet: https://www.bluefieldstate.edu/resources/technical-assistance.
Please link your BSC Live email to the device you use the most to stay in
touch with the course.

Get the Bluefield State Mobile

app here: https://bluefieldstate.edu/resources/technical-assistance/mobile-
app. Please log in to this app to access all information for the course,
including access to your Bluefield State Student information.

LiveText: An active LiveText account is a required resource for this course
because at least one assignment must be submitted electronically using this
online platform. LiveText is used by Bluefield State to demonstrate the
quality of our academic programs, and to improve teaching and learning.
As a student, you have the option to use your account for secure online
storage of your academic work, and to create digital documents such as
electronic portfolios or reflective journals, which can be shared with
prospective employers or other audiences. For more information and
registration, go to the following URL.: http://bit.ly/1h6Sqef. If you do not
already have a LiveText account, one will be emailed to your Bluefield
State email account. LiveText will be a required resource in many different
courses throughout your program, and you can use the same account for
any course that requires it for a full five years, so you only need one
account. If you already have an active LiveText account, you do not need
another one. After seven years you can extend your membership if you
continue to need it for additional coursework or would like to maintain it
for your personal use.

Student Support:
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The William B. Robertson Library: Use of the campus library is useful and
necessary for completion of research for written assignments. Librarians
provide assistance for students and researchers using the library collections.
A library orientation for the course, either online or at location, will be
necessary before the end of the term. For more information, go to
https://bluefieldstate.edu/academics/library or use the Library Resources
link under the MyBSC navigation menu.

Counseling Center

The counseling center is open for mental health concerns, change of
major, permit to withdraw, and other student services issues. The
Counseling Center is located in Conley Hall rooms 304 and 305. Hours are
Monday through Friday, 8:00 a.m. to 4:00 p.m. Contact Cravor Jones

at cjones@bluefieldstate.edu or call 304-327-4444 or 304-327-4016.

Tutor.com

Tutor.com provides 24-hour online tutoring for your courses in many
subjects using highly qualified tutors and teachers. Find more information
here: https://bluefieldstate.edu/resources/academic-success-center/tutor-
dot-com. Tutor.com should be available on Moodle. Students will be
required to submit writing to the tutor.com service for editing and revision.

Health Center

The Health Center is a service provided to the students and employees at
Bluefield State through the Student Affairs Office. The Health Clinic is
located in the Ned Shott Physical Education Building room 210 and their
phone number is 304-327-4170. The hours of operation are Monday
through Friday, 9:00 a.m. to 3:00 p.m. by appointment only. Students may
contact the Health Center at bschealthcenter@bluefieldstate.edu or leave a
message at 304-327-4170. If the Health Center is not open, students are
encouraged to go to the nearest health care facility.

The Academic Success Center

The Academic Success Center is funded to serve BSC students and their
academic success. The goals of the program are to improve academic
performance and to increase retention and graduation rates, as well as to
help accommodate students with diverse special needs. Find more
information here: https://bluefieldstate.edu/resources/academic-success-
center. Contact the Academic Success Center in Basic Science B110

or (304) 327-4097.

Disability Support and Special Accommodations

Bluefield State College conducts its courses and policies in compliance
with the Americans with Disabilities Act. Find more information

here: https://bluefieldstate.edu/resources/academic-success-center/ada-
accommodations.
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e The Academic Success Center helps to provide students with disabilities a similar
opportunity to benefit from their educational experience as their non-disabled
counterparts. Types of disability support and special accommodations may
include:
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sign language interpreters

note takers

tape recorders

test taking accommodations

assistive listening devices

removal of architectural barriers

providing quiet room for test taking in order to decrease auditory or visual
distractions

installing better lighting in classrooms to assist students with low vision
course substitutions and waivers

written materials in alternative formats such as large print, Braille,
computer diskette, or audiotape readers

e Technologies for Special Accommodations: The technologies and materials

required in this course provide various kinds of accessibility support and
accommodations for diverse learners. Please refer to the following resources as
appropriate for the assistance you seek:

o

Using Accessibility and Accommodation Features in Google Chrome
Browser: https://tinyurl.com/ycalurhb

Using Accessibility and Accommodation Features in

Moodle: https://tinyurl.com/y7sj2kxk

Using Accessibility and Accommodation Features in Adobe Acrobat
Reader: https://tinyurl.com/y8fanubv

Using Accessibility and Accommodation Features in YouTube:
https://tinyurl.com/y79x5vcw

Using Accessibility and Accommodation Features in MacOS:
https://www.apple.com/accessibility/mac/

Using Accessibility and Accommodation Features in Microsoft Windows:
https://tinyurl.com/yck8jlvh

e General Academic Policies:
o Student Honor Code: Enrollment in this course acknowledges tacit consent

in the following Honor Code Statement: “I affirm that I have read and
understand the Bluefield State College General Catalog statements on
academic integrity and academic dishonesty, and the Student
Handbook/Planner statements on plagiarism and records. | am responsible
for the work that | submit herewith. | am also ethically responsible for
maintaining the academic integrity statement by reporting any instances of
academic dishonesty to the appropriate faculty member or administrator.”
It is the student’s responsibility to read the BSC General Catalog and the
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Student Handbook/Planner. Find more information on Bluefield State’s
Honor Code here: https://tinyurl.com/y4t8p572.

Plagiarism and cheating are completely unacceptable in an institution of
higher education and learning. Such behavior deprives the student involved
of the desired education and development of an appropriate value system. It
Is extremely unfair to other students, and it severely diminishes the value
and integrity of a University degree.

Plagiarism occurs whenever another’s work is submitted as one’s own.
This includes the use of information from an Internet site or from a
published author’s ideas and words without proper attribution or
documentation. It also includes the coping of term papers, other
unpublished works, homework, case reports, computer programs and
spreadsheets, and any other course assignments which are submitted for
course credit as the student’s own effort. Any ideas or materials taken from
another source for either written or oral use must be fully acknowledged,
unless the information is common knowledge to the reader or the field of
study. A student must not adopt or reproduce ideas, opinions, theories,
formulas, graphics, or pictures of another person without acknowledgment.
A student must give credit to the originality of others and acknowledge an
indebtedness whenever:| 1. Directly quoting another person’s actual words,
whether oral or written; 2. Using another person’s ideas, opinions, or
theories; 3. Paraphrasing the words, ideas, opinions, or theories of others,
whether oral or written; 4. Borrowing facts, statistics, or illustrative
material. Offering materials assembled or collected by others in the form of
projects or collections

The instructor has final responsibility for assessing the penalty in such
cases regarding the course grade.

All cases of plagiarism and cheating will be referred to the Vice President
for Academic Affairs and Dean for possible further action. Additional
penalties may be imposed for the egregious cases of plagiarism and
cheating.

Charges of academic dishonesty on the part of a student may be filed by
any member of the academic community. Such charges shall be reviewed
first at the departmental and/or school level by the Dean, faculty member,
and student involved with a maximum penalty of a grade of “F” in the
course. If the penalty is “F” then the student does not have the option to
withdraw from the course. The faculty member must notify the Registrar so
the “F” grade can be placed on the student’s academic record.

If the student denies guilt, or the Dean feels the penalties at this step are
insufficient for a specific act, the case shall be forwarded in writing to the
Vice President for Academic Affairs. The case may be resolved at this
level, or if considered by the Vice President for Academic Affairs or
requested in writing by the student, the case shall be forwarded to the
Academics Committee.
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o The Academics Committee shall present to the accused student and the
person making the accusation written notification of the charges which
shall include:

= A statement that a hearing will be held before the Academics
Committee, together with the notice of the date, time, and place of
the hearing.

= A clear statement of the facts and evidence to be presented in
support of the charges made.

= A recommendation by the Academics Committee for imposition of
sanctions in a case of academic dishonesty is final. The Academics
Committee may also recommend that the imposition of sanctions be
held in abeyance where appropriate.

o Academic Appeals: Appeals of a final course grade assigned by an
instructor: student rights and responsibilities, with regard to these appeals,
are addressed here and in the West Virginia Higher Education Policy
Commission Rules Series 60. If, after discussion with the instructor, a
student wishes to establish that a recorded grade was reported arbitrarily,
capriciously, or prejudicially, he/she registers within 10 school days of the
beginning of the next semester the complaint with the Dean of the School
within which the grade was received. The Dean will attempt an informal
reconciliation and may schedule a meeting of the school or a committee of
the school to consider the complaint and present its recommendation in
writing to the instructor and the student within 5 school days. If the student
is not satisfied with, or if the instructor fails to act on the school
recommendation, the student may appeal in writing to the Vice President
for Academic Affairs. If it is not reconciled at this level, it may be appealed
to the Academics Committee within a week from the written response of
the appeal by the Vice President for Academic Affairs. To convene a
meeting of the Academics Committee, the student must complete the
request form available in the office of the chief academic officer. The
faculty member and the student shall be informed of the decision of the
Academics Committee in writing within two weeks of the hearing on the
appeal. In cases where the Academics Committee determines that a grade
has been improperly assigned, the Committee will direct the Registrar to
modify the grade in accordance with the findings of the Committee. Grade
appeals shall end at the institutional level. Under no circumstances will
grade appeals initiated by a student be considered after the lapse of one
semester beyond the semester in which the grade was received.

o Drops and Withdrawals: Withdrawing from courses prior to the deadline
date for withdrawal as published within the academic calendar is
accomplished by securing a change in schedule form and having it signed
by appropriate persons. Blank copies of the change in schedule form are
available in the offices of the Registrar, the Vice President for Academic
Affairs, the Dean and the advisor. The signatures required on a change in




schedule form are the advisor and course instructor; in addition to the
advisor and course instructor(s), approval of the Vice President for
Academic Affairs is required for schedule changes occurring after the end
of the registration/add/drop period. After obtaining the required signatures,
the student must submit, prior to the deadline date, the change in schedule
form to the Office of the Registrar.

o Other Policies:

= Schedule changes (course adds or drops or withdrawal from
college) are effective only if processed properly by the student. It is
the responsibility of the student to see that proper documentation is
completed and processed for such actions, rather than relying on
verbal notification to instructors or to others within the College.

= A student withdrawing from the College on or before the twelfth
Friday after the first-class day of the semester will receive a grade
of “W.” During the summer semesters, the withdraw period ends on
the Friday immediately following the fourth week (eighth week for
a 10-week term) of the summer semester. A student who does not
meet attendance requirements and/or who fails to turn in
assignments in a timely fashion as specified in the course syllabus
may be withdrawn from class and receive a grade of “W.”

= Withdrawing from courses after the withdraw deadline date may be
approved only through action by the Vice President for Academic
Affairs. The Registrar will accept and process change in schedule
forms during the period only as authorized by the Vice President for
Academic Affairs.

= Syllabus and course outlines are subject to change with notice from
the instructor.

e Mission and Core Values Statement:

o The mission of Bluefield State College is to provide students an affordable,
accessible opportunity for public higher education. An historically black
institution, Bluefield State College prepares students for diverse
professions, graduate study, informed citizenship, community involvement,
and public service in an ever-changing global society. The College
demonstrates its commitment to the student’s intellectual, personal, ethical,
and cultural development by providing a dedicated faculty and staff,
quality educational programs, and strong student support services in a
nurturing environment. These are the core values of Bluefield State
College:

= Excellence — We value and are dedicated to excellence in our
faculty, staff, and students, programmatic offerings, support
services, research, and service to our world.

=  Community — We value and are dedicated to the development and
enhancement of a sense of community, mutual respect, and




collaboration among our faculty, staff, students, and the greater
community we serve.

= Diversity — We value and are dedicated to the diversity of our
faculty, staff, and students, programmatic offerings, and co-
curricular opportunities.

= Growth — We value and are dedicated to the intellectual, personal,
ethical, and cultural growth of our faculty, staff, and students and to
providing those opportunities for growth and continuous
improvement throughout our community.

e COVID-19 Statement
If you have a documented excuse that you are unable to attend the in-class sessions
due to illness or other temporary or emergency situation (e.g., self-quarantining,
travel restrictions), you are still expected to complete all assignments by the
deadlines. The school’s policy on absences (excused and unexcused) is still in
effect unless superseded by any exigency guidelines such as those for COVID-19
containment. If you are physically unable to complete the course requirements, you
may receive an Incomplete grade for the semester until all work can be safely
completed. Note that all Incompletes must be accompanied by medical or other
official documentation. You will also have the option to withdraw from the course.
Your instructor will work with you as best they can to accommodate individual
circumstances while maintaining the course objectives and curriculum
requirements. Individual cases will be decided by your instructor with the guidance
of the Chair of the Department, the Dean, and in the cases of international students,
the Director of International Studies.

3.3300 Advising Students

Each regular student admitted to the College will be assigned a faculty advisor who will
normally be a member of the School responsible for the program in which the student has
been enrolled and, because of his/her knowledge of the technical and academic
requirements of the program, will become the student's academic point of reference within
the College. If the student changes programs, a new faculty advisor will be assigned.
Advisor assignments are made by the Counseling and Advising Center Director.

Registration for any class in any semester begins with a consultation with the assigned
faculty advisor. The specific duties of academic advisors are to assist students in preparing
schedules, prepare and maintain a cumulative file on each advisee's academic progress,
and prepare a 45- or 90- hour evaluation at the proper time.

The student must consult with the faculty advisor to initiate the adding or dropping of a
course. If the student contemplates a complete withdrawal from the College, the student
should contact a counselor in addition to the advisor. Faculty advisors are responsible to
ensure students who are completely withdrawing meet with the Registrar’s Office to
complete the exit paperwork.




Each instructor is expected to maintain a schedule of posted office hours throughout the
year to be accessible to advisees and students. Full-time faculty members must maintain a
minimum of 10 office hours per week. Faculty may opt to do 2 of the required 10 office
hours virtually. If this option is utilized, there must be clear notification to students on
how to access faculty during the scheduled 2 hours. Faculty teaching within the
MOODLE® LMS may conduct these via chat thus the time can be confirmed. Advisors
are required to extend posted office hours during registration periods. Students may sign
up on posted schedules during the registration period on faculty offices or communicate
via email for an appointment.

3.4000 FIELD TRIPS AND STUDENT TRANSPORTATION

Trips related to classroom instruction are encouraged and should be used to provide more
enriching experiences than the normal classroom activity can provide. Field trips for such
instructional purposes involving students and/or instructional staff are planned and
organized in the following manner:

A. The instructor presents a recommendation for such a field trip to the School Dean.
The recommendation presented should contain the class or group involved, the number
attending, the faculty member or members in charge, the destination of the trip, the mode
of transportation, estimated cost, and the purposes of the trip related to the instructional
program, with expected values to be gained.

B. The Provost/Vice President for Academic and Student Affairs will have final
approval authority for college-sponsored student travel, The Provost/Vice President for
Academic and Student Affairs and The Vice President for Finance and Administrative
Affairs will be informed of the approval. If the use of private automobiles is approved, the
instructor concerned must make certain that the owner provides the Vice President for
Finance and Administrative Affairs proof of appropriate insurance coverage. If other
transportation, such as buses, is required, notice should be given to the Vice President for
Finance and Administrative Affairs at least two weeks in advance of the trip.

C. When an instructor wishes to take classes on a field trip, it is necessary to avoid
conflict with student attendance in other classes and to secure proper approval prior to the
trip as outlined in Items A and B above. If the trip will cause any student to miss class,
arrangements should be made with the instructors by the student, prior to the trip.

3.5000 FACULTY LOADS

The primary responsibility of a faculty member at Bluefield State College shall be to
provide quality instruction for the students. The major emphasis shall be on teaching by
working with students in classrooms, laboratories, individual conferences, and related
activities to help the students develop their interests and abilities to his/her fullest capacity
in order to become a better person, a better worker, and a better citizen. To accomplish this
goal, the following workloads are expected of faculty.




Faculty Load Formula:

Teaching assignments are converted to load based on enrollment. Note: Faculty
who teach 4 fully enrolled classes are at 12 credit hours AND 12 load hours. Full-
time faculty members teaching more than 13 credit hours in an academic term shall
have the overload courses paid at the adjunct faculty pay rate, as per policy 3.5A in
the Faculty Handbook.

Classes are assigned the following "load™ adjustment factors:

o Fully Enrolled Class: same as number of credit hours normally assigned
Recitation: 1 hour toward faculty load (currently 1 credit hour)

Independent Study (does not include supervised internship, student
teaching, clinicals): 1 hour toward faculty load (currently O credit hours)
Fully Enrolled Lab: 2 hours toward faculty load (currently 1 credit hour)
Low Enrolled Lab: 1 hour toward load

3 Hour Low Enrolled Class: 2 hours toward faculty load

4 Hour Fully Enrolled Class (3-hour lecture combined with lab): 5 hours
toward faculty load (currently 4 credit hours)

4 Hour Low Enrolled Class (3-hour lecture combined with lab): 3 hours
toward faculty load

o O
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Process:

By looking at enrollment trends, Academic Deans can determine schedules based
on whether or not they think faculty will need to be assigned a fifth or even sixth
course for a faculty member to "meet load."”

If the normal 4 course load is assigned and any of the classes do not make the
minimum enrollment number by the cut-off date, then all 4 classes will still run
and the Dean will assign that faculty member another class to teach (maybe a
“Second 8 Weeks” class) that runs regardless of numbers. In the event that the
class that is added makes the minimum enrollment number, then the faculty has 4
fully enrolled classes and 1 low enrolled class and = 15 total credit hours—
adjusted for load = 14 load hours (with 2 hours of overload pay). If the fifth class
doesn't reach the minimum numbers, then the faculty would fall under Case 1
below.

o Case 1: Faculty teaches 3 fully enrolled classes and 2 low enrolled class = 15
total credit hours--adjusted for load = 13 load hours (with one hour of overload
paid)

o Case 2: Faculty has 3 fully enrolled classes and 1 low enrolled class and 1
independent study = 13 credit hours--adjusted for load = 12 load hours (load
met)




o Case 3: Faculty teaches 2 fully enrolled classes and 3 low enrolled classes = 15
credit hours--adjusted for load = 12 load hours (load met).

o Case 4: Faculty teaches 2 fully enrolled classes with labs and 2 low enrolled
classes = 14 credit hours -- adjusted for load = 14 load hours (with 2 hours of
overload paid)

o Case 5: Faculty teaches 1 fully enrolled class and 4 low enrolled classes and 1
recitation = 16 credit hours -- adjusted for load = 12 load hours (load met)

o Case 6: Faculty teaches 1 fully enrolled class with a lab and 4 low enrolled
classes = 16 credit hours -- adjusted for load = 13 load hours (with one hour of
overload paid)

o Case 7: Faculty teaches 6 low enrolled classes = 18 credit hours--adjusted for
load = 12 load hours (load met)

o Case 8: Faculty teaches 3 fully enrolled classes with labs = 12 credit hours —
adjusted for load = 15 load hours (with no overload paid since faculty member
IS not teaching more than 13 credit hours)

o Case 9: Faculty teaches 2 ALP courses and 2 low enrolled class = 14 credit
hours -- adjusted for load = 12 load hours (load met)

o Case 10: Faculty teaches 1 ALP course that is low enrolled and 3 fully
enrolled classes = 13 credit hours — adjusted for load = 12 load hours (load
met)

A. Teaching Loads

The teaching load for full-time faculty is 12 credit hours per semester which usually
comprise 12-20 contact hours per week in classes. As enrollments fluctuate, the teaching
load may exceed the minimum. The contact hours include lectures, seminars, laboratories,
workshops, supervised practice, and similar activities. The actual number of contact hours
shall be determined by the type of classes, the number of students in the classes, and the
variations in course preparations (number of new courses, number of different courses,
and number of total courses.) Full-time faculty members teaching more than 13 credits in
an academic term shall have the overload courses be paid at the adjunct faculty pay rate or
flat fees as designated by the school dean.

B. Professional Activities

It is estimated that approximately 2-10 hours per week may be needed for committee work
and professional activities. Additional time may be needed for student activities and
community activities.

C. Other Assignments




On occasion, faculty members maybe given special assignments or may engage in special
projects which warrant consideration for a reduction in teaching load. Requests for such
adjustment will be considered on recommendation of the School Dean to the Provost/Vice
President for Academic and Student Affairs. Approval of such requests is based on the
need for the activity or the project, the time necessary, and the academic impact on the
institution. Reduction of teaching load may also be determined by the Vice President for
Academic Affairs.

3.6000 INSTRUCTIONAL ASSISTANCE

Secretarial assistance will be available in each School. Also, depending upon the courses
and programs offered in the School, provisions will be made, when funds are available, for
laboratory assistants, technicians, and other semi-professional faculty, staff, and student
workers. The School Dean is responsible for the assignment of such instructional assistance
in the School.

3.6100 Library Services

The Library Staff works with the faculty, staff, and students providing information and
educational resources. We provide both class, group, and individual instruction in all
matters regarding research and maintain a current collection of electronic resources. We
also provide students with tools necessary to conduct research. We encourage our
students, faculty, and staff to contact the Director of Library Services, Dr. David L
McMillan, dmcmillan@bluefieldstate.edu or at 3043274050 with any concerns or
comments regarding library operations. Within the library we have various collections
pertaining to Appalachia and African Americans in Appalachia. As a traditional HBCU
we maintain records of our alumni with yearbooks. You can also call the circulation desk
with any concerns at 304.327.4054.

Library Mission Statement:

The mission of the William B. Robertson Library of Bluefield State College is a college
leader in providing access to information that benefits the campus community. We also
provide resources that facilitate research and encourage critical thinking. The Library also
works collaboratively with faculty to develop resources that work with our students and
faculty. We support the curriculum of the college and offer resources that encourage our
students to think independently and acquire lifelong skills. We are major contributors to
the mission of the college and we work to develop positive relationships with the citizens
of Bluefield, West Virginia and the communities surrounding the college. This also
extends to our alumni and friends of the college. In recognition of our proud heritage we
maintain a collection of materials that the alumni have donated and keep a college archive
charged with preserving the past. This includes primary source materials of our heritage of
being an Historically Black College.
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3.6110 Access to Information

The Library is a member of the WVER, the West Virginia Electronic Resources
Consortia. We maintain a collection of Databases that include the following:

Academic Search Complete

AHFES Consumer Medication Information
Alt HealthWatch

APA PsycArticles

Business Source Complete

Business Source Elite

CINAHL Complete

CINAHL with Full Text

Communication Source

Consumer Health Reference eBook Collection
eBook Collection (Ebsco Ebooks)

Ebsco

Education Source

ERIC

GreenFILE

Health Policy Reference Center

Health Source - Consumer Edition

Health Source: Nursing/Academic Edition
Library, Information Science & Technology Abstracts
Literary Reference eBook Collection
MasterFILE Reference eBook Collection
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MEDLINE

o MLA Directory of Periodicals

o MLA International Bibliography

o Newspaper Source

Nursing Journals:

Nursing

Nursing AJN American Journal of Nursing
Nursing — Med/ Surg Insider Supplement
Nursing — Men in Nursing

Nursing Made Incredibly Easy

O O O O O O

Points of View Reference Center
ProQuest

ProQuest Central

Regional Business News

o O O O



https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=a9h
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=l0h
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=awh
https://www.proquest.com/psycarticles?accountid=206205
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=bth
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=bsh
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=ccm
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=c8h
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=cms
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=e872sww
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=nlebk
https://bluefieldstate.libguides.com/A%20to%20Z%20Databases
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=eue
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=eric
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=8gh
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=her
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=hxh
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=hch
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=lxh
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=e870sww
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=e864sww
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=cmedm
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=kah
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=mzh
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=nfh
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=pwh
https://www.proquest.com/?accountid=206205
https://www.proquest.com/central?accountid=206205
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=bwh

SPORTDiscus with Full Text

TOPICsearch

West Virginia Library Network

Interlibrary Loan for articles
https://bluefieldstate.edu/form/interlibrary-loan-article#no-back
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Book Resources

To provide access to most library resources, the library is equipped with wireless
internet access as well as a wired computer lab. Resources must be accessed
through the myBSC portal. The Library’s book collections contain approximately
72,622 print volumes and 150,988 e-books. Access to these items is available via
the online library system. The Library is a member of the Mountain Library
Network (MLN), which is a network of 34 academic and public libraries,
primarily in the southern and western parts of the state. Individuals may register
for an MLN Library card at the circulation desk. This card is honored by all MLN
libraries. BSC faculty have unlimited checkout privileges at the BSC Library.
Other MLN libraries may restrict the number of checkouts.

Interlibrary Loan (ILL)

Books or articles not in the library’s collection may be obtained via interlibrary
loan from other libraries. Requests should be submitted to a librarian and there is
no charge for the service. ILL services are restricted to BSC faculty, staff, and
students who are registered users of the library.

Reserve Materials

Faculty who wish to place materials on reserve should contact the Circulation
Desk at 327-4054, indicating the course for which the material is intended and the
length of the checkout time. Personal copies of books may be placed on reserve,
but they will be processed for protection by the security system. The library will
make every effort to protect items on reserve. Careful consideration should be
given regarding placing items that are no longer in print or that are particularly
costly.

Electronic Reserves

Items that may be placed on electronic reserve include the following: an article
from a journal; a chapter from a book or conference proceedings; a poem from a
collected work; a short story from an anthology; a play or musical composition
from a collected work.

Additional Materials
Professor-authored materials such as syllabi, lecture notes, and homework
solutions. To place materials on electronic reserve and clarify the policy, contact
the Library Director.

Book Orders/Magazine Orders

The library supports the academic programs of the college by developing
collections that support and supplement the curriculum. Faculty members are
encouraged to orderbooks in their discipline and subject specialties. Order cards



https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=s3h
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=tth
https://search.ebscohost.com/login.aspx?authtype=ip,uid&custid=s8414324&groupid=main&profile=ehost&defaultdb=cat08603a
https://bluefieldstate.edu/form/interlibrary-loan-article#no-back

are available from the Library. Please include all bibliographical information on
the card, including ISBN, and submit all requests to the Director of Library
Services.

Any requests for new periodical titles should go directly to the Periodicals
Librarian. Each request is evaluated for its support of the curriculum, availability
of indexing and electronic access, and price. Journals are ordered once a year in
the summer, but recommendations are welcome at any time.

3.6120  Education in Information-Seeking Skills

Library Orientation and Instruction

Members of the faculty are invited to bring their classes to the library for orientation,
instruction, and use of collections. Instructional sessions are conducted by a librarian
and the instruction is developed to complement the subject and educational level of the
student. Classes include library orientation, basic library research methods, and
workshops that focus on specific databases, subject areas, or types of sources. Librarians
will work with the faculty to design a class that will best fit the needs of the instructor
and subject matter. Please contact the Library at least 3-5 days in advance of the class
visit to allow for preparation time. Instruction can also take place in the regular
classroom or in any of the electronic classrooms. Faculty who wish to bring their classes
to the library should contact the library to ensure that there is space for all concerned.

3.6130 College Archives Program

The BSC Archives was established in 1992. Its mission is to collect, care for, promote,
and make available the unique historical resources of the college. These materials
document the history of administrative and academic units, as well as the activities of
our faculty, staff, and students. The collection is located on the second floor of the
Library.

The BSC Archives seeks papers from professors who have contributed significantly to
Bluefield State College. Faculty papers document the Bluefield State College’s teaching
and learning functions, provide insight into the professional concerns of our faculty, and
show the wider influence of BSC professors. Bluefield State College has added several
major donations to the archive’s collections in recent years. In 2012 the archives added
the West Virginia Intercollegiate Athletic Conference Archives and artist collections
from BSC Art Professor’s Allen Jonas and the photography collection of Mr. William E.
Hebert Jr, BSCAA Mr. Carl Boyd Collection in 2017, artist James S. Leedy collection
and the Law Collections from Mr. John Lilly and Mr. John Shott and were added in
2020 and 2021. Please contact the BSC Archivist for further information and tours of
the BSC Archives are available on request on normal business hours M-F. The Big Blue
Brew, a coffee bar, has been recently added for the enjoyment of the students.

3.6200 Academic Technology Center




The Bluefield State College Academic Technology Center provides academic
technology for both students and faculty. Located in the Ned Shott Physical Education
Building support for online courses via Moodle as well as classroom technology is
provided. The BSC Testing Center provides a secure, quiet place for students to take
proctored tests associated with their online course requirements.

3.6300 Institutional Computer Services (ICS)

Institutional Computer Services (ICS) maintains and provides all Administrative
Computing services and many academic computing support services. These include the
student information system, the finance system, the financial aid system, and
institutional data reporting activities. ICS maintains campus servers, campus-wide
electronic mail, the student portal myBSC, the Bluefield State website, and the computer
network. A Help Desk (304-327-4090 or extension 4090 on campus) is available to
provide a single point of contact for the majority of technology support. The Help Desk
can be reached by phone, by submitting a ticket at https://helpdesk.bluefieldstate.edu,
emailing helpdesk@bluefieldstate.edu or if available, communicating via skype to User:
Help Desk Technician. A college-wide computer inventory is maintained as well as
desktop microcomputer replacements. ICS maintains the network, servers, and many
desktop computers at BSC*s off-campus sites.

3.7000 ASSESSMENT

Assessment of student outcomes of general education and programmatic competencies
occurs throughout the academic year. Selected classes are used for administration of
assessment instruments. Faculty will be notified if any of their classes have been selected
for testing. Faculty are to provide full cooperation during any and all assessment activities.
Providing assessment of courses is a requirement for all faculty and is necessary in order to
provide data for course improvement, accreditation requirements, and possible course
development.

Currently, the College uses the LiveText program for Institutional Assessment and most
Programmatic Assessment for student outcome data documentation. Faculty will be
provided any necessary training on dashboard navigation and proper rubric scoring.
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4.0000 ACADEMIC POLICIES AND PROCEDURES
4.1000 ACADEMIC LOAD FOR STUDENTS

The standard academic load is 15-18 hours. To be considered a full-time student, a student
must be enrolled for at least 12 semester hours. BSC does promote 15 to finish, thus
students should be advised to register for 15 credits each semester.

During the summer term the maximum permissible load is 7 semester hours for a five week
term and fourteen semester hours across a 10 week term.

During Intersession the maximum permissible load is 7 semester hours.

Students who have a 3.0 or better average overall may request permission from the
Provost/Vice President of Academic and Student Affairs to carry one or two additional
hours. Although student credit- hour loads may exceed 18 in regular semesters, when
justified and approved, students are not permitted to register for credit loads in excess of
21.

4.1100 Academic Standing of Students

A. Probation--A descriptive term for the student who is permitted to remain in school
after having failed to meet the minimum standards for satisfactory academic
performance as provided by the faculty.

1. Deficiency invoking probation:
a. The student whose cumulative academic record shows a deficit of 12 quality
points but no more than 17 quality points shall automatically acquire probationary
status.

b. The transfer student whose total record shows a deficit of 12 quality points, if
admitted, shall be assigned a probationary status as though the deficit had been
accumulated in residence.

2. Restrictions associated with probationary status:
a. The student who is on probation shall have his/her schedule restricted as long as
the probation continues and in accordance with the scale which follows:
16 week term 14 semester hours
5 week term 5 semester hours

b. Termination of probation--the student who is placed on probation as a result of a
grade point deficit shall remain on probation until his/her quality point deficiency is
reduced to 11 or fewer.

B. Suspension - Temporary withdrawal of the privilege of enrollment and admittance.
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I. The student with a cumulative deficit of 18 quality points or more shall be
suspended for a period of one Fall or Spring semester. This rule shall not apply to first
semester freshmen or students who have not been on academic probation for one
semester. (Summer school shall not be required as being a semester as far as
suspension is concerned.)

2. The application of a student suspended from any college shall not be considered
for admission until his/her period of suspension has expired. Bluefield State College
honors the suspension of any other college and such a suspension is treated as a prior
suspension from Bluefield State College.

3. The student suspended for poor scholarship and subsequently readmitted shall be
required to:

a. Register for a maximum of 14 semester hours;

b. Maintain no less than a 2.0 GPA each semester following his/her readmission;
and

c. Reduce the deficit by no less than 6 quality points each 2 semesters.

Gains made as a result of repeating to remove previous grades are excluded. Gain
must be a result of maintaining above 2.0 average. Failure to comply will result in a
second suspension.

C. Dismissal - Permanent withdrawal of the privilege of enrollment and attendance.

A second suspension shall be regarded as permanent. A student may, however,
request special consideration for readmission after one calendar year. It shall be the
responsibility of the student to provide the Academics Committee with reasons why
he/she should be given special consideration for readmission. Supporting evidence is
required demonstrating why he/she should be given special consideration for
readmission. To convene a meeting of the Academics Committee the student must
complete the request form available in the office of the Provost and Vice President
for Academic Affairs. He/she may do this by letter, by scheduled appearance before
the council, or both.

4.1200 Semester Hours
The basic unit of college credit at Bluefield State College is the semester hour. The
basic unit of college credit at Bluefield State College is the semester hour. Generally,
a semester hour is equivalent to one hour per week for a semester in a lecture section
two fifty-minute periods per week for a semester in a laboratory.

4.1300 Classification of Students
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Regular students are classified as follows:

Freshmen:  those who have completed fewer than 30 semester hours credit.
Sophomores: those who have completed a minimum of 30, but fewer than 60 semester
hours credit.

Juniors: those who have completed a minimum of 60, but fewer than 90 semester
hours credit.
Seniors: those who have completed a minimum of 90 semester hours of credit.
4.2000 ACADEMIC ADVISING

Each degree-seeking student who is admitted to the College is assigned a faculty advisor in
her/her major field of study. The advisor is expected to provide the student with careful
guidance in the pursuit of his/her degree. The duties of the advisor are to render academic
assistance, prepare students’ course schedules, explain academic regulations and degree
requirements, and maintain academic records for each advisee. The student advisee is
expected to consult with his/her assigned advisor for all academic issues. The advisee is
expected to consult with the advisor during posted office hours at least two times per
semester. The advisor is expected to give the advisee careful guidance in the pursuit of
his/her studies at the College.

The method for changing an advisor is to consult with the Advising and Counselling Center
to complete the change of major form. Any advisor changes are processed in the
Counseling Center.

All undeclared majors and students requiring 101L courses are advised in the Counseling
and Advising Center. Special attention is given to provide career exploration for these
undecided students.

4.2100 Student Attendance Policy

The student attendance policy is found in the current college catalog.
https://bluefieldstate.edu/academics/academic-catalogs

It is vital that faculty check rosters within the first two weeks of a term, at midterm, and
prior to the last date to withdraw to issue any student not in attendance is properly
withdrawn.

4.2200 Withdrawal from College

The withdrawal from college process is found in the current college catalog.
https://bluefieldstate.edu/academics/academic-catalogs
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4.2300 Withdrawal from a Course

Each semester before the last day a student can be withdrawn, faculty can request
withdrawal from a course via the Early Alert System on myBSC. This request is for
failure to attend ONLY. Students should be advised by the faculty member teaching the

course if they are performing poorly. It is the responsibility of the student to request
withdrawal from a course for reasons other than attendance.

4.3000 ACADEMIC APPEALS

The academic appeals process is found in the current college catalog, available online at
https://bluefieldstate.edu/academics/academic-catalogs

37

~
(-


https://bluefieldstate.edu/academics/academic-catalogs

5.0000 FACULTY POLICIES AND PROCEDURES

5.0100 Introduction

5.0200 Equal Employment Opportunity
5.0210 Sexual Harassment

5.1000 Academic Freedom and Tenure
5.1100 Professional Ethics

5.2000 Consulting

5.2100 Employment outside the College
5.2200 Public Speaking

5.2300 Political Activities

5.2400 Personal Obligations

5.3000 Committee Assignments

5.3100 Registration Responsibilities
5.3200 Faculty Meetings

5.3300 Commencement

5.3400 Professional Associations

5.4000 Personnel Files

5.4100 Addresses and Phone Numbers
5.5000 Appointment, Reappointment and Promotion of Faculty
5.5100 Years of Service

5.5200 Termination of Employment
5.5300 Faculty Evaluation

5.6000 Leave

5.6010 Medical Leave

5.6020 Inclement Weather Late Schedule
5.6030 Holidays

5.6040 Sabbatical Leave and Advanced Salary
5.7000 Benefits and Pay

5.7010 Hospitalization

5.7011 Group Insurance

5.7012 Life Insurance Program

5.7013 Mountaineer Flexible Benefit Plans
5.7014 Section 125 Plan

5.7015 COBRA

5.7016 Retirement

5.7017 TIAA-CREF Total Disability Insurance
5.7018 Worker‘s Compensation

5.7019 Unemployment Compensation
5.7020 Credit Union

5.7021 U.S. Savings Bonds

5.7022 Faculty Development

5.7100 Payday

5.7110 Required Deductions

38

~
(-



5.8000 Travel
5.9000 Appeal and Grievance Procedure
5.9010 Faculty Grievance Procedure

39

~
(-




5.0000 FACULTY POLICIES AND PROCEDURES
5.0100 INTRODUCTION

The purpose of this section is to record the various personnel rules, regulations, policies,
and procedures of the Federal and State governments, Higher Education Policy
Commission (HEPC), and Bluefield State College (BSC).

5.0200 EQUAL EMPLOYMENT OPPORTUNITY

BLUEFIELD STATE COLLEGE is an equal opportunity institution, which recruits,
employs, trains, and promotes based on merit and business needs, not on race, color,
religion, creed, political belief or affiliation, sex, national origin, age, mental or physical
disability, genetic information, sexual orientation, marital status, gender identity and
expression, and veteran status, or on any other status or condition protected by applicable
federal or state laws, except where a bona fide occupational qualification applies. (See
Board of Governors Policy GA-615)

BSC ensures that personnel programs, such as compensation, benefits, transfers, layoffs,
return to work, training, education, tuition assistance, and other employment programs are
administered without regard to race, color, religion, creed, political belief or affiliation, sex,
national origin, age, mental or physical disability, genetic information, sexual orientation,
marital status, gender identity and expression, and veteran status, or on any other status or
condition protected by applicable federal or state laws, except where a bona fide
occupational qualification applies.

In furtherance of its policy prohibiting discrimination against individuals on the basis of
physical or mental impairment or disability, the College will provide reasonable
accommodation in the work place for disabled employees. All inquiries regarding the rights
of disabled employees, including the right to employment accommodations, should be
directed to the ADA Coordinator. (See Board of Governors Policy GA-605)

5.0210 HARASSMENT

It is the policy of the Bluefield State College Board of Governors that the work and
educational environment will be free from all forms of harassment of any employee,
student, applicant for employment, student workers or contracted employee. lllegal
harassment in any manner or form is expressly prohibited. (See Board of Governors
Policy No. 3).

Workplace Harassment Definition - Workplace harassment is any unwanted or
undesirable conduct that demeans or shows hostility toward another person at the
workplace. Workplace Harassment may include but is not limited to:
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Hostile Work Environment, which consists of harassment based on race, color, religion,
creed, political belief or affiliation, sex, national origin, age, mental or physical disability,
genetic information, sexual orientation, marital status, gender identity and expression, and
veteran status, and protected activity (i.e., opposition to prohibited discrimination or
participation in the complaint process), or status explicitly defined as protected under
applicable state and federal law.

Bullying, which consists of outrageous behavior that deliberately causes extreme physical
and/or emotional distress. Such conduct involves the repeated unwelcome mistreatment of
one or more employees/students often involving a combination of intimidation,
humiliation, and sabotage of performance.

“Intimidation” means implied threats or acts that cause imminent fear of harm in another
on the basis of actual or perceived membership in a Protected Category.

“Retaliation” means any adverse employment action taken against a person who
complained about harassment, supported a complainant involving harassment, or who
participated in the investigation of a claim of harassment because of that person’s
participation in filing the complaint of harassment, supporting a complainant involving
harassment, or for participating in the investigation of a claim of harassment.

“Hostile Environment” means an environment created by oral, written, graphic, or
physical conduct that is sufficiently severe, persistent, or pervasive and objectively
offensive so as to interfere with, limit, or deny the ability of an individual to participate in
or benefit from educational programs or activities or employment access, benefits, or
opportunities

In 1980 the Equal Employment Opportunity Commission (EEOC) first published
guidelines on sexual harassment. The EEOC defines sexual harassment as - unwelcome
advances, requests for sexual favors, or other verbal or physical conduct of a sexual
nature when:

1. submission to such conduct is made either explicitly or implicitly a condition of an
individual‘s employment; or

2. submission to or rejection of such conduct by the individual is used as the basis for
employment decisions affecting such individual; or

3. such conduct has the purpose or effect of unreasonably interfering with an
individual‘s work performance or creating an intimidating, hostile, or offensive work

environment.

Any acts of harassment by an employee may be a violation of Title VII of the Civil Rights
Act of 1964.
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An employee who feels that he or she is the victim of a workplace incident of sexual
harassment is encouraged to discuss the matter promptly following the Harassment Policy
procedures (See https://pegb.wv.gov/forms/Pages/default.aspx) No form of retaliation is
to be applied to any person making a complaint of sexual harassment.

BSC supports the spirit and objectives of the EEOC guidelines on sexual harassment. It is
our policy that anyone in our organization who is found to have engaged in such
harassment of another employee will be subject to disciplinary action, up to and including
termination.

In turn, BSC recognizes that the issue of whether sexual harassment has occurred requires
a factual determination by the investigator(s) based on all the evidence found. The
College also recognizes that false accusations of sexual harassment can have serious
effects on innocent men and women and are subject to disciplinary action, up to and
including termination.

It is expected that BSC employees will act in a responsible and professional manner,
remain sensitive to treating co-workers with dignity and respect, and help provide a
productive work environment.

5.1000 ACADEMIC FREEDOM AND TENURE

Academic freedom and tenure guidelines are found in HEPC*s Series 9 and Bluefield
State College Board of Governors* Policy No. FC-403.

5.1100 Professional Ethics

Bluefield State College subscribes to the Statement of Professional Ethics of the AAUP
(2009).

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.

. 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
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treatment of students. They acknowledge significant academic or scholarly assistance
from them. They protect their academic freedom.

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, even when it leads to findings and
conclusions that differ from their own. 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.

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.

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.

The privilege of a faculty appointment brings with it commensurate responsibilities.
Responsibilities to student, colleagues, and the College, as well as to academe and
society, to hold one‘s self to high standards of teaching, research and service, and to
adhere to high standards of professional integrity and conduct. Specific faculty
responsibilities include, but are not limited to, the following:

1. To remain current in one‘s subject or subjects and to instruct assigned courses in a
manner consistent with the scheduled time, course content, and course credit
approved by the institution.

2. To complete in a professional, timely and responsible manner all other teaching and
academic assignments that have been accepted or are a normal part of one‘s duties.

3. To give individual evaluations of student performance.
4. To refrain from committing or inciting acts of physical violence against individuals

or property, or acts which interfere with the academic freedom of other persons with
the College or interfere with the freedom of speech
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5. To treat fairly, courteously, and professionally their students, colleagues, and other
members of the academic community.

Also see Board of Governors Policy No. HR-705.

5.2000 CONSULTING

College faculty are encouraged to assist business, industry, governments, and other
educational agencies. They may engage in consulting activities as long as such activities do
not interfere with their regular responsibilities and duties for the College. Each employee
should obtain the approval of the Dean of the School and the Vice President for Academic
and Student Affairs for any consulting activities that might take the employee away from
the College during hours when he/she might normally be expected to be on campus.

5.2100 Employment Outside the College

College faculty may engage in outside employment when it does not conflict with their
professional responsibilities to the College. Members of the faculty shall not engage in
any employment at any time that prejudices their usefulness as members of the faculty of
the College or which would compromise the College or create a conflict of interest. The
faculty is responsible to ensure that they do not represent the College while involved in
outside employment. The Vice President for Academic and Student Affairs shall establish
a program of periodic review of outside services of appointees to guide faculty members.

5.2200 Public Speaking

Faculty members are invited periodically to speak before community groups. This service
is greatly appreciated by the community and provides a valuable public relations liaison
between the College and the community. Faculty members are encouraged to participate
in speaking engagements. To assist them in this activity, the Office of Institutional and
Media Relations will provide information concerning the activities and programs of the
College. Further, when audiovisual and multimedia resources and/or equipment are
desired for such presentations, the Instructional Technology Center shall make available
College equipment and materials to assist the faculty member.

5.2300 Political Activities

The College recognizes and encourages the exercise of the right of College employees,
as citizens, to engage in political activities on their own time.

5.2400 Personal Obligations

Employees of the College are expected to handle their personal and financial obligations
in such a manner as to prevent the involvement of the College.
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5.3000 COMMITTEE ASSIGNMENTS

Service on College committees is one of the responsibilities of the faculty member. All full-
time faculty are expected to participate on college wide committees.

5.3100 Registration Responsibilities

Working the periods of general registration of students for classes is a part of the
professional responsibility of every full-time member of the faculty of BSC. Faculty are
expected to post extended office hours during the designated times of pre and general
registration. Signup sheets should be placed on faculty doors and/or sent electronically to
advisees to schedule appointments.

5.3200 Faculty Meetings

The President, Vice President for Academic and Student Affairs and School Deans may
schedule general faculty meetings during the year in addition to the regular meetings of
the faculty. As the presiding officer and chief administrator of the College, the President
will set the date and place of such meetings. Faculty members are expected to attend all
such general faculty meetings, as well as meetings called by the Chairperson of the
Faculty Senate.

5.3300 Convocation/Commencement

All faculty members are expected to attend convocation and commencement exercises.
Faculty members are responsible for providing and wearing appropriate academic regalia
at each of these events. As a convenience to the faculty, the BSC Bookstore will assist
any faculty member in making arrangements for the rental or purchase (8 weeks prior to
ceremony) of academic regalia. Faculty who have conflicts with convocation or
commencement should provide in writing the noted conflict to their respective School
Dean for approval.

5.3400 Professional Associations

Membership in professional associations is not required of BSC faculty members, but is
encouraged. The College does not defray the cost of such membership.

5.4000 PERSONNEL FILES

The official personnel file is kept in the Human Resource Office. Faculty members may
have access to their personnel files when the institution is normally open for business to
review their own file and the contents therein with the following exception: materials that
BSC obtained with the employee‘s prior agreement to forfeit her/his right of access, such as
some references.
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The Human Resource Office requires that faculty members schedule an appointment to see
the personnel file. A representative of the custodian of records will be present with the
employee during the review. The date, time, and initials of the faculty member will be
recorded for each review in the personnel file.

The following documents are basic documents to be found in each faculty member‘s
personnel file in the Human Resource Office.

letters of application (originals);

appointment, acceptance letters, and contracts (originals);

personal data (date of birth, marital status, etc.);

evaluations and other pertinent documents related to the employee‘s performance;
promotion and tenure decisions;

current official transcripts with an updated resume; and

additional information such as personnel development, class schedules, etc.

NoukrwnpE

It is the responsibility of each faculty member to provide complete personal data, including
biographical information; all applicable official transcripts, both graduate and
undergraduate; letters of evaluations and recommendation from professional colleagues;
documentation of professional growth; and copies of publications, as well as any other data
which the faculty member may wish to have included in the file.

A copy of any material in the personnel file, except as noted above, will be provided to the
faculty member upon request. A small copy fee may be charged. Positive identification of
the faculty member must be established before providing access to the personnel file. The
faulty member may not remove documents from a personnel file. A faculty member may
add documents to her/his own personnel file at any time.

The official personnel file will be kept in strictest confidence and will be available for
confidential use only to the individuals directly involved in personnel decision- making.
However, for a valid reason, the faculty member may authorize, in writing, access to her/his
file by any other appropriate persons.

Documents such as student evaluations and written communications that are not contained
in the official personnel file are kept in a file in the Dean or Vice President of Academic
Affairs Office.
5.4100 Addresses and Phone Numbers
It is important that the Human Resource Office and the Payroll Office maintains a current
address and phone number for each member of the faculty and staff. Notice of change of
address and/or telephone number must be completed in the Human Resource Office and
the Payroll Office. The appropriate forms may be accessed in these offices.

5.5000 APPOINTMENT, REAPPOINTMENT AND PROMOTION OF FACULTY
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A. Criteria for Appointment and Promotion

Promotion and Appointment Criteria are found in Appendix Section E. It should be noted
that this may include any disciplinary letters involving violation of College, State, or
Federal policy, or exemplary conduct.

B. Academic Advancement
See HEPC Series 9 (Academic Freedom, Professional Responsibility, Promotion and

HEPC Series 9 (Academic Freedom, Professional Responsibility, Promotion and Tenure)
and Bluefield State College Board of Governors Policy FC-403.

C. Selection of Personnel

The President or designee has the responsibility for selecting new personnel and for
recommending the change in status of personnel (including salary changes, promotions,
dismissals, and retirements). The recommendation should be originated at the appropriate
supervisory level. No financial commitments can be made until the personnel
appointment is approved by the appropriate offices.

D. Appointment of New Full-Time Faculty Personnel

All regular full-time teaching faculty shall normally be on nine-month appointments. All
appointments shall be made on the basis of the qualifications of the faculty member at the
time of the appointment.

Nine-plus-three-month Faculty Appointments-All faculty with responsibilities beyond the
regular nine-month faculty appointment shall be employed on a nine-plus-three-month
basis. All nine-plus-three-month faculty will be assigned a faculty rank for which they

qualify.

E. Summer School Appointments

Nine-month faculty employed at the discretion of the institution under the assignment of
faculty to teach summer courses during summer school shall be employed on a temporary
appointment.

F. Salary Increases for Faculty Personnel

Each year, within the Legislature and/or Higher Education Policy Commission guidelines,
the President and Provost, in consultation with the Chief Financial Officer, determine the

distribution of available funds for salary increases. Provisions may be made for across-
the-board increases, promotion in academic rank, and other adjustments.
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5.5100 Years of Service

Years of service are defined as the number of complete academic years of full-time,
College-level instruction as a faculty member under salaried contract holding the rank of
instructor, assistant professor, associate professor, or professor. Time on unpaid leave of
any kind does not count toward years of service. Time spent on authorized sabbatical
leave or other paid leave counts towards years of service.

5.5200 Termination of Employment

Termination of employment is an inevitable part of personnel activity within any
organization. It is expected that faculty will fulfill the terms of their appointment. If the
terms of appointment cannot be fulfilled, a formal letter of resignation should be
submitted to the President.

Prior to the delivery of the final paycheck, it is necessary that an employee complete an
Exit Interview to ensure that his/her departure is made as smoothly as possible and that
the College will have information necessary for future contacts with the employee, at the
same time, clearing the employee's record in respect to books, equipment, etc.

5.5300 Faculty Evaluation

The faculty evaluation policy is found in Bluefield State College Board of Governor‘s
Policy FC-403 (see also Appendix F).

5.6000 LEAVE

Policies and procedures regarding employee leave are addressed in Bluefield State
College Board of Governors® Policy HR-704. Policy regarding military leave, leave of
absence without pay, and emergency leave are found in HEPC Series 9 (see Appendix
A).

Notification of an absence, prior to an employee's scheduled start time is required. If, for
any reason, an employee is unable to report to work as scheduled, the employee should
notify his/her supervisor at the earliest possible time with the reason and the expected
duration of the absence. Failure of notification can result in discipline, including
termination. Absence from work for three consecutive days without explanation or
authorization may be deemed an automatic resignation.

5.6010 Medical Leave Verification
Medical leave verification/assessment is a signed statement from the treating health care
provider to validate the illness or other cause for which sick leave or medical leave of

absence may be granted. BSC may require verification of an illness. See Bluefield State
College Board of Governors’ Policy HR-704.
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5.6020 Late Weather Schedule

BSC schedule change announcements:

1. "Classes will meet on the Inclement Weather Schedule." This is an alteration of
class meeting times. Its purpose is to provide time for college maintenance personnel to
clear snow from campus sidewalks, steps, and parking lots. In this case, employees are to
report at the regular times unless a specific change is announced through the media.

2. "Classes will not be held (or are canceled).” In this case, employees are to report
at the regular time, unless a specific change is announced through the media.

3. "The College is closed.” This means that all offices are closed and classes will not
meet. Employees do not report for work that day. The exception to this is that the
maintenance personnel and night watchman report at designated times. See Bluefield
State College Board of Governors® Policy HR-704.

5.6030 Holidays

Policies and procedures regarding holidays are addressed in Bluefield State College Board
of Governor’s Policy GA-603. . The Higher Education Policy Commission directs that the
president of each college, or her/his designee, will determine six holidays which will be
observed by the employees of that institution in addition to the six holidays specified in
Bluefield State College Board of Governors Policy GA-603. A list of these holidays will
be distributed annually before each fiscal year begins.

5.6040 Sabbatical Leaves and Advanced Study

HEPC Series 9 (see Appendix Section A) provides for leaves of absence without pay for
the purpose of advanced study, medical reasons, and other approved by the President.
Leaves must be recommended by the Provost and approved by the President.

The College encourages advanced study and where possible will assist to that end.
5.7000 BENEFITS/PAY

Employee benefits significantly increase the value of the employee's total compensation.
The exact amount varies with individual circumstances. Health insurance coverage includes
basic health/hospital/surgical care, a major medical plan, prescription drugs, and $10,000
life insurance coverage through an indemnity plan or Managed Health Care Plan. Eligibility
for these benefits and other provisions concerning them are subject to change without
notice.

Information regarding monthly premiums, copayments, deductibles, coverage and

dependent eligibility are provided in the WV PEIA Shopper‘s Guide for the plan year.
Enrollment information is provided during the employee's orientation time.

49

~
(-


https://bluefieldstate.edu/sites/default/files/userfiles/bog/policies/new/Policy%20HR-704%20-%20Employee%20Leave.pdf
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&amp;amp%3Bamp%3Bview=items&amp;amp%3Bamp%3Bcid=144%3Apolices-&amp;amp%3Bamp%3Bid=1022%3Apolicy-no-18&amp;amp%3Bamp%3BItemid=582
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&amp;amp%3Bamp%3Bview=items&amp;amp%3Bamp%3Bcid=144%3Apolices-&amp;amp%3Bamp%3Bid=1022%3Apolicy-no-18&amp;amp%3Bamp%3BItemid=582
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&amp;amp%3Bamp%3Bview=items&amp;amp%3Bamp%3Bcid=144%3Apolices-&amp;amp%3Bamp%3Bid=1022%3Apolicy-no-18&amp;amp%3Bamp%3BItemid=582
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&amp;amp%3Bamp%3Bview=items&amp;amp%3Bamp%3Bcid=144%3Apolices-&amp;amp%3Bamp%3Bid=985%3Apolicy-no-8&amp;amp%3Bamp%3BItemid=582
https://bluefieldstate.edu/sites/default/files/userfiles/bog/policies/new/Policy%20GA-603%20-%20Holidays.pdf
https://bluefieldstate.edu/sites/default/files/userfiles/bog/policies/new/Policy%20GA-603%20-%20Holidays.pdf
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&amp;amp%3Bamp%3Bview=items&amp;amp%3Bamp%3Bcid=144%3Apolices-&amp;amp%3Bamp%3Bid=985%3Apolicy-no-8&amp;amp%3Bamp%3BItemid=582
https://bluefieldstate.edu/sites/default/files/userfiles/bog/policies/new/Policy%20GA-603%20-%20Holidays.pdf
https://www.wvhepc.edu/wp-content/uploads/2020/02/133-9final.pdf
https://www.wvhepc.org/resources/133-9final.pdf

A Drief overview of the benefits is provided. Any questions and/or changes should be
directed to BSC‘s Human Resource or Payroll Office.

Benefits
5.7010 Hospitalization

BSC employees are eligible for a hospitalization plan. Complete information about
hospitalization plans is available at http://www.peia.wv.gov/Pages/default.aspx.

5.7011  Group Insurances

BSC employees are eligible to participate in a wide range of health insurance programs
including PEIA plans and Managed Care plans which offers hospital, surgical, major
medical, prescription drug and other medical care benefit coverage.

Information regarding the differences in plans, monthly premiums, co-payments,
deductibles, coverage and dependent eligibility are provided in the WV PEIA Shopper‘s
Guide for the plan year or online at http://www.peia.wv.gov/Pages/default.aspx.

The premiums for health care plans are withheld bimonthly, with half of the months
premium being withheld from each pay period.

5.7012 Life Insurance Program

The basic life insurance plan includes $10,000 term life insurance with an accidental
death and dismemberment benefit. Employees‘ may elect life insurance only plans.

Additional optional life insurance may be purchased by the employee for a monthly
premium based on age and the principal sum. Dependent life insurance may also be
purchased on eligible dependents. Enroliments under both options are subject to a
statement of health thirty days after initial employment.

5.7013 Mountaineer Flexible Benefit Plans

Additional benefit plans are available on a pretax basis. These plans include dental, eye,
long-term disability, short-term disability, flexible spending accounts, pre-paid legal,
etc. Information on these accounts will be given during orientation and can also be
obtained during the open enrollment period. These benefits are provided at group- rate
costs and paid by the employee. The premiums for Mountaineer Flexible Benefits are
withheld both pay periods.

5.7014 Section 125 Plan

Employees who contribute to the cost of their health insurance, basic life insurance,
accidental death and dismemberment insurance, or optional life insurance may elect to
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pay these premiums on a pre-tax basis. Your tax savings are made up of Federal, State,
and FICA (Social Security) taxes which are not paid until the premiums are paid.

5.7015 COBRA

Federal law entitles the employee and covered dependents under the Consolidated
Omnibus Budget Reconciliation Act (COBRA) to continue medical coverage only in
certain cases when coverage would otherwise terminate, provided the employee and/or
dependent(s) pay the full group premiums. Information regarding COBRA benefits may
be obtained from BSC*s Payroll Office.

5.7016 Retirement

Participation by benefits-eligible employees in a tax-sheltered retirement program is
mandatory by West Virginia State law. Employees must contribute six percent of their
gross pay to a retirement program. BSC matches the employee's contribution with an
equal amount. Vesting is immediate and retirement may begin at any age upon
termination of employment. Retirement income is based on age at retirement, amounts
of dollars accumulated, and the income options chosen, i.e., single life or joint life.
Additional information regarding the various plans and enrollment packets are
distributed by the Human Resource Office.

5.7017 TIAA-CREF Total Disability Insurance

The TIAA-CREF disability insurance is a long-term disability plan providing a non-
taxable monthly income to age 65 in the event of total disability. The income benefit is
based upon the employee's base salary and begins after six months of total disability.
The monthly income benefit, which includes any income payable from employee‘s sick
leave, Social Security, Worker's Compensation, and any disability benefit payable
under any insurance or retirement plan sponsored by BSC, is equal to60 percent of the
monthly salary to a maximum of $5,000.

The minimum monthly benefit under this plan is $100; there is a one year eligibility
waiting period before new enrollees are eligible. The premium is based on the base
salary and paid by the employee.

Employees enrolling for the disability income benefit are also included under the
"Annuity Benefit" provision of the plan. The annuity benefit provides for the monthly
payment of 12 percent of the employee's salary into a TIAA/CREF Annuity in addition
to the disability income payments.

5.7018 Worker’s Compensation

Worker's Compensation state laws provide replacement income and medical benefits if
you become ill or injured as a result of your job and the illness or injury qualifies for
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benefits based on West Virginia state law. Coverage begins on your first day of
employment and is provided at no cost to the employee.

All injuries under statutory coverage, no matter how minor, must be reported, in
writing, immediately to the supervisor and the BSC Director of Human Resources. The
BSC Director of Human Resources will prepare and submit to the State all reports
required to establish the employee's claim for compensation once it has been received
from the attending physician.

An employee is responsible for her/his portion of the health insurance premium when
they are off of the payroll due to collecting Worker‘s Compensation benefits.

5.7019 Unemployment Compensation

Wages at BSC are reported quarterly to the West Virginia Department of Employment
Security. For more information about this program, contact the local Job Service
Office/Office of Employment Security.

5.7020 Credit Union

The West Virginia Public Employees Credit union is a member-owned financial
cooperative serving employees of the State of West Virginia. An employee may sign up
for membership with the BSC Human Resource or the BSC Payroll office at any time.
For more information, contact the Human Resource or Payroll Offices or the Public
Employees Credit Union‘s address is:

2200 Washington Street East
P. O. Box 50919

Charleston, WV

25305-0919

(304) 558-0566.

5.7021 U. S. Savings Bonds

U. S. Savings Bond Payroll Savings Plan is available to all employees. Payroll
deductions for savings bonds must be withheld both pay periods. Forms are available
through the BSC Payroll office.

5.7022 Faculty Development

Faculty development includes activities designated to provide professional knowledge
and to improve credentials. Funding for faculty development activities may be secured
by application for funds to the Personnel Development Committee. Applications for
Personnel Development can be obtained from the office of the Provost. Guidelines for
faculty development may be found in Bluefield State College Board of Governors*
Policy FC-402
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5.7100 Payday

Beginning July 1, 2002, as stated in H. B. 4012, all new full-time faculty will be paid one
pay cycle in arrears except for elected officials or those transferring from one state agency
to another with no break in service. Paychecks will be issued every other Friday.
Transportation problems could cause occasional delays in paycheck distribution. Direct
deposit is available to all employees.

5.7110 Required Deductions

State or federal law requires each institution to deduct State and Federal income taxes,
social security, retirement premiums, unemployment and worker‘s compensation
premiums from each employee's paycheck.

5.8000 TRAVEL

For complete regulations faculty are referred to the current State of West Virginia Travel
Regulations. The State Travel Policy governs state employees who are conducting in-state, out-
of-state, and international business travel with the State of West Virginia. This policy addresses
such areas as transportation, lodging, meals, registration fees, other expenses, and forms of
payment.

The State Travel Policy is available in PDF format
Revised July 1, 2019

The following is a brief overview of travel regulations.

Faculty members who travel in connection with the regular performance of their duties are
entitled to reimbursement for their expenses. Approval must be obtained in advance, and
funds must be available in the School or office budget. The following regulations will
govern travel and subsistence allowances for college employees traveling on official
business. The allowances set out herein shall be considered the maximum. Approved travel
on official business is on the basis of reimbursement for actual and necessary expense
incurred.

Travel may be undertaken for conferences, institutes, seminars and business trips
considered necessary in the administration and operation of a college, such as, but not
limited to, the following:

1. meetings of those associations in which the institution holds membership;

2. meetings of those associations in which the person--administrative, faculty, or staff-
-holds membership and no institutional membership is required;

3. meetings called by federal and/or state agencies;
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4. meetings of a general educational nature which in the judgment of the administration
the College should be represented; and
5. recruitment of faculty and staff.

Transportation reimbursement will be limited to the actual cost supported by ticket stubs or
other appropriate documentation based on the most direct and practical route possible.
Mode of transportation shall be that which is most efficient and economical to the state.
When travel is by automobile, a state vehicle will be used unless the travel is to be charged
to a grant. Prior approval by the Chief Financial Officer must be obtained in order to use a
private car for College business.

State-owned vehicles: Reimbursement will be made for storage, toll charges, and other
actual costs.

Privately owned vehicles: Maximum mileage allowance for use of privately owned vehicles
engaged in State business will be that set by the State. Toll bridge and turnpike charges
may be included. If more than one person travels in a private vehicle and the charge is less
than would be required for transportation by commercial airline, necessary storage and
garage fees will be reimbursed. Reimbursement for travel by car to a destination outside the
State may not exceed the cost of commercial airlines.

The following local policies and regulations govern faculty travel:

1. The Dean of the School will be responsible for allocating travel funds to members of
the campus. Expenditures for meals and room should be held to reasonable amounts,
and will be limited by the maximum amount allowed by the State.

2. No travel expenses to a meeting will be paid unless the faculty member is a member
of the organization sponsoring the meeting.

3. Where several members of the faculty are attending the same meeting, the
transportation should be pooled if possible.

4. Each Dean of the School will maintain a record of expenditures of the various
members of the department from year to year to ensure equitable allocation of funds.

Procedure - Prior to the trip, approval must be obtained. After the trip, the in-state travel
expense account form must be completed, to include attaching appropriate receipts, signing
the form, and submitting to the appropriate office for reimbursement.
5.9000 APPEAL AND GRIEVANCE PROCEDURE

5.9010 Faculty Grievance Procedure

Effective July 1, 2007, the West Virginia Public Employees Grievance Board was

established. The grievance procedure is outlined in West Virginia Code Section 6C-2 and
6C-3. A copy of the grievance procedures can be found
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http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=06c&amp;amp%3Bamp%3Bart=2
http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=06c&amp;amp%3Bamp%3Bart=2
http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=06c&amp;amp%3Bamp%3Bart=2
http://www.legis.state.wv.us/WVCODE/Code.cfm?chap=06c&amp;amp%3Bamp%3Bart=3&amp;amp%3Bamp%3B03

https://pegb.wv.gov/forms/Pages/default.aspx. Assistance in procedural matters should be
directed to the Human Resource Office.

5.9020 Student Disciplinary and Appeal Procedure

Procedures are detailed in the current Student Handbook.
https://bluefieldstate.edu/sites/default/files/page/attachments/2019/09/2019-
20%20Handbook 1.pdf.
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https://pegb.wv.gov/forms/Pages/default.aspx
https://bluefieldstate.edu/sites/default/files/page/attachments/2019/09/2019-20%20Handbook_1.pdf
https://bluefieldstate.edu/sites/default/files/page/attachments/2019/09/2019-20%20Handbook_1.pdf

APPENDIX A

WEST VIRGINIA HIGHER EDUCATION POLICY COMMISSION
SERIES 9
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TITLE 133
PROCEDURAL RULE
WEST VIRGINIA HIGHER EDUCATION POLICY COMMISSION
SERIES 9

TITLE: ACADEMIC FREEDOM, PROFESSIONAL RESPONSIBILITY, PROMOTION,
AND TENURE

SECTION 1. GENERAL

1.1. Scope - This policy relates to academic freedom and responsibility, appointment,
promotion, tenure, non-reappointment or dismissal of faculty, and grievance procedures
for matters pertaining to faculty. The policy sets forth the major elements which need to
be incorporated by institutional Boards of Governors as they formulate institutional policy
relating to faculty issues. Each Board of Governors shall develop a policy on faculty
matters for its institution as set forth in this Higher Education Policy Commission
statement and shall file its policy with the Chancellor.

1.2. Authority — W. Va. Code §18B-1-6, 18B-1B-4, and 18B-7-4
1.3. Filing Date — August 20, 2007
1.4. Effective Date — September 20, 2007

1.5. Modification of Existing Rule: Title 133-9 Procedural Rule of the West Virginia
Higher
Education Policy Commission

SECTION 2. ACADEMIC FREEDOM AND PROFESSIONAL RESPONSIBILITY.

2.1. Academic freedom at public institutions of higher education in West Virginia under
the jurisdiction of the Higher Education Policy Commission is necessary to enable the
institutions to perform their societal obligation as established by the Legislature. The
Commission recognizes that the vigilant protection of constitutional freedoms is nowhere
more vital than in the institutions under its jurisdiction. Faculty members and students
must always remain free to inquire, study, and evaluate.

2.2. Through the exercise of academic freedom, members of the academic community
freely study, discuss, investigate, teach, conduct research, and publish, depending upon
their particular role at the institution. To all of those members of the academic community
who enjoy academic freedom, there are, commensurate with such freedom, certain
responsibilities. All faculty members shall be entitled to full freedom in research and in
the publication of the results of such research, subject to the adequate performance of
their other academic duties, which may include designated instruction, research, extension
service, and other professional duties. Activity for pecuniary return that interferes with
one's obligations to the institution should be based upon an understanding, reached before
the work is performed, with the authorities of the institution. Further, each faculty
member is entitled to freedom in the classroom in discussing the subject taught. In



addition, when faculty members speak or write as citizens outside the institution, they
shall be free from institutional censorship or discipline.
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2.3. The concept of academic freedom is accompanied by an equally important concept of
academic responsibility. The faculty member at a public institution of higher education in
West Virginia is a citizen, a member of a learned profession, and a representative of an
educational institution. As such, a faculty member, together with all other members of the
academic community, has the responsibility for protecting, defending, and promoting
individual academic freedom for all members of the community. The faculty member has
the responsibility of contributing to institutional and departmental missions in teaching,
research, and service as defined by the institution. The faculty member is responsible also
as a teacher for striving to speak with accuracy and with respect for the similar rights and
responsibilities of others. In speaking only as an individual or for a limited group, the
faculty member should not imply or claim to be a spokesperson for the institution in
which he or she holds an appointment.

2.4. In addition to meeting the primary responsibilities of addressing institutional
missions in teaching, research, and service as defined by the institution, all faculty have
an obligation to foster the quality, viability, and necessity of their programs. The financial
stability of a program and recruitment of an adequate number of students depend in part
on the faculty. The common goal of quality must be nurtured and responsibility for it
shared by all. Integrity, objectivity, and service to the purposes and missions of the
institution are expected.

2.5 Faculty interests and skills change, disciplines evolve, and new professions or fields
of study emerge. All faculty members are responsible for remaining current in their
disciplines. All are encouraged to explore opportunities for further developing a versatile
range of knowledge and skills that are important to the institution. Through individual
initiative and faculty development programs, faculty members are encouraged to grow in
competency in their own disciplines and strengthen their interests in related fields.

2.6 As members of an academic community, faculty members also are expected to
participate in decisions concerning programs and in program-review processes.

SECTION 3 FACULTY: RANKS AND DEFINITIONS.

3.1. The faculty at any state institution of higher education shall be those appointees of
the institution‘s designee. The faculty are those so designated by the institution and may
include, but are not limited to, such professional personnel as librarians, faculty
equivalents, academic professionals, and those involved in off-campus academic
activities.

3.2. Faculty may fall into one of the following classifications:
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3.2.1. Tenured: Those faculty members who have attained tenure status as determined
by the institution. Normally, tenured appointments are full-time (1.00 FTE or the
equivalent, as determined by the institution) for the academic year.

3.2.1.1. Under special circumstances, if requested by the faculty member and
approved, a full-time tenured appointment may be converted to a part-time
tenured appointment for a specified time period, normally not to exceed one
calendar year. At the conclusion of the approved time period or an approved
extension thereof, the faculty member will return to a full-time tenured
appointment or, if the faculty member chooses not to return to a full-time tenured
appointment, the faculty member's employment will cease. This section does not
apply to actions associated with phased retirement programs.

3.2.2. Tenure-Track: Those faculty members who have been appointed on a full-time
(1.00 FTE or the equivalent, as determined by the institution) basis and have been
designated as being in a tenure-track position.

3.2.2.1. Under special circumstances, if requested by the faculty member and
approved, a full-time tenure-track appointment may be converted to a part-time
tenure-track appointment for a specified time period, normally not to exceed one
calendar year. At the conclusion of the approved time period or extension thereof,
the faculty member will return to a full-time tenure-track appointment or, if the
faculty member chooses not to return to a full-time tenure-track appointment, the
faculty member's employment will cease. Time spent in a part- time tenure-track
appointment will not normally apply to the calculation of the years of service for
the purposes of tenure nor will it result in any de facto award of tenure.

3.2.3. Clinical-Track: Those faculty members who have been appointed and have
been designated as being in a clinical-track position. Their appointment may be
fulltime (1.00 FTE or the equivalent, as determined by the institution) or part-time.

3.2.4. Librarian-Track: Those faculty members who have been appointed and have
been designated as being in a librarian-track position. Their appointment may be full-
time (1.00 FTE or the equivalent, as determined by the institution) or part-time.

3.2.5. Term: Those faculty members at universities and other four-year institutions
and who have been appointed as instructional faculty for a specified term as defined
by the institution. The appointment shall be full-time (1.00 FTE or the equivalent, as
determined by the institution) or part-time. While a full-time term faculty member is
eligible to receive reappointment to additional terms, no single term may exceed three
years. No number of term appointments shall create any presumption of a right to
appointment as tenure-track or tenured faculty. Such full-time appointments will not
exceed ten percent of the total number of full-time faculty at the institution.

3.2.6. Non-tenure-Track: Those faculty members who have not been appointed in a
tenure-track, clinical-track, librarian-track, term, or tenured status. Their appointment
may be full-time (1.00 FTE or the equivalent, as determined by the institution) or
part- time. Non-tenure-track faculty may also include faculty equivalents or academic
professionals, whose primary duties are non-instructional, but who may hold a
secondary appointment that is instructional in character. No number of Non-tenure-
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track appointments shall create any presumption of a right to appointment as tenure-
track or tenured faculty.

3.3. Faculty appointed to tenured, tenure-track, or term positions at any institution shall be
appointed in one of the following ranks:

3.3.1. Professor;

3.3.2. Associate Professor;

3.3.3. Assistant Professor; or
3.3.4. Instructor

3.4. Faculty appointed to clinical-track positions at any institution may be appointed to
one of the following ranks:

3.4.1. Professor, with the designation of School of Medicine (SM), School of
Dentistry (SD), or School of Nursing (SN);

3.4.2. Associate Professor, with the designation of School of Medicine (SM), School
of Dentistry (SD), or School of Nursing (SN);

3.4.3. Assistant Professor, with the designation of School of Medicine (SM), School
of Dentistry (SD), or School of Nursing (SN); or

3.4.4. Instructor, with the designation of School of Medicine (SM), School of
Dentistry (SD), or School of Nursing (SN)

3.5. Faculty appointed to librarian-track positions at any institution may be appointed to
one of the following ranks:

3.5.1. Librarian or Professor/Librarian;

3.5.2. Associate Librarian or Associate Professor/Librarian;

3.5.3. Assistant Librarian or Assistant Professor/Librarian; or

3.5.4. Staff Librarian or Instructor/Librarian
3.6. Clinical-track, librarian-track, and term faculty hold appointments that are not subject
to consideration for tenure, regardless of the number, nature, or time accumulated in such
appointments. Clinical-track, librarian-track, and term faculty appointments are only for
the periods and for the purposes specified, with no other interest or right obtained by the

person appointed by virtue of such appointment.

3.7. Additional ranks are permitted at West Virginia University and West Virginia State
College through the use of the title prefix designation “extension;" such additional ranks
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are excluded from and in addition to those ranks covered by the provisions of the West
Virginia Code.

3.8. Other appropriate titles which more accurately indicate the nature of the position may
be used.




3.9. Persons assigned full-time or part-time to administrative or staff duties at any
institution may be appointed to, or may retain, one of the foregoing faculty ranks in
addition to any administrative or staff title, following consultation with appropriate
academic units. Such persons will be informed in writing at the time of the appointment
whether the faculty rank is as a tenured, tenure-track, clinical-track, librarian-track, term,
or non-tenure-track member of the faculty. Administrative or staff personnel who are not
appointed to a faculty position are not faculty and therefore are not entitled to the
protections provided by this policy.

3.10. Clinical-track, librarian-track, term, and Non-tenure-track faculty at all institutions
hold non-tenurable appointments which may be part-time or full-time and are not subject
to consideration for tenure, regardless of the number, nature, or time accumulated in such
appointments. These appointments are for a specified period of time as set forth in the
notice of appointment. Since the faculty member thus appointed is not on the tenure-track,
the notice provisions set out in Section 10.5 below do not apply.

3.11. Non-tenure-track appointments shall have one of the following titles:

3.11.1. Any of the faculty ranks, but designated visiting, research, clinical, extension,
or adjunct, as applicable to describe the connection or function;

3.11.2. Lecturer or senior lecturer;

3.11.3. Assistant, designated as graduate, research, clinical, or adjunct, as applicable
to describe the connection or function.

3.12. Non-tenure-track full-time (1.00 FTE or the equivalent, as determined by the
institution) faculty appointments may be used only if one or more of the following
conditions prevail:

3.12.1. The position is funded by a grant, contract, or other source that is not a part of
the regular and on-going source of operational funding.

3.12.2. The appointment is for the temporary replacement of an individual on
sabbatical or other leave of absence. Such appointments are outside tenure-track
status, are subject to annual renewal, and normally may not exceed three years.

3.12.3. The appointment is for the purpose of filling an essential teaching post
immediately, pending a permanent appointment through a regular search and
screening process. Such appointments are outside tenure-track status, are subject to
annual renewal, and normally may not exceed three years.

3.12.4. The position is temporary to meet transient instructional needs, to maintain

sufficient instructional flexibility in order to respond to changing demand for courses
taught, or to meet other institutional needs. The appointee is to be so notified at the
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time of the appointment. Such appointments are outside tenure-track status, are
subject to annual renewal, and normally may not exceed six years.

3.12.5. The appointee is granted a primary appointment as an administrator or to
perform other non-instructional duties, with a secondary appointment that is
instructional in character. Any faculty rank or teaching would be considered
temporary, renewable on an annual basis. The appointee must be notified in writing of
the status of any faculty rank.

3.12.6. Appointment or reappointment to a Non-tenure-track full-time faculty position
shall create no right or expectation of continued appointment beyond the one-year
period of appointment or reappointment.

3.13. The institution shall make all tenured, tenure-track, clinical-track, librarian-track,
term, and Non-tenure-track appointments after consultation with appropriate faculty and
other collegiate units.

3.14. Every faculty contract at any institution shall be for one fiscal year, or part thereof,
in accordance with and in compliance with the annual budget of the institution, or
supplementary actions thereto, as provided by law.

3.15. Every such contract shall be in writing, and a copy of the document shall be
furnished to the person appointed. Such document shall contain the terms and conditions
of the appointment, as delineated in Section 17 of this policy.

SECTION 4. FACULTY: TYPES AND CONDITIONS OF APPOINTMENT.

4.1. Full-time appointments to the faculty of an institution, other than those designated as
clinical-track, librarian-track, term, or Non-tenure-track, shall be either tenured or tenure-
track.

4.2. All clinical-track, librarian-track, term, and other Non-tenure-track appointments, as
defined in Section 3 of this policy shall be neither tenured or tenure-track, but shall be
appointments only for the periods and for the purposes specified, with no other interest or
right obtained by the person appointed by virtue of such appointment.

4.3. The appointment of a person to a full-time position at any institution is made subject
to the following conditions:

4.3.1. The appointee shall render full-time service to the institution to which
appointed. Outside activities, except the practice of medicine or dentistry which are
restricted below in subsection 4.3.2, shall not be restricted unless such activities or
employment interfere with the adequate performance of institutional duties. The
institution expects its faculty to give full professional effort to assignments of
teaching, research and service. It is, therefore, considered inappropriate to engage in
gainful employment outside the institution that is incompatible with the faculty
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member‘s contractual commitment to the institution. Moreover, it is considered
inappropriate to transact personal business from one‘s institutional office when it
interferes with institutional duties and responsibilities. The institution shall establish a
program of periodic review of outside services of appointees to guide faculty
members.

4.3.2. Full-time faculty appointments assigned to respective dental or medical schools
will render dental and medical patient services only at facilities affiliated with their
annual notice of appointment, or as otherwise approved in writing by the institution.

4.3.2.1. Fees for professional patient related services rendered by fulltime medical
and dental faculty appointees shall be billed, collected and expended in
accordance with the bylaws of the faculty practice plan for their respective
institution, or through such other billing and collection mechanism as may be
provided for in the faculty member's annual notice of appointment, or as
otherwise approved in writing by the institution.

4.3.2.2. Fees for professional services not directly related to patient services
including, but not limited to, royalties, honoraria, legal actions where no patient
services have been rendered, or other such similar sources as may be approved in
writing by the institution are permitted as individual income to the individual
faculty member.

4.3.3. If outside employment or service interferes with the performance of the regular
institutional duties and responsibilities of the appointee, the institution has a right to
(@) require the appointee to cease such outside employment or service which
interferes with institutional duties and responsibilities of the appointee, (b) make such
adjustments in the compensation paid to such appointee as are warranted by the
appointee's services lost to the institution and by the appointee's use of institutional
equipment and materials, or (c) dismiss for cause as set out in Section 12 below.

4.3.4. Institutions may permit and encourage a reasonable amount of personal
professional activity, such as consulting, by a faculty member outside the faculty
member‘s duties and responsibilities of employment by and for the institution,
provided such activity: (1) further develops the faculty member professionally and (2)
does not interfere with duties and responsibilities to the institution.

4.4. If the status of a faculty member changes from Non-tenure-track, clinical-track,
librarian- track, or term to tenure-track, the time spent at the institution may, at the
discretion of the institution, be counted as part of the tenure-track period.

SECTION 5. JOINT INSTITUTIONAL APPOINTMENTS.
5.1. Faculty members may be appointed to perform academic duties at two or more public

institutions of higher education in West Virginia, which duties may include teaching,
research, counseling, or other services. For administrative purposes, one institution shall
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be designated the faculty member's "home institution,” which institution shall be
responsible for granting promotions, raises in salary, and tenure: Provided, however, that
when cause therefore shall occur, appropriate counseling, disciplinary action, and the like
shall be the responsibility of the institution where the occurrence arose.

5.2. The conditions and the details of the faculty member's joint appointment, including
the designation of the "home institution,” and any other arrangements, shall be specified
in the agreement between the faculty member and the institutions sharing the faculty
member's services. A joint appointment will be made only with consent of the faculty
member.

5.3. Full-time faculty members appointed under joint or contractual appointments shall
continue to be considered full-time employees of the "home institution.”

SECTION 6. EMERITUS STATUS.

6.1. Emeritus status is an honorary title that may be awarded to a retiring faculty member
or administrator for extended meritorious service. Each institution shall establish a policy
regarding emeritus status and file the policy with the Policy Commission. There is no
salary or emolument attached to the status other than such privileges as the institution
may wish to extend.

SECTION 7. PROMOTION IN RANK.

7.1. Within the following framework, each institution shall establish, in cooperation with
the faculty or duly-elected representatives of the faculty, guidelines and criteria for
promotion in rank for tenured, tenure-track, clinical-track, librarian-track, term, and non-
tenure-track faculty:

7.1.1. There shall be demonstrated evidence that promotion is based upon a wide
range of criteria, established by the institution in conformance with this document and
appropriate to the mission of the institution. Examples appropriate to some
institutions might be: excellence in teaching; publications and research; professional
andscholarly activities and recognition; accessibility to students; adherence to
professional standards of conduct; effective service to the institution, college, or
department; significant service to the community; experience in higher education and
at the institution; possession of the earned doctorate, special competence, or the
highest earned degree appropriate to the teaching field; continued professional
growth; and service to the people of the State of West Virginia. Ultimate authority
regarding the application of guidelines and criteria relating to promotion shall rest
with the institution.

7.1.2. There shall be demonstrated evidence that, in the process of making evaluations

for promotions, there is participation of persons from several different groups, such
as: peers from within and without the particular unit of the institution, supervisory
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administrative personnel such as the department/division chairperson and the dean,
and students.

7.1.3. There shall be no practice of granting promotion routinely or solely because of
length of service, or of denying promotion capriciously.

7.1.4. The institution shall provide copies of its institutional guidelines and criteria for
promotion to the Policy Commission and shall make available such guidelines and
criteria to its faculty.

7.2. Promotion shall not be granted automatically, but shall result from action by the
institution, following consultation with the appropriate academic units.
SECTION 8. FACULTY RESIGNATIONS.

8.1. A faculty member desiring to terminate an existing appointment during or at the end
of the academic year, or to decline re-appointment, shall give notice in writing at the
earliest opportunity. Professional ethics dictate due consideration of the institution's need
to have a full complement of faculty throughout the academic year.

SECTION 9. TENURE.

9.1. Tenure is designed to ensure academic freedom and to provide professional stability
for the experienced faculty member. It is a means of protection against the capricious
dismissal of an individual who has served faithfully and well in the academic community.
Continuous self-evaluation, as well as regular evaluation by peer and administrative
personnel, is essential to the viability of the tenure system. Tenure should never be
permitted to mask irresponsibility, mediocrity, or deliberate refusal to meet academic
requirements or professional duties and responsibilities. Tenure applies to those faculty
members who qualify for it and is a means of making the profession attractive to persons
of ability. There shall be demonstrated evidence that tenure is based upon a wide range of
criteria such as: excellence in teaching; publications and research; professional and
scholarly activity and recognition; accessibility to students; adherence to professional
standards of conduct; effective service to the institution, college and department;
significant service to the community; experience in higher education and at the
institution; possession of the earned doctorate, special competence, or the highest earned
degree appropriate to the teaching field; continued professional growth; and service to the
people of the State of West Virginia. Ultimate authority regarding the application of
guidelines and criteria relating to tenure shall rest with the institution.

9.2. In making tenure decisions, careful consideration shall be given to the tenure profile
of the institution, projected enrollment patterns, staffing needs of the institution, current
and projected mission of each department/division, specific academic competence of the
faculty member, and preservation of opportunities for infusion of new talent. The
institution shall be mindful of the dangers of losing internal flexibility and institutional
accountability to the citizens of the State as the result of an overly tenured faculty.
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9.3. For community and technical colleges, in order to be fully responsive to the changing
needs of their students and clients, the goal in the appointment of faculty is to limit the
number of tenured and tenure-track faculty to no more than twenty percent of full-time
faculty employed by the respective community and technical college.

9.3.1. At community and technical colleges, full-time term faculty are eligible for
reappointment, although no number of appointments shall create any presumption of
the right to appointment as tenure-track or tenured faculty. A single appointment shall
not exceed three years.

9.3.2. The employment standing of tenured and tenure-track faculty holding
appointment at each of the community and technical colleges at the time of the
implementation of this policy shall not be affected.
9.4. Tenure shall not be granted automatically, or solely because of length of service, but
shall result from action by the institution, following consultation with appropriate
academic units.

9.5. Tenure may be granted at the time of the appointment by the institution, following
consultation with appropriate academic units.

9.6. Tenure may be attained only by faculty who hold the rank of Assistant Professor or
above.

9.7. A faculty member who has been granted tenure shall receive yearly renewals of
appointment unless dismissed or terminated for reasons set out in Sections 12, 13, or 14
below.

SECTION 10. TENURE-TRACK STATUS.

10.1. When a full-time faculty member is appointed on other than a clinical-track,
librarian- track term, or non-tenured-track or tenured basis, the appointment shall be
tenure-track.

10.2. During the tenure-track period, the terms and conditions of every reappointment
shall be stated in writing, with a copy of the agreement furnished the individual
concerned.

10.3. The maximum period of tenure-track status normally shall not exceed seven years.
Before completing the penultimate year (the —critical year) of a tenure-track
appointment, any non-tenured faculty member shall be given written notice of tenure, or
offered a one- year written terminal contract of employment. During the tenure-track
period, faculty members may be granted tenured appointment before the sixth year of
service, such appointment to be based upon criteria established by the institution and
copies provided to the Policy Commission.

o)




10.3.1. Institutions may establish policies to accommodate unusual situations, such
policies to be approved by the Governing Board and reported to the Policy
Commission.

10.4. During the tenure-track period, contracts shall be issued on a year-to-year basis, and
appointments may be terminated at the end of the contract year. During said tenure-track
period, notices of non-reappointment may be issued for any reason that is not arbitrary,
capricious, or without factual basis. Any documented information relating to the decision
for non-retention or dismissal shall be provided promptly to the faculty member upon
request.

10.5. For those appointed on or before March 8, 2003 after the decision regarding
retention or non-retention for the ensuing year has been made by the institution‘s
president or designee, the tenure-track faculty member shall be notified in writing of the
decision:

10.5.1. By letter post-marked and mailed no later than December 15 of the second
academic year of service; and

10.5.2. By letter post-marked and mailed at least one year before the expiration of an
appointment after two or more years of service in the institution.

10.6 For those appointed after March 8, 2003, after the decision regarding retention or
non- retention for the ensuing year has been made by the institution‘s president or
designee, the tenure-track faculty member shall be notified in writing of the decision by
letter postmarked and mailed no later than March 1.

10.7 Notice of non-retention shall be mailed —Certified Mail-Return Receipt Requested.

10.8 Failure to provide timely notice of non-retention to tenure-track faculty would lead
to the offer of renewal of appointment for an additional year, but would not prejudge
further continuation after that additional year.

10.9 Faculty appointed at times other than the beginning of the academic year may choose
to have those periods of appointment equal to or greater than half an academic year
considered as a full year for tenure purposes only. Tenure-track appointments for less
than half an academic year may not be considered time in probationary status.

10.10 Following receipt of the notice of non-retention, the faculty member may appeal
such non-retention decision by requesting a statement of reasons and then filing a
grievance as provided in Section 15 of this policy. The request for a statement of reasons
shall be in writing and mailed to the president or designee within ten working days of
receipt of the notice of non-retention.




SECTION 11. FACULTY EVALUATION.

11.1. All faculty shall receive a yearly written evaluation of performance directly related
to duties and responsibilities as defined by the institution.

11.2. Evaluation procedures shall be developed at the institutional level, and a copy sent
to the Policy Commission and filed in the Central Office. Such procedures must be
multidimensional and include criteria such as peer evaluations, student evaluations, and
evaluations by immediate supervisors.

SECTION 12. DISMISSAL.
12.1. Causes for Dismissal: The dismissal of a faculty member shall be affected only
pursuant to the procedures provided in these policies and only for one or more of the

following causes:

12.1.1. Demonstrated incompetence or dishonesty in the performance of professional
duties, including but not limited to academic misconduct;

12.1.2. Conduct which directly and substantially impairs the individual's fulfillment of
institutional responsibilities, including but not limited to verified instances of sexual
harassment, or of racial, gender-related, or other discriminatory practices;

12.1.3. Insubordination by refusal to abide by legitimate reasonable directions of
administrators;

12.1.4. Physical or mental disability for which no reasonable accommodation can be
made, and which makes the faculty member unable, within a reasonable degree of
medical certainty and by reasonably determined medical opinion, to perform assigned
duties;
12.1.5. Substantial and manifest neglect of duty; and
12.1.6. Failure to return at the end of a leave of absence.
12.2. Notice of Dismissal for Cause: The institution shall initiate proceedings by giving
the faculty member a written dismissal notice by certified mail, return receipt requested,
which dismissal notice shall contain:
12.2.1. Full and complete statements of the charge or charges relied upon; and

12.2.2. A description of the appeal process available to the faculty member.

12.3. Prior to giving the faculty member a written dismissal notice, the institution shall
notify the faculty member of the intent to give the written dismissal notice, the reasons for
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the dismissal, and the effective date of the dismissal. The faculty member shall have an
opportunity to meet with the institutional designee prior to the effective date to refute the
charges.

12.4. Faculty who refuse to sign or execute an offered annual contract or notice of
appointment or reappointment by the date indicated by the institution for its execution, or
who fail to undertake the duties under such document at a reasonable time, shall be
deemed to have abandoned their employment with the institution and any rights to tenure
or future appointment. Faculty objecting to terms of such document do not waive their
objections to such terms by signing or executing the document.

SECTION 13. TERMINATION BECAUSE OF REDUCTION OR DISCONTINUANCE OF
AN EXISTING PROGRAM.

13.1. A tenured or tenure-track faculty member's appointment may be terminated because
of the reduction or discontinuance of an existing program at the institution as a result of a
review of the program, in accordance with the appropriate rule relating to review of
academic programs, provided no other program or position requiring equivalent
competency exists. If, within two years following the reduction or discontinuance of a
program, a position becomes vacant for which the faculty member is qualified, the
institution shall make every effort to extend first refusal to the faculty member so
terminated.

13.1.1. Every effort should be made to reassign an individual to instructional or non-
instructional duties commensurate with the faculty member's training and experience,
and offers of release time or leaves of absence should be made to enable such persons
to acquire capabilities in areas in which their services would be required by the
institution. Faculty development programs and funds should be used to facilitate such
reassignments.

13.2. Institutional policy for accommodating major reduction in, or discontinuance of, an
existing program shall be developed through a collaborative assessment by
representatives of administration and faculty, approved by the governing board, and
reported to the Policy Commission prior to implementation. Institutions should utilize
appropriate program change policies.

13.3. Notice of Non-retention Because of Program Reduction or Discontinuance: The
institution shall initiate proceedings by giving a faculty member written notice of such
non- retention by certified mail, return receipt requested.

13.4. The dates of formal notification for tenured and tenure-track faculty shall be those
specified in Section 10 of this policy.

SECTION 14. TERMINATION DUE TO FINANCIAL EXIGENCY.




14.1. Termination of Employment Due to Financial Exigency: A faculty member's
appointment may be terminated because of a financial exigency, as defined and
determined by the institution‘s Governing Board. Institutional plans for meeting a
financial exigency shall be developed through a collaborative assessment by
representatives of administration and faculty, approved by the governing board, and
reported to the Policy Commission prior to implementation. Institutions should utilize
appropriate program change policies.

14.2. Notice of Termination Due to Financial Exigency: The institution shall initiate
proceedings by giving the faculty member written notice of termination by certified mail,
return receipt requested, which notice shall contain:

14.2.1. A delineation of the rationale used for the determination of a financial exigency;

14.2.2. A copy of the implementation procedures used by the institution related to the
financial exigency and a delineation of the rationale used for the termination of the
faculty member; and

14.2.3. A description of the appeal process available to the faculty member.

14.3. To the extent financially feasible, the dates of formal notification for tenured and
tenure-track faculty shall be those specified in Section 10 of this policy.

SECTION 15. FACULTY GRIEVANCE PROCEDURE.

15.1. A faculty member wishing to grieve or appeal any action of the institution or
Governing Board may utilize the procedures set out in W. Va. Code '6C-2.

SECTION 16. INFORMAL PROCEDURES FOR CONFLICT RESOLUTION.

16.1. Each institution may provide alternative procedures to those set out in West Virginia
Code '6C-2 for the resolution of conflicts.

SECTION 17. NOTIFICATION OF TERMS AND CONDITIONS OF FACULTY
APPOINTMENTS

17.1. Institutions have a large measure of flexibility in determining the form and style
whereby faculty are notified each year of the terms of their appointment. When an initial
appointment is made, however, or when the conditions of the appointment change, it is
crucial that the faculty member be fully informed of the terms and conditions of
employment. While a formal contract may not be necessary each year, the institution may
choose one of several means of notifying faculty about their appointments: a personal
letter, a formal contract, or a combination of a letter with a standard contract attached.




17.1.1 Institutions may offer each year to their full-time term faculty contracts of upto
three years duration, subject to the conditions stated in Sections 3, 4 and 9 of this

policy.
17.2. The letter of appointment or contract should state the following:

17.2.1. That the appointment (to the specified position) is offered in accordance with
the provisions of institutional policy, and (if applicable) of the institution's faculty
handbook or other publication.

17.2.2. That the appointment is tenured, tenure-track, clinical-track, librarian-track,
term, or Non-tenure-track as defined in this policy.

17.2.3. That the rank (in case of a tenured, clinical-track, term, or tenure-track
appointment) is Professor, Associate Professor, Assistant Professor, or Instructor,
including a clinical-track designation, as appropriate, or

17.2.4. That the rank (in case of a librarian-track appointment) is Librarian or
Professor/Librarian, Associate Librarian or Associate Professor/Librarian, Assistant
Librarian or Assistant Professor/Librarian, or Staff Librarian or Instructor/Librarian.

17.2.5. That the appointment is full-time (1.00 FTE or the equivalent, as determined
by the institution) or part-time with the FTE identified.

17.2.6. That it is a terminal contract (whenever appropriate).

17.2.7. That it is a joint appointment with another institution (whenever appropriate),
with the home institution specified.

17.2.8. The beginning and ending dates of the appointment.

17.2.9. For tenure-track appointments, the academic year in which tenure must be
awarded (the "critical year").

17.2.10. The total salary for the appointment.
17.2.11. That, consistent with the provisions of this policy, employment is subject to
the fulfillment of the duties and responsibilities of the position.

17.2.12. That the specific assignments of the position will be determined by the
institution.

17.2.13. That any special conditions which are included in the appointment be made a
part of the contract only if they are signed by the faculty member and the designated
representative of the institution.




17.2.14. That acceptance of the appointment will be specified by the faculty member's
signing, dating, and returning a copy of the letter or contract to the designated
representative of the institution within a reasonable time, which should be specified.

17.3. Renewal letters, or letters that simply inform the faculty member of a change in
salary, need not contain all of the information listed above, but it is appropriate to refer to
the earlier letter or contract.
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818B-2A-4. Powers and duties of governing boards generally.

Each governing board separately has the following powers and duties:

(a) Determine, control, supervise and manage the financial, business and education policies
and affairs of the state institution of higher education under its jurisdiction;

(b) Develop a master plan for the institution under its jurisdiction.

(1) The ultimate responsibility for developing and updating each master plan at the
institutional level resides with the board of governors, but the ultimate responsibility for
approving the final version of each institutional master plan, including periodic updates,
resides with the commission or council, as appropriate.

(2) Each institutional master plan shall include, but not be limited to, the following:

(A) A detailed demonstration of how the institutional master plan will be used to meet the
goals and objectives of the institutional compact;

(B) A well-developed set of goals outlining missions, degree offerings, resource
requirements, physical plant needs, personnel needs, enrollment levels and other planning
determinates and projections necessary in a plan to assure that the needs of the institution's
area of responsibility for a quality system of higher education are addressed,;

(C) Documentation showing how the governing board involved the commission or council,
as appropriate, institutional constituency groups, clientele of the institution and the general
public in the development of all segments of the institutional master plan.

(3) The plan shall be established for periods of not fewer than three nor more than five years
and shall be revised periodically as necessary, including adding or deleting degree programs
as the governing board in its discretion determines is necessary;

(c) Develop a ten-year campus development plan in accordance with article nineteen of this
chapter;

(d) Prescribe for the institution, under its jurisdiction, in accordance with its master plan and
compact, specific functions and responsibilities to achieve the goals, objectives and priorities
established in articles one and one-d of this chapter to meet the higher education needs of its
area of responsibility and to avoid unnecessary duplication;

(e) Direct the preparation of an appropriation request for the institution under its jurisdiction,
which relates directly to missions, goals and projections as found in the institutional master
plan and the institutional compact;

() Consider, revise and submit to the commission or council, as appropriate, an
appropriation request on behalf of the institution under its jurisdiction;

(g) Review, at least every five years, all academic programs offered at the institution under
its jurisdiction. The review shall address the viability, adequacy and necessity of the
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programs in relation to established state goals, objectives and priorities, the institutional
master plan, the institutional compact and the education and workforce needs of its
responsibility district. As a
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part of the review, each governing board shall require the institution under its jurisdiction to
conduct periodic studies of its graduates and their employers to determine placement patterns
and the effectiveness of the education experience. Where appropriate, these studies should
coincide with the studies required of many academic disciplines by their accrediting bodies;

(h) Ensure that the sequence and availability of academic programs and courses offered by
the institution under its jurisdiction is such that students have the maximum opportunity to
complete programs in the time frame normally associated with program completion. Each
governing board is responsible to see that the needs of nontraditional college-age students are
appropriately addressed and, to the extent it is possible for the individual governing board to
control, to assure core course work completed at the institution is transferable to any other
state institution of higher education for credit with the grade earned;

(i) Subject to article one-b of this chapter, approve the teacher education programs offered in
the institution under its control. In order to permit graduates of teacher education programs to
receive a degree from a nationally accredited program and in order to prevent expensive
duplication of program accreditation, the commission may select and use one nationally
recognized teacher education program accreditation standard as the appropriate standard for
program evaluation;

(1) Involve faculty, students and classified employees in institutional-level planning and
decision making when those groups are affected,;

(k) Subject to the provisions of federal law and pursuant to articles seven, eight and nine of
this chapter and to rules adopted by the commission and the council, administer a system for
the management of personnel matters, including, but not limited to, personnel classification,
compensation and discipline for employees at the institution under its jurisdiction;

() Administer a system for hearing employee grievances and appeals. Notwithstanding any
other provision of this code to the contrary, the procedure established in article two, chapter
six-c of this code is the exclusive mechanism for hearing prospective employee grievances
and appeals;

(m) Solicit and use or expend voluntary support, including financial contributions and
support services, for the institution under its jurisdiction;

(n) Appoint a president for the institution under its jurisdiction subject to section six, article
one-b of this chapter;

(o) Conduct written performance evaluations of the president pursuant to section six, article
one-b of this chapter;

[ )




(p) Employ all faculty and staff at the institution under its jurisdiction. The employees
operate under the supervision of the president, but are employees of the governing board;

(g) Submit to the commission or council, as appropriate, any data or reports requested by the
commission or council, as appropriate, within the time frame set by the commission or
council;

[ o)

(r) Enter into contracts or consortium agreements with the public schools, private schools or
private industry to provide technical, vocational, college preparatory, remedial and
customized training courses at locations either on campuses of the state institutions of higher
education or at off-campus locations in the institution's responsibility district. To accomplish
this goal, the boards may share resources among the various groups in the community;

(s) Provide and transfer funding and property to certain corporations pursuant to section ten,
article twelve of this chapter;

(t) Delegate, with prescribed standards and limitations, the part of its power and control over
the business affairs of the institution to the president in any case where it considers the
delegation necessary and prudent in order to enable the institution to function in a proper and
expeditious manner and to meet the requirements of its master plan and compact. If a
governing board elects to delegate any of its power and control under this subsection, it shall
enter the delegation in the minutes of the meeting when the decision was made and shall
notify the commission or council, as appropriate. Any delegation of power and control may
be rescinded by the appropriate governing board, the commission or council, as appropriate,
at any time, in whole or in part, except that the commission may not revoke delegations of
authority madeby the governing boards of Marshall University or West Virginia University
as they relate to the state institutions of higher education known as Marshall University and
West Virginia University;

(u) Unless changed by the commission or the council, as appropriate, continue to abide by
existing rules setting forth standards for acceptance of advanced placement credit for the
institution under its jurisdiction. Individual departments at a state institution of higher
education may, upon approval of the institutional faculty senate, require higher scores on the
advanced placement test than scores designated by the governing board when the credit is to
be used toward meeting a requirement of the core curriculum for a major in that department;

(v) Consult, cooperate and work with the State Treasurer and the State Auditor to update as
necessary and maintain an efficient and cost-effective system for the financial management
and expenditure of appropriated and nonappropriated revenue at the institution under its
jurisdiction that ensures that properly submitted requests for payment be paid on or before the
due date but, in any event, within fifteen days of receipt in the State Auditor's office;



(w) In consultation with the appropriate chancellor and the Secretary of the Department of
Administration, develop, update as necessary and maintain a plan to administer a consistent
method of conducting personnel transactions, including, but not limited to, hiring, dismissal,
promotions and transfers at the institution under its jurisdiction. Each personnel transaction
shall be accompanied by the appropriate standardized system or forms, which shall be
submitted to the respective governing board and the Department of Finance and
Administration;

(x) Notwithstanding any other provision of this code to the contrary, transfer funds from any
account specifically appropriated for its use to any corresponding line item in a general
revenue account at any agency or institution under its jurisdiction as long as the transferred
funds are used for the purposes appropriated,;




(y) Transfer funds from appropriated special revenue accounts for capital improvements
under its jurisdiction to special revenue accounts at agencies or institutions under its
jurisdiction as long as the transferred funds are used for the purposes appropriated in
accordance with article nineteen of this chapter;

(z) Notwithstanding any other provision of this code to the contrary, acquire legal services
that are necessary, including representation of the governing board, its institution, employees
and officers before any court or administrative body. The counsel may be employed either on
a salaried basis or on a reasonable fee basis. In addition, the governing board may, but is not
required to, call upon the Attorney General for legal assistance and representation as
provided by law; and




(aa) Contract and pay for disability insurance for a class or classes of employees at a state
institution of higher education under its jurisdiction.
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BLUEFIELD STATE COLLEGE
BLUEFIELD WEST VIRGINIA

PREAMBLE

Whereas, we recognize the strength of participatory governance and the role of our faculty in
fulfilling our responsibilities with respect to academic affairs and policies, and assuring forceful and
articulate representation of faculty interests, for the common good of the college, we do hereby
establish a representative Faculty Senate.

The purpose of the Faculty Senate is to enable the faculty to fulfill its function with respect to
academic and educational policies and other affairs of Bluefield State College. The Faculty Senate is
intended to assure forceful and articulate representation of faculty interests and of the faculty view
of the common good of the college community, in accordance with recognized principles of
participatory college governance.

The Faculty Senate shall serve as the official voice and policy formulating body of the faculty on
all matters which fall within its jurisdiction. The Faculty Senate may express an opinion, take a
stand on any issue, or recommend solutions to decision makers on any issue affecting the faculty,
academic life, or the academic environment at Bluefield State College. To be effective in this role,
faculty members must be willing to stand up, speak out, and take responsibility, in an atmosphere
of integrity and trust in elective faculty senate representation.

The Faculty Senate, through its officers, shall serve as the official voice of the faculty in
communication with the president’s administration and our Board of Governors. Accordingly, the
Faculty Senate shall be a legislative and advisory body representing the faculty and shall consist of
elected and ex officio members.

The functions, duties, and privileges of the Faculty Senate are set forth in the document as follows:

ARTICLE I. NAME

81 The name of this organization shall be the Bluefield State College Faculty Senate.

ARTICLE Il. FUNCTIONS OF THE FACULTY SENATE

Upon approval of the college president, there shall be a line item in the college’s budget to cover
financial needs of the Faculty Senate.

The Faculty Senate shall establish such committees as are necessary for the performance of its
duties.

(e )
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The Faculty Senate may consider any matter of academic policy or faculty welfare which has been
recommended by any standing or special committee of Bluefield State college, or may initiate
consideration of any such matters as it deems desirable. The Faculty Senate may, at its own discretion,
seek the advice and counsel of any member of the general faculty.

The Faculty Senate shall make recommendations on behalf of the faculty on matters
including (but not restricted to) the following specific areas:

A. admission, recruitment, and retention policies

B. academic policies: class attendance, examinations, class withdrawal, grading,
registration, scheduling, and academic advising
new undergraduate and graduate degrees, programs
general education requirements
the college calendar
the college budget and fiscal exigency plan
procedures for assessment of faculty and academic programs
policies concerning faculty recruitment and appointments
policies concerning faculty raises and promotions
J. tenure standards and procedures
K. academic freedom and due process procedures for faculty
L. procedures for release of non-tenured faculty and dismissal of tenured faculty

~IGMMUO

M. policies for selection and compensation of summer and adjunct faculty

N. policies governing selection & roles of Department Chairs & Academic Deans
O. faculty role, if any, in selection of the President & Executive Vice President for
Academic Affairs
P. process for faculty evaluation, if any, of Department Chairs
Q. process for faculty evaluation, if any, of Academic Deans
R. professional responsibilities and duties of faculty
S. fringe benefits and faculty welfare
T. summer school policies

U. traffic and parking policies
V. professional conduct of faculty
W. instructional technology and academic computing
X. web-based instruction
Y. library holdings

(e )
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In each of these areas, the Faculty Senate shall initiate recommendations for changes in policy, as
well as monitor and comment on the implementation and execution of existing policies. The Faculty
Senate may monitor and comment on the implementation and execution of existing policies of
internal governance and also may initiate and recommend changes related to internal-governance
policies.

85 The Faculty Senate may comment on any matter which affects the College as a whole.

The Faculty Senate, through its Executive Committee, shall serve as the primary formal voice of the
faculty in direct communication with the President, Vice Presidents, and the Bluefield State College
Board of Governors.

ARTICLE Ill1. AGENDA OF THE FACULTY SENATE

The Executive Committee consisting of the Chair, Vice Chair, Secretary, the immediate past Chair,
Board of Governors representativef, Advisory Council of Faculty representative and the Executive
Vice President for Academic Affairs}, shall establish the agenda for Faculty Senate meetings [ ex-
officio, non-voting].

The minutes of each meeting of the Faculty Senate shall specify the disposition of all matters
brought before the Faculty Senate, including tabled items.

ARTICLE IV. PURPOSE

The purpose of this organization shall be to provide for the participation of the faculty in the
formulation, implementation, and review of institutional policies and to provide the means by which
the faculty may participate in the governance of the college and take action on matters with which it
is directly concerned.

The Bluefield State College faculty shall act in the advisory capacity on all matters of institutional
policy with respect to educational purposes, including degree requirements established by the
Higher Education Policy Commission and the Bluefield State Board of Governors, academic
standards, student conduct, student and faculty welfare, and general college development. If the
president of the college disapproves any faculty initiative, the proposal shall be returned to the
faculty with objections noted.

ARTICLE V. MEMBERSHIP

The Bluefield State College faculty shall consist of all individuals holding the rank of instructor,
assistant professor, associate professor, or professor, who are full-time employees of Bluefield State
College. Professors emeritus and emeriti shall be welcomed as ex-officio, non-voting observers at
faculty meetings.

A member of the Faculty Senate who spends more than one semester performing functions which do
not include teaching at least one class or performing functions which are not normally associated

[ as )
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with teaching must resign from the Senate, with a school replacement being elected to serve the
remainder of the term. (Functions normally associated with teaching include, for example, faculty
development academic leave or other leave to do research.)

ARTICLE VI. OFFICERS

The officers of the Faculty Senate shall be a Chair, a Vice-Chair, and a Secretary. The Chair and the
Vice-Chair must come from different Schools. These officers shall perform the duties prescribed by
this constitution and by the parliamentary authority adopted by the faculty.

82 At the regular Faculty Senate meeting held in March of each year, it shall be announced that
faculty officers will be elected at the Faculty Senate meeting in April. Candidates for office must be
members of the Faculty Senate and can be nominated by any full-time faculty member, and
nominations will be forwarded to the current Secretary of the faculty before the election at the
Faculty Senate meeting in April. Additional nominations from the floor shall be permitted.

The officers shall be elected by ballot to serve for two years, and their term of office shall begin July 1st
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following the Faculty Senate meeting at which they are elected.

84 No faculty member shall hold more than one office at a time.

ARTICLE VII. MEETINGS

The faculty senate shall hold regular monthly meetings during the academic year, at a time and
place to be determined by the faculty in general assembly, except when the Faculty Senate
determines that such meetings are not needed. Due notice will be given so the faculty can participate
in these meetings. The Chair, Vice-Chair, or a representative designated by the Chair shall preside at
all meetings. The rules of parliamentary procedure shall be observed.

The President of the College, the Executive Vice President, and/or the Faculty Senate shall be
empowered to call special meetings of the faculty when circumstances requiring such action arise.

83 The president of the institution shall meet at least quarterly with the Faculty Senate to discuss
matters affecting faculty and the effective and efficient management of the institution.

84 The Bluefield State Board of Governors shall meet at least annually with the Faculty Senate to
discuss matters affecting faculty and the effective and efficient management of the institution.

85 A quorum for meetings of the general membership of faculty shall consist of 20 members.

All meetings shall be conducted in accordance with the constitution and by-laws of the Faculty
Senate and with the latest edition of Roberts’ Rules of Order.

Each elected member of the Faculty Senate shall have one vote. All matters shall be decided by a
majority vote of those senators present and voting except as stated in this constitution.

(e )
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A quorum for meetings of the Faculty Senate shall consist of three-fifths of the elected faculty
members of the Faculty Senate.

A school may appoint a substitute senate representative from the same constituency. The senator
shall inform the Chair and the Secretary of the Faculty Senate in advance of the meeting at which
the substitute will serve. The substitute senator shall have full voting privileges.

810  According to Roberts’ Rules of Order, a tie vote fails.

ARTICLE VIII. RECORDS

A Secretary of the faculty shall be elected by majority vote of members present and voting at the
regularly scheduled meeting of the Faculty Senate in April and shall serve for two years, and the
same individual may be re-elected as many times as the faculty Senate so desires. The Secretary will
serve as a voting member of the Faculty Senate.

The function of the Faculty Senate Secretary shall be to record and distribute the minutes of all
General Faculty and Faculty Senate meetings.

83 The duties of the Faculty Senate Secretary shall be:

a. torecord, reproduce, and distribute to all faculty members and other concerned
individuals complete minutes of all General Faculty meetings.

b. to attend all Faculty Senate meetings as a member in order to record, reproduce, and
distribute to all faculty and other concerned individuals complete minutes of all meetings
of the Faculty Senate.

c. tohandle, on direction of the Faculty Senate and/or its Chair, all written communication
between that body and other groups or individuals.

Each faculty committee and each recognized school of the college shall keep minutes of its
meetings. The Chair of each faculty committee and the Dean of each school of the college is
responsible for sending a copy of minutes from all meetings to the Secretary of the faculty.

ARTICLE IX. FACULTY SENATE
81 There shall be a Faculty Senate.

The voting membership of the Faculty Senate shall consist of four representatives elected by faculty
from each of the individual schools. In accordance with WV State Code §18B-6-3, during the
month of April of each even-numbered year, each president of a state institution of higher education,
at the direction of the faculty and in accordance with procedures established by the faculty, shall
convene a meeting or otherwise institute a balloting process to elect the members of the Faculty
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Senate. Members serve a term of two years, which term begins on July 1, of each even-numbered
year. Members of the faculty Senate are eligible to succeed themselves. The Faculty Senate shall
elect a Chairperson, Vice-Chair, and Secretary from among its members. The Chairperson and Vice-
Chair serve a term of two years, and may serve no more than two consecutive terms.

The Chair and the Vice-Chair must come from different schools. If, at the Faculty Senate
meeting where the elections are held, two individuals from the same school receive the
greatest number of votes for each position, the one receiving the greatest number of votes for
the position of Chair will serve in that capacity; and the individual presiding over the election
will call for a new vote for the Vice-Chair, with no one from the school represented by the
new Chair being eligible for Vice-Chair..

The faculty representatives to the Advisory Council of Faculty and the Board of Governors shall be
ex-officio, non-voting members of the Faculty Senate, unless elected by a school as its voting
representative to the Faculty Senate. These representatives serve a term of two years and are eligible
to succeed themselves.

The Faculty Senate shall serve as the official voice and policy-formulating body of the faculty on all
matters which fall within its jurisdiction.

Actions of the Faculty Senate are subject to amendment or disapproval by the General Faculty
for a period of 10 calendar days that the college is in session following distribution of the
minutes of the meeting at which such action was approved by the Faculty Senate. Such
amendment or disapproval is to be by vote to that effect by two-thirds of the membership of
the General Faculty at a meeting of the General Faculty called for that purpose by petition of
at least 20 percent of the members of the General Faculty. The meeting shall be called by the
Chair of the Faculty Senate; if the Chair of the Faculty Senate is unable or unwilling to do so,
by any other member of the Faculty Senate; or, that failing, by the senior members of the
faculty.

ARTICLE X. COMMITTEES OF THE FACULTY SENATE

The Faculty Senate shall maintain five standing committees during the academic year. Based on
senator indicated preferences, the Executive Committee will establish the membership of the
standing committees. The committees and their areas of responsibility are listed below, with the
subcommittee structure, should one be established by a committee, not necessarily as implied by the
sub-listing.

The immediate past Faculty Senate Chair shall serve as an ex-officio, non-voting member of the
Executive Committee, for one year following the end of his or her term as Chair.

The Chair of the Faculty Senate shall request monthly reports from the Chairs of the standing
committees to determine items of senate business to be included in the monthly recorded meeting
minutes of the Faculty Senate meeting.




A. Executive Committee
Membership: Chairt, Vice Chairt, Secretaryt, Board of Governors Representative],
Advisory Council of Faculty Representative}, Immediate Past Faculty Senate Chair
[one year term, non-voting], Executive Vice President for Academic Affairs [ex-
officio, non-voting]

Responsibilities:

Faculty Senate Constitution
Membership
Amendments
Bylaws

Internal College Governance
Committee Structures
Committee Functions and Reporting
Agenda
Scheduling
Minutes Management
Elections
General Faculty Communications and Reports
Board of Governors
WV HEPC Advisory Council of Faculty

B. Academic Affairs Committee
Membership: (16) Senators from each School [4 elected by each school as a
senator—each serves on Academic Affairs Committee]
Executive Vice President of Academic Affairs [ex-officio, non-voting]

Responsibilities:

Academic Policies and Procedures
Registration, Advising, Probation and Suspension, Class Load,
Commencement, Part-Time and Adjunct Faculty, Academic Calendar,
Release Time

Enrollment
Enrollment Management and Planning, Recruitment and Admissions,
Catalogs and other Publications, Summer, Night, and Weekend
School, Web-based Enroliment

Tenure Buyout Policies and Procedures

Development of Promotion and Tenure Review Policies and Procedures

Grievance and Due Process

Curriculum Management

[Reports Findings to Executive Vice President for Academic Affairs]

Subcommittee: Curriculum Management
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Membership: (4) One Non-Senator from each School [elected within each
school specifically to serve on this committee][ALL committee members are
elected for a two-year term with a limit of 2 consecutive terms]

Responsibilities:

Undergraduate Curriculum
General Education, Requirements for Graduation, Degree
Programs (Adding Programs, Discontinuing Programs,
merging Departments or Schools, Creating Departments or a
new School), New Minors, Broad Curricular Changes

Graduate and Extended Education
Broad Policy and Curricular Changes in Graduate Programs,
Continuing Education (Adult Degree Program, Non-traditional
Programs) Off-Campus Courses and Programs, Cooperative
Programs

Subcommittee: Technology Committee
Membership: (4) One member per school [elected within each school
specifically to serve on this committee][ALL committee members are elected
for a two-year term with a limit of 2 consecutive terms]
Associate Director of Instructional Technologies

Responsibilities:
Evaluate LMS platforms
Evaluate programs/resources for online instruction (i.e., video
streaming file sharing, etc.)
Develop policies for online education
Determine faculty qualifications to administer online courses
Evaluate potential areas of growth for online curriculum
Reports to VP for Academic Affairs

C. Assessment Committee
Membership:
(4) One Senator from each School [elected by each school as a senator]
(4) One representative from each School [elected within each school specifically to
serve on this committee] [ALL committee members are elected for a 2-year term
with a limit of 2 consecutive terms]
Director of Assessment [ex-officio, non-voting]

Responsibilities:
Faculty Evaluation Procedures
Undergraduate Program Evaluation
Student Evaluation Procedures
Continual Improvement
Graduate Program Evaluation
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College & Program Accreditations Data Evaluation
Extended Learning Evaluation
Reports Findings to Executive Vice President for Academic Affairs

D. Planning and Budgeting Committee
Membership:
(4) One Senator from each School [elected by each school as a senator]
(4) One representative from each School [elected within each school
specifically to serve on this committee]
[ALL committee members are elected for a 2-year term with a limit of 2
consecutive terms]
Vice President Financial & Administrative Affairs [ex-officio, non-voting]

Responsibilities:

Fiscal Exigency
Facilities, Space Utilization, Physical Plant, College Budget Priorities,
Long-Range Planning, Communications, Administrative Support

College Budget and Priorities

Long-Range Planning

Academic Resources
Library, Technology Support, Departmental Equipment and Supplies,
Grants and Contracts

E. Professional Development Committee
Membership:
(4) One Senator from each School [elected by each school as a senator]
(4) One Representative from each School [elected within each school
specifically to serve on this committee]
[ALL committee members are elected for a 2-year term with a limit of 2
consecutive terms]
Board of Governors Repi,
WV HEPC Advisory Council of Faculty Repi
[felected by the General Faculty in April for a 2-year term with a limit of 2
consecutive terms , non-voting]
President of BSC [ex-officio, non-voting]

Responsibilities:
Faculty Morale
Professional Standards
Diversity Issues
Salaries and Fringe Benefits
Research and Development
Buyouts and Sabbaticals
Faculty Quality Improvement Programs

(o)
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Public Relations and Image Improvement

82 Additional standing committees as defined below are established with representatives elected as
specified.

A. Promotion and Tenure Review Committee
Membership:
(4) One Representative from each School [elected within each school
specifically to serve on this committee]
[ALL committee members must be tenured and are elected for a 2-year term
with a limit of 2 consecutive terms]

Responsibilities:
Promotion and Tenure Application Review
Post-Tenure Review

B. Student Academic Appeals Committee

Membership:
(4) One Representative from each School [elected within each school
specifically to serve on this committee] [ALL committee members are elected
for a 2-year term with a limit of 2 consecutive terms ]
Two students elected by the Student Government Association
Executive Vice President for Academic Affairs or designate [ex-officio, non-
voting]
Registrar or designate [ex-officio, non-voting]

Responsibilities:
Implementation and Maintenance of Academic Standards
Conduct Hearings Involving Student Appeals of Academics
Reports Recommendations to the Vice President for Academic Affairs

82 At least one member of the General Faculty shall be included among the faculty representatives on
the following college-wide committees:

Activities
Athletics
Classified Grievances
College Council
Financial Aid Advisory
Personnel Development
Student Conduct
Student Publications
Student Union Board




Faculty representatives will be elected at the General Faculty meeting in April to specifically
serve on these committees. All committee members are elected for a two-year term with a
limit of 2 consecutive terms.

ARTICLE XI. AMENDMENTS TO THE CONSTITUTION AND BYLAWS OF THE
FACULTY SENATE

81 Proposed amendments to the constitution and/or bylaws of the Faculty Senate shall be
presented first at a regular meeting of the Faculty Senate for discussion and voted upon at the next
regular meeting. An amendment approved by the Faculty Senate becomes effective upon approval
by a majority of the members of the General Faculty voting in a meeting for that purpose, as
determined by the Faculty Senate. A proposed amendment not approved by the Faculty Senate shall
require a two-thirds affirmative vote of the members of the General Faculty for approval in a
meeting called for that purpose by petition of at least 20 percent of the members of the General
Faculty. The meeting shall be called by the Chair of the Faculty Senate, and in his/her absence, by
the Vice Chair. VVoting by the General Faculty on proposed amendments to the constitution and/or
bylaws of the Faculty Senate at a meeting called for that purpose shall be administered and
supervised by the Executive Committee of the Faculty Senate which shall promptly report the
results of such voting to the General Faculty and maintain a written record of the proposed
amendments and results of voting by the General Faculty.

APPENDIX D

Minimum Appointment and Promotion Criteria




FACULTY APPOINTMENT AND PROMOTION CRITERIA
December 2, 2019

Objectives
1. To promote professional growth and development of each member of the faculty;
2. To promote and maintain a high standard of teaching;

3. To assure that all faculty have the knowledge and ability necessary to work with the most
appropriate model of instruction;

4. To expand each faculty member's awareness and expertise in all academic and instructional
competencies;

5. To motivate each faculty member to become actively involved in some aspect of research and
scholarly activity and/or community and professional service.

6. To encourage faculty to exercise leadership in academic governance and fulfill responsibilities
on appropriate committees.

Criteria for all Ranks and Divisions

The following requirements for promotion in academic rank are considered minimal. Consistent with

Bluefield State College Board of Governor’s Policy No. 19:
There shall be demonstrated evidence that promotion is based upon a wide range of
criteria, established in conformance with this document and appropriate to the mission of
the institution. Examples include, but are not limited to: excellence in teaching; publications
and research; professional and scholarly activities and recognition; accessibility to students;
adherence to professional standards of conduct; effective service to the institution, college,
or department; significant service to the community; experience in higher education and at
the institution; possession of the earned doctorate, special competence, or the highest
earned degree appropriate to the teaching field; continued professional growth; and service
to the people of the State of West Virginia.

Evaluation of faculty for appointment and promotion shall take into consideration the college's
mission as defined by the BSC Board of Governors.

Ordinarily initial appointments are not made in the rank of Professor and initial appointments of
Associate Professor are not common. In cases of merit and when it is in the interest of the mission
of the College, the President may, upon the recommendation of the Academic Administration,
make initial appointments in these ranks. Since promotion criteria such as experience at BSC
cannot be met, initial appointments should be consistent with the intent of promotion criteria herein.
Faculty should not be promoted on the basis of the Minimal Promotion Criteria alone. It is expected
that at each successive step in academic rank progression the faculty member will present
qualifications increasingly greater than the minimum.
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MINIMAL APPOINTMENT & PROMOTION CRITERIA *

Baccalaureate or Higher Degree Programs

VISITING FACULTY

Such appointments are outside tenure-track status,
are subject to annual renewal, and normally may not
exceed three years. The rank must be consistent with
the requirements of each appointment. Years of
service in these positions do not count toward time in
rank or tenure requirements.

ADJUNCT FACULTY

Such appointments are considered part-time, outside
tenure-track status, and are subject to renewal each
semester. Master’s Degree with 18 graduate hours of
coursework in the discipline in which the faculty is
teaching.

INSTRUCTOR

Master’s Degree with 18 graduate hours of
coursework in the discipline in which the faculty is
teaching.

ASSISTANT PROFESSOR

Master’s or terminal degree with 18 graduate hours of
coursework in the discipline in which the faculty is
teaching. Three years of full-time college level
teaching experience is required. With a terminal
degree no college teaching experience is required.

ASSOCIATE PROFESSOR

Master’s or terminal degree with 18 graduate hours of
coursework in the discipline in which the faculty is
teaching. Three years in rank of Assistant Professor,
a total of six years of full-time college teaching
experience or three years of full-time college teaching
experience with a terminal degree.

PROFESSOR

Master’s with 18 graduate hours of related
coursework in the discipline in which the faculty is
teaching and professional registration/
certification/license, if such is available, or earned

Certificate or Associate Degree Programs

Such appointments are outside tenure-track status, are
subject to annual renewal, and normally may not
exceed three years. The rank must be consistent with
the requirements of each appointment. Years of
service in these positions do not count toward time in
rank or tenure requirements.

Such appointments are considered part-time, outside
tenure-track status, and are subject to renewal each
semester. Baccalaureate Degree with 12 hours of
related coursework in the discipline in which the faculty
is teaching. Full-time work experience of at least three
years in a field related to the subject being taught.

Baccalaureate Degree with 12 hours of related
coursework in the discipline in which the faculty is
teaching. Full-time work experience of at least three
years in a field related to the subject being taught.

Master’s or terminal degree with 18 graduate hours of
related coursework in the discipline in which the faculty
is teaching.

Master’s or terminal degree with 18 graduate hours of
related coursework in the discipline in which the faculty
is teaching. Three years in rank of Assistant Professor,
a total of six years of full-time college teaching
experience or three years of full-time college teaching
experience with a terminal degree.

Master’s with 18 graduate hours of related coursework
in the discipline in which the faculty is teaching and

professional registration/ certification/license, if such is
available, or earned terminal degree with 18 graduate
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terminal degree with 18 graduate hours of related hours of related coursework in the discipline in which

coursework in the discipline in which the faculty is the faculty is teaching. Four years in rank as Associate
teaching. Four years in rank as Associate Professor Professor at BSC, with a total of ten years of full-time
at BSC, with a total of ten years of full-time college college teaching experience.

teaching experience.

*Exceptions can made with Provost’s written approval.




Guidelines for Application of Criteria

These guidelines may be modified by authority of the President as needed.
Appointment and Promotion criteria herein shall not be retroactive.

The Promotion and Tenure Committee shall consider:

A. Statements of reference from the following, which must include comments on teaching and other
professional qualities:

(1) School Dean
(2) School Faculty (other than the Dean)
(3) An institutional faculty member of the applicant's choice from without the School.

B. Scores on student evaluation form. A satisfactory score appropriate to the particular rank is required for
the year of evaluation and overall for the years considered in the review.

C. Evidence of the applicant's fulfillment of criteria. Attention shall be given to the fulfillment of criteria for
All Ranks and Divisions, as well as to the Minimal Appointment Criteria.

D. The mission and goals of the applicant's School. The missions of the Schools vary in the degree of
involvement with external clinical personnel, administrators, professionals, and industry, the learned
societies, accrediting bodies, and the general public. In some cases it may be in the interest of the School's
mission, for example in nursing and certain technologies, for the applicant to pursue an academic path.

E. The level of promotion for which the applicant is applying. The higher the academic rank for which the
applicant is applying, the greater is the degree to which he/she must meet the Criteria for All Ranks and
Divisions, and the greater is the evidence that must be presented.

The Promotion and Tenure Committee may require additional recommendations and documents as it
deems necessary to its review of a faculty member.

A faculty member planning to offer a major scholarly/professional project for partial fulfillment of the
requirements for promotion to professor, as provided in the Minimal Criteria, shall first discuss his/her
proposal with the Dean, then the School, and request that a "Peer Review Committee" be formed in
accordance with the guidelines. In order to be eligible to initiate a "peer review" of a project, the applicant
must have fulfilled all of the other eligibility requirements. The applicant shall present a written proposal
to the Committee and Academic Vice President. The applicant shall receive prior written approval for the
proposal by the Committee and the Vice President before beginning to write the summary, with a written
statement of approval by the Committee and the Vice President on file and a written authorization sent to
the applicant from the Academic Vice President, copy to Division Chair. The Academic Vice President shall
establish and distribute a time calendar for accomplishing the various steps in the review process. A "mini
thesis" type of summary report shall be presented to the Committee and Vice President for their approval
upon completion of the project. The "mini-thesis" shall be of the quality, although not necessarily of the
length, of a thesis, be typed, bound and after approval filed in the office of the Academic Vice President.
Approval will consist of a signed approval by the Division Chair/Committee Secretary indicating majority
approval by the Committee, and signed approval by the Academic Vice President. The project shall be
available to the Promotion & Tenure Committee, but is not subject to the Committee's approval.
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A faculty member offering a major professional or scholarly achievement, may select but is not limited to:
An accumulation of accrediting committee work experiences, a period of significant participation in the
work of recognized professional or scholarly societies, major artistic performances such as recitals or
showings, a series of scholarly or professional lectures presented to colleagues college-or profession-wide,
or a quality publication/s or creative piece/s. The emphasis is to be placed on quality rather than quantity.
It should be germane to the faculty member's field of teaching. The project/s/ should demonstrate that
the faculty member has attained a level of achievement and ability that would normally have been the
product of an academic thesis or equivalent experience, and that he/she has reached a level of
professional competence normally expected of a professor. The format and content of the "mini-thesis,"
including the manner in which the experiences/projects are to be described and documented can be
expected to vary and will be specified by the "Peer Review Committee."

SUPPLEMENT PROMOTION AND TENURE REVIEW PROCEDURES

The following include guidelines for the functioning of the Promotion and Tenure Committee and appeal
procedures at various levels. These may be modified by the President as needed.

To avoid conflict of interest, a faculty member shall not sit on the Promotion and Tenure Committee while
his or her promotion/tenure or that of a spouse or close relative is being considered. In the case of a
faculty member in the foregoing situation, the Committee Chairperson shall hold that case until all other
cases have been acted upon, and shall then exclude the faculty member from being present during or
taking any part whatsoever in discussion or action affecting the case in question. Both the Committee and
the faculty member shall exercise meticulous care to avoid even the appearance of any improper
communication or action regarding such application or nomination for promotion in academic rank. The
minutes of the Committee shall record the steps taken to avoid any possible conflicts of interest.

The Promotion and Tenure Committee may develop its own operating procedure insofar as such
procedures do not reduce the minimum promotion standards nor diminish the safeguards that protect the
rights of individual faculty members. Degrees and all graduate hours presented to fulfill promotion
requirements must be from regionally accredited institutions.

Upon completion of its work, the Promotion and Tenure Committee will forward its recommendation in
each case and all materials considered in arriving at the decision to the Vice President for Academic Affairs.

The Vice President for Academic Affairs will consider the recommendation of the Promotion and Tenure
Committee in each case and add his/her comments and recommendations. The faculty member being
considered for promotion may, within three days, respond in writing to the recommendations and
comments of the Vice President for Academic Affairs. All recommendations and written material
pertaining to each case will be forwarded to the President for review and action. The President will send
written notification of his/her action to the faculty member, the Chairperson of the Promotion and Tenure
Committee, and the Vice President for Academic Affairs. The decision of the President may be appealed to
the BSC Board of Governors.

Annually a list of promotions approved by the President will be published within the college.

APPENDIX E




Faculty Grievance Procedure
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West Virginia Public Employees Grievance Procedure.

WYV Code 86C-2
$6C-2-1. Purpose.

(a) The purpose of this article is to provide a procedure for the resolution of employment grievances raised
by the public employees of the State of West Virginia, except as otherwise excluded in this article.

(b) Resolving grievances in a fair, efficient, cost-effective and consistent manner will maintain good
employee morale, enhance employee job performance and better serve the citizens of the State of West
Virginia.

(c) Nothing in this article prohibits the informal disposition of grievances by stipulation or settlement
agreed to in writing by the parties, nor the exercise of any hearing right provided in chapter eighteen or
eighteen-a of this code. Parties to grievances shall at all times act in good faith and make every possible
effort to resolve disputes at the lowest level of the grievance procedure.

(d) Effective July 1, 2007, any reference in this code to the education grievance procedure, the state
grievance procedure, article twenty-nine, chapter eighteen of this code or article six-a, chapter twenty-
nine of this code, or any subsection thereof, shall be considered to refer to the appropriate grievance
procedure pursuant to this article.

$6C-2-2. Definitions.
For the purpose of this article and article three of this chapter:

(a) "Board" means the West Virginia Public Employees Grievance Board created in article three of this
chapter.

(b) "Chief administrator" means, in the appropriate context, the commissioner, chancellor, director,
president, secretary or head of any state department, board, commission, agency, state institution of
higher education, commission or council, the state superintendent, the county superintendent, the
executive director of a regional educational service agency or the director of a multicounty vocational
center who is vested with the authority to resolve a grievance. A "chief administrator" includes a designee,
with the authority delegated by the chief administrator, appointed to handle any aspect of the grievance
procedure as established by this article.

(c) "Days" means working days exclusive of Saturday, Sunday, official holidays and any day in which the
employee's workplace is legally closed under the authority of the chief administrator due to weather or
other cause provided for by statute, rule, policy or practice.

(d) "Discrimination" means any differences in the treatment of similarly situated employees, unless the
differences are related to the actual job responsibilities of the employees or are agreed to in writing by the
employees.

(e) (1) "Employee" means any person hired for permanent employment by an employer for a probationary,
full- or part-time position.

(2) A substitute education employee is considered an "employee" only on matters related to days worked
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or when there is a violation, misapplication or misinterpretation of a statute, policy, rule or written
agreement relating to the substitute.

(3) "Employee" does not mean a member of the West Virginia State Police employed pursuant to article
two, chapter fifteen of this code, but does include civilian employees hired by the superintendent of the
State Police. "Employee" does not mean an employee of a Constitutional officer unless he or she is
covered under the civil service system, an employee of the Legislature or a patient or inmate employed by
a state institution.

(f) "Employee organization" means an employee advocacy organization with employee members that has
filed with the board the name, address, chief officer and membership criteria of the organization.

(g) "Employer" means a state agency, department, board, commission, college, university, institution, State
Board of Education, Department of Education, county board of education, regional educational service
agency or multicounty vocational center, or agent thereof, using the services of an employee as defined in
this section.

(h) "Favoritism" means unfair treatment of an employee as demonstrated by preferential, exceptional or
advantageous treatment of a similarly situated employee unless the treatment is related to the actual job
responsibilities of the employee or is agreed to in writing by the employee.

(i) (1) "Grievance" means a claim by an employee alleging a violation, a misapplication or a
misinterpretation of the statutes, policies, rules or written agreements applicable to the employee
including:

(i) Any violation, misapplication or misinterpretation regarding compensation, hours, terms and conditions
of employment, employment status or discrimination;

(ii) Any discriminatory or otherwise aggrieved application of unwritten policies or practices of his or her
employer;

(iii) Any specifically identified incident of harassment;
(iv) Any specifically identified incident of favoritism; or

(v) Any action, policy or practice constituting a substantial detriment to or interference with the effective
job performance of the employee or the health and safety of the employee.

(2) "Grievance" does not mean any pension matter or other issue relating to public employees insurance in
accordance with article sixteen, chapter five of this code, retirement or any other matter in which the
authority to act is not vested with the employer.

(j) "Grievance proceeding", "proceeding" or the plural means a conference, level one hearing, mediation,
private mediation, private arbitration or level three hearing, or any combination, unless the context clearly
indicates otherwise.

(k) "Grievant" means an employee or group of similarly situated employees filing a grievance.

() "Harassment" means repeated or continual disturbance, irritation or annoyance of an employee that is
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trary to the behavior expected by law, policy and profession.

(m) "Party", or the plural, means the grievant, intervenor, employer and the Director of the Division of
Personnel or his or her designee, for state government employee grievances. The Division of Personnel
shall not be a party to grievances involving higher education employees.

(n) "Representative" means any employee organization, fellow employee, attorney or other person
designated by the grievant or intervenor as his or her representative and may not include a supervisor who
evaluates the grievant.

(o) "Reprisal" means the retaliation of an employer toward a grievant, witness, representative or any other
participant in the grievance procedure either for an alleged injury itself or any lawful attempt to redress it.

$6C-2-3. Grievance procedure generally.
(a) Time limits. --
(1) An employee shall file a grievance within the time limits specified in this article.

(2) The specified time limits may be extended to a date certain by mutual written agreement and shall be
extended whenever a grievant is not working because of accident, sickness, death in the immediate family
or other cause for which the grievant has approved leave from employment.

(b) Default. --

(1) The grievant prevails by default if a required response is not made by the employer within the time
limits established in this article, unless the employer is prevented from doing so directly as a result of
injury, illness or a justified delay not caused by negligence or intent to delay the grievance process.

(2) Within ten days of the default, the grievant may file with the chief administrator a written notice of
intent to proceed directly to the next level or to enforce the default. If the chief administrator objects to
the default, then the chief administrator may, within five days of the filing of the notice of intent, request a
hearing before an administrative law judge for the purpose of stating a defense to the default, as
permitted by subdivision (1) of this subsection, or showing that the remedy requested by the prevailing
grievant is contrary to law or contrary to proper and available remedies. In making a determination
regarding the remedy, the administrative law judge shall determine whether the remedy is proper,
available and not contrary to law.

(3) If the administrative law judge finds that the employer has a defense to the default as permitted by
subdivision (1) of this subsection or that the remedy is contrary to law or not proper or available at law,
the administrative law judge may deny the default or modify the remedy to be granted to comply with the
law or otherwise make the grievant whole.

(c) Defenses and limitations. -—

(1) Untimeliness. -- Any assertion that the filing of the grievance at level one was untimely shall be made at
or before level two.

(2) Back pay. -- When it is a proper remedy, back pay may only be granted for one year prior to the filing of
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grievance, unless the grievant shows, by a preponderance of the evidence, that the employer acted in bad
faith in concealing the facts giving rise to the claim for back pay, in which case an eighteen-month
limitation on back pay applies.

(3) Statutory defense. -- If a party intends to assert the application of any statute, policy, rule or written
agreement as a defense at any level, then a copy of the materials shall be forwarded to all parties.

(d) Withdrawal and reinstatement of grievance. -- An employee may withdraw a grievance at any time by
filing a written notice of withdrawal with the chief administrator or the administrative law judge. The
grievance may not be reinstated by the grievant unless reinstatement is granted by the chief administrator
or the administrative law judge. If more than one employee is named as a grievant, the withdrawal of one
employee does not prejudice the rights of any other employee named in the grievance.

(e) Consolidation and groups of similarly situated employees. --

(1) Grievances may be consolidated at any level by agreement of all parties or at the discretion of the chief
administrator or administrative law judge.

(2) Class actions are not permitted. However, a grievance may be filed by one or more employees on
behalf of a group of similarly situated employees. Any similarly situated employee shall complete a
grievance form stating his or her intent to join the group of similarly situated employees. Only one
employee filing a grievance on behalf of similarly situated employees shall be required to participate in the
conference or level one hearing.

(f) Intervention. -- Upon a timely request, any employee may intervene and become a party to a grievance
at any level when the employee demonstrates that the disposition of the action may substantially and
adversely affect his or her rights or property and that his or her interest is not adequately represented by
the existing parties.

(g) Representation and disciplinary action. --

(1) An employee may designate a representative who may be present at any step of the procedure as well
as at any meeting that is held with the employee for the purpose of discussing or considering disciplinary
action.

(2) An employee may not be compelled to testify against himself or herself in a disciplinary grievance
hearing.

(h) Reprisal. -- No reprisal or retaliation of any kind may be taken by an employer against a grievant or any
other participant in a grievance proceeding by reason of his or her participation. Reprisal or retaliation
constitutes a grievance and any person held responsible is subject to disciplinary action for
insubordination.

(i) Improper classification. -- A supervisor or administrator responsible for a willful act of bad faith toward
an employee or who intentionally works an employee out of classification may be subject to disciplinary
action, including demotion or discharge.

(j) Forms. -- The board shall create the forms for filing grievances, giving notice, taking appeals, making
reports and recommendations and all other necessary documents and provide them to chief
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ministrators to make available to any employee upon request.

(k) Discovery. -- The parties are entitled to copies of all material submitted to the chief administrator or the
administrative law judge by any party.

() Notice. -- Reasonable notice of a proceeding shall be sent at least five days prior to the proceeding to all
parties and their representatives and shall include the date, time and place of the proceeding. If an
employer causes a proceeding to be postponed without adequate notice to employees who are scheduled
to appear during their normal work day, the employees may not suffer any loss in pay for work time lost.

(m) Record. -- Conferences are not required to be recorded, but all documents admitted and the decision,
agreement or report become part of the record. All the testimony at a level one and level three hearing
shall be recorded by mechanical means and a copy of the recording provided to any party upon request.
The board is responsible for paying for and promptly providing a certified transcript of a level three hearing
to the court for a mandamus or appellate proceeding.

(n) Grievance decisions and reports. -—

(1) Any party may propose findings of fact and conclusions of law within twenty days of an arbitration or a
level three hearing.

(2) A decision, agreement or report shall be dated, in writing, setting forth the reasons for the decision or
outcome and transmitted to the parties and, in a private arbitration, to the board, within the time limits
prescribed. If the grievance is not resolved, the written decision or report shall include the address and
procedure to appeal to the next level.

(o) Scheduling. -- All proceedings shall be scheduled during regular work hours in a convenient location
accessible to all parties in accommodation to the parties' normal operations and work schedules. By
agreement of the parties, a proceeding may be scheduled at any time or any place. Disagreements shall be
decided by the administrative law judge.

(p) Attendance and preparation. --

(1) The grievant, witnesses and an employee representative shall be granted reasonable and necessary
time off during working hours to attend grievance proceedings without loss of pay and without charge to
annual or compensatory leave credits.

(2) In addition to actual time spent attending grievance proceedings, the grievant and an employee
representative shall be granted time off during working hours, not to exceed four hours per grievance, for
the preparation of the grievance without loss of pay and without charge to annual or compensatory leave
credits. However, the first responsibility of any employee is the work assigned to the employee. An
employee may not allow grievance preparation and representation activities to seriously affect the overall
productivity of the employee.

(3) The grievant and an employee representative shall have access to the employer's equipment for
purposes of preparing grievance documents subject to the reasonable rules of the employer governing the
use of the equipment for nonwork purposes.

(4)
Dis
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agreements regarding preparation time shall be decided by the administrative law judge.
(q) Grievance files. —

(1) All grievance forms decisions, agreements and reports shall be kept in a file separate from the
personnel file of the employee and may not become a part of the personnel file, but shall remain
confidential except by mutual written agreement of the parties.

(2) The grievant may file a written request to have the grievant's identity removed from any files kept by
the employer one year following the conclusion of the grievance.

(r) Number of grievances. -- The number of grievances filed against an employer by an employee is not, per
se, an indication of the employer's or the employee's job performance.

(s) Procedures and rules. -- The board shall prescribe rules and procedures in compliance with this article,
article three of this chapter and the state Administrative Procedures Act under chapter twenty-nine-a of
this code for all proceedings relating to the grievance procedure.

$6C-2-4. Grievance procedural levels.
(a) Level one: Chief administrator. --

(1) Within fifteen days following the occurrence of the event upon which the grievance is based, or within
fifteen days of the date upon which the event became known to the employee, or within fifteen days of
the most recent occurrence of a continuing practice giving rise to a grievance, an employee may file a
written grievance with the chief administrator stating the nature of the grievance and the relief requested
and request either a conference or a hearing. The employee shall also file a copy of the grievance with the
board. State government employees shall further file a copy of the grievance with the Director of the
Division of Personnel.

(2) Conference. -- The chief administrator shall hold a conference within ten days of receiving the
grievance. A conference is a private, informal meeting between the grievant and the chief administrator to
discuss the issues raised by the grievance, exchange information and attempt to resolve the grievance. The
chief administrator may permit other employees and witnesses to attend and participate in a conference
to reach a resolution. The chief administrator shall issue a written decision within fifteen days of the
conference.

(3) Level one hearing. -- The chief administrator shall hold a level one hearing within fifteen days of
receiving the grievance. A level one hearing is a recorded proceeding conducted in private in which the
grievant is entitled to be heard and to present evidence; the formal rules of evidence and procedure do
not apply, but the parties are bound by the rules of privilege recognized by law. The parties may present
and cross-examine witnesses and produce documents, but the number of witnesses, motions and other
procedural matters may be limited by the chief administrator. The chief administrator shall issue a written
decision within fifteen days of the level one hearing.

(4) An employee may proceed directly to level three upon the agreement of the parties or when the

grievant has been discharged, suspended without pay or demoted or reclassified resulting in a loss of
compensation or benefits. Level one and level two proceedings are waived in these matters.
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(b) Level two: Alternative dispute resolution. —

(1) Within ten days of receiving an adverse written decision at level one, the grievant shall file a written
request for mediation, private mediation or private arbitration.

(2) Mediation. -- The board shall schedule the mediation between the parties within twenty days of the
request. Mediation shall be conducted by an administrative law judge pursuant to standard mediation
practices and board procedures at no cost to the parties. Parties may be represented and shall have the
authority to resolve the dispute. The report of the mediation shall be documented in writing within fifteen
days. Agreements are binding and enforceable in this state by a writ of mandamus.

(3) Private mediation. -- The parties may agree in writing to retain their choice of a private mediator and
share the cost. The mediator shall schedule the mediation within twenty days of the written request and
shall follow standard mediation practices and any applicable board procedures. Parties may be
represented and shall have the authority to resolve the dispute. The report of the mediation shall be
documented in writing within fifteen days. Agreements are binding and enforceable in this state by a writ
of mandamus.

(4) Private arbitration. -- The parties may agree, in writing, to retain their choice of a private arbitrator and
share the cost. The arbitrator shall schedule the arbitration within twenty days of the written request and
shall follow standard arbitration practices and any applicable board procedures. The arbitrator shall render
a decision in writing to all parties, setting forth findings of fact and conclusions of law on the issues
submitted within thirty days following the arbitration. An arbitration decision is binding and enforceable in
this state by a writ of mandamus. The arbitrator shall inform the board, in writing, of the decision within
ten days.

(c) Level three hearing. —

(1) Within ten days of receiving a written report stating that level two was unsuccessful, the grievant may
file a written appeal with the employer and the board requesting a level three hearing on the grievance.
State government employees shall further file a copy of the grievance with the Director of the Division of
Personnel.

(2) The administrative law judge shall conduct all proceedings in an impartial manner and shall ensure that
all parties are accorded procedural and substantive due process.

(3) The administrative law judge shall schedule the level three hearing and any other proceedings or
deadlines within a reasonable time in consultation with the parties. The location of the hearing and
whether the hearing is to be made public are at the discretion of the administrative law judge.

(4) The administrative law judge may issue subpoenas for witnesses, limit witnesses, administer oaths and
exercise other powers granted by rule or law.

(5) Within thirty days following the hearing or the receipt of the proposed findings of fact and conclusions
of law, the administrative law judge shall render a decision in writing to all parties setting forth findings of
fact and conclusions of law on the issues submitted.

(6) The administrative law judge may make a determination of bad faith and, in extreme instances, allocate
the cost of the hearing to the party found to be acting in bad faith. The allocation of costs shall be based

on
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the relative ability of the party to pay the costs.
$6C-2-5. Enforcement and appeal.

(a) The decision of the administrative law judge is final upon the parties and is enforceable in the circuit
court of Kanawha County.

(b) A party may appeal the decision of the administrative law judge on the grounds that the decision:
(1) Is contrary to law or a lawfully adopted rule or written policy of the employer;

(2) Exceeds the administrative law judge's statutory authority;

(3) Is the result of fraud or deceit;

(4) Is clearly wrong in view of the reliable, probative and substantial evidence on the whole record; or

(5) Is arbitrary or capricious or characterized by abuse of discretion or clearly unwarranted exercise of
discretion.

(c) A party shall file the appeal in the circuit court of Kanawha County within thirty days of receipt of the
administrative law judge's decision. The decision of the administrative law judge is not automatically
stayed upon the filing of an appeal, but a stay may be granted by the circuit court upon a separate motion
for a stay.

(d) The court shall review the entire record that was before the administrative law judge, and the court
may hear oral arguments and require written briefs. The court may reverse, vacate or modify the decision
of the administrative law judge, or may remand the grievance to the administrative law judge or the chief
administrator for further proceedings.

$6C-2-6. Allocation of expenses and attorney's fees.

(a) Any expenses incurred relative to the grievance procedure at levels one, two or three shall be borne by
the party incurring the expenses.

(b) In the event a grievant or employer appeals an adverse level three decision to the circuit court of
Kanawha County, or an adverse circuit court decision to the Supreme Court of Appeals of West Virginia,
and the grievant substantially prevails upon the appeal, the grievant may recover from the employer court
costs and reasonable attorney's fees for the appeal to be set by the court.

$6C-2-7. Mandamus proceeding.
Any employer failing to comply with the provisions of this article may be compelled to do so by a
mandamus proceeding and may be liable to a prevailing party for court costs and reasonable attorney's

fees to be set by the court.

$6C-2-8. Employee organizations may not be compelled to disclose certain communications;
exceptions.
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(a) Except as otherwise provided in this section, an employee organization or an agent of an employee
organization may not be compelled to disclose any communication or information the employee
organization or agent received or acquired in confidence from a public employee, while the employee
organization or agent was acting in a representative capacity concerning a public employee grievance or an
investigation of a potential public employee grievance, regardless of whether the public employee is a
member of the employee organization: Provided, That the confidentiality established under this section
does not apply to written communications between the employee and the employee organization.

(b) (1) The confidentiality established under this section applies only to the extent that the communication
or information is germane to a grievance or potential grievance of the employee.

(2) The confidentiality established under this subsection continues after termination of:

(A) The employee's employment; or

(B) The representative relationship of the employee organization or its agent with the public employee.
(3) The confidentiality established under this subsection protects the communication or information
received or acquired by the employee organization or its agent, but does not protect the employee from
being compelled to disclose, to the extent provided by law, the facts underlying the communication or
information.

(c) The protection for confidential communications provided by this section only extends to proceedings
under the public employees grievance procedure. Nothing in this section may be construed to extend the
confidentiality to circuit court proceedings or other proceedings outside of the public employees grievance
procedure.

(d) An employee organization or its agent shall disclose to the employer as soon as possible a
communication or information described in subsection (a) of this section to the extent the employee
organization or its agent reasonably believes:

(1) It is necessary to prevent certain death or substantial bodily harm.

(2) It is necessary to prevent the employee from committing a crime, fraud or any act that is reasonably
certain to result in substantial injury to the financial interests or property of another or to rectify or

mitigate any such action after it has occurred;

(3) The communication or information constitutes an admission that the employee has committed a crime;
or

(4) It is necessary to comply with a court order or other law.

(e) An employee organization or its agent may disclose a communication or information described in
subsection (a) of this section in order to:

(1) Secure legal advice about the compliance of the employee organization or its agent with a court order
or other law;

(2) Establish a claim or defense on behalf of the employee organization or its agent in a controversy

bet
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ween the employee and the employee organization or its agent;

(3) Establish a defense to a criminal charge or civil claim against the employee organization or its agent
based on conduct in which the employee was involved; or

(4) Respond to allegations in any proceeding concerning the performance of professional duties by the
employee organization or its agent on behalf of the employee.

(f) An employee organization or its agent may disclose a communication or information described in
subsection (a) of this section, without regard to whether the disclosure is made within the public
employees grievance procedure, in the following circumstances:

(1) The employee organization has obtained the express written or oral consent of the employee;

(2) The employee has, by other act or conduct, waived the confidentiality of the communication or
information; or

(3) The employee is deceased or has been adjudicated incompetent by a court of competent jurisdiction
and the employee organization has obtained the written or oral consent of the personal representative of

the employee's estate or of the employee's guardian.

(g) If there is a conflict between the application of this section and any federal or state labor law, the
provisions of the federal or other state law shall control.

Current as of 14 September 2021




Appendix F

Faculty Evaluation Process




FACULTY EVALUATION PROCESS

Faculty assessment/evaluation is one component of the college's efforts to be accountable for the
content and quality of its educational activities. The assessment/evaluative process is a method
of gathering information concerning the faculty member's contribution to all phases of the
institution's mission and goals. The major objectives of faculty assessment/evaluation are: 1) to
determine strengths and areas for improvement regarding teaching, service, and professional
development; and 2) to provide information for personnel decisions such as promotion, tenure,
and merit pay.

All full-time faculty (tenured, probationary, and temporary) and adjunct faculty, including
librarians and administrators that may teach, are to be evaluated yearly. The evaluation process
has the following components: student evaluations of faculty, Dean’s evaluation of faculty.

Student Evaluation of Faculty

Student evaluation of faculty will be conducted each semester, excluding summer school, two to
three weeks before the end of the semester depending on the academic calendar and/or holiday
break, but will not extend beyond the last day of classes for students. The Office of Institutional
Effectiveness and Assessment oversees the administration of the online process of student
evaluation of faculty. The procedure for the administration of the student evaluations is as
follows:

1. Students login to myBSC portal.
2. Students select the “student evaluation of faculty” icon.

3. Students confidentially evaluate each course listed.
a. A response must be provided for each item with the exception of the comment box.
Banner will repopulate the evaluation by the next day if all items did not receive a
response.

4. At the end of the evaluation timeframe, data are extracted from Banner and imported into
ClassClimate for report generation.

5. Reports are generated and distributed via email to full-time and adjunct faculty members
typically prior to the beginning of the next semester.

6. Reports are also distributed to School Deans, Vice President for Academic Affairs, and upon
request, the President of the College.

7. All courses are evaluated with the following exceptions:
a. those with less than 6 students,
b. labs (with the exception of School of Nursing and Allied Health labs)
c. internships,
d. independent studies,
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e. student research, and
f. student teaching.

8. Faculty should maintain evaluation data and information for future reference.

Copies of all evaluation information are to be maintained and available in the Dean’s office.

Classroom Observation

Direct classroom observation can provide a counterpoint to information gathered indirectly
through student evaluations or comments made by others. Classroom observations can also assist
a beginning faculty member with one's teaching. Classroom observation will be required for the
first four semesters of an instructor's employment. Thereafter, the observation will be conducted
annually for all non-tenured/clinical track faculty and every other year for tenured faculty.
Classroom observations may be scheduled or unscheduled. They may also be recorded instead of
a personal visitation.

Faculty Evaluation Form

The faculty evaluation form is the process that is to be completed by the Dean/Director annually
by the end of the academic year. The form is adapted from the position description of faculty that
accompanies the faculty contract. The original is to be submitted to the Office of the
Provost/Vice President of Academic and Student Affairs and a copy retained in the respective
school office.




Bluefield State College
Annual Faculty Evaluation

FACULTY: SCHOOL:
POSITION REVIEW
TITLE: PERIOD:

INSTRUCTIONS

Faculty will complete Part 1 GOALS of this form by September 1 and submit it to the Dean of their school or Program
Director. The Dean/Director will meet individually with each faculty member to discuss this form by Sept. 15. Faculty
will complete Part 1 DESCRIPTION by March 15" and submit to Dean/ Director. With faculty input the Dean/Director
will complete Part 2 of the form by April 1%, and a follow up meeting will be held by April 15" to complete the annual
evaluation. The evaluation will be submitted to the Personnel Office and a copy filed in the School office annually.

Goal: state a goal to meet this item during the coming year. Completed by faculty member. Reviewed with
Dean/Director.

Description: identify and explain how you accomplish the item. Completed by faculty member.

Evaluation: determine how well or to what degree the item was met. Completed by Dean/Director.

DEFINITION OF LEVELS OF EVALUATION

Exceeds Expectations E Consistently exceeds job requirements.

Meets Expectations M Consistently meets job requirements.

Needs Improvement | Performs at minimum level; improvement necessary.
Not Applicable NA Does not apply to the position being evaluated.

PART 1: GOALS (COMPLETED BY FACULTY MEMBER) - Completed by September 1

INSTRUCTIONS: Under each item listed below, please write a brief narrative which gives the description
and goals for each item. Select those items under each category which apply to you and respond as indicated.
For those items which do not apply to you, please use the designation NA.

TEACHING

Incorporates varied and appropriate instructional methodologies and modalities (e.g. Moodle.).

Goals:

Description:

Participates in course revision as needed.

Goals:

Description:




Participates in course and program assessment activities.

Goals:

Description:

Reviews student evaluation survey results for previous semesters since last evaluation and provides an interpretation to improve
teaching effectiveness.

Goals:

Description:

PROFESSIONAL DEVELOPMENT/SCHOLARLY AND CREATIVE ACTIVITIES

Grant proposals (whether funded or not).

Goals:

Description:

Research currently in progress.

Goals:

Description:

Publications in peer reviewed journals.

Goals:

Description:

Other publications, presentations, or performances.

Goals:

Description:

Professional or scholarly organizations (list organizations in which you are a member; identify offices held this year and years of
continuous membership).

Goals:

Description:

Attends conferences, workshops, or other events directly related to BSC assignment (indicate whether conferences and workshops
are national, regional, or state).

Goals:

Description:

Participates in institutional and pedagogy training, such as Quality Matters, to improve course design and delivery.
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Goals:

Description:

Pursues activities directly related to improving academic qualifications, such as graduate study or continuing education.

Goals:

Description:

CONTRIBUTION TO THE COMMUNITY

Positively represents the college to the community.

Goals:

Description:

PART II. DEAN’S EVALUATION - Completed by April 1

GENERAL RESPONSIBILITIES EVALUATION COMMENTS
(E, M, I, NA)

Communicates effectively and collegially with all
college faculty, staff, students, and administrators.

Participates in outreach opportunities.

Adheres to HEPC Rules and Procedures, Faculty
Handbook, and college policies and procedures.

Attends scheduled meetings of the department, school,
and college.

Participates in institutional assessment, if required.

TEACHING EVALUATION COMMENTS

Provides students, during the first week of instruction,
with course syllabi containing course objectives,
classroom management policies, attendance, and grading
procedures.

Begins classes on time and continues class for the time
period officially scheduled up to and including the final
scheduled examination day of the semester.

Evaluates students objectively and in accordance with
the performance criteria as stated in the course syllabus.
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Meets deadlines in selecting, organizing and arranging
the availability of required course materials, including
textbooks.

As assigned, acts as liaison to adjunct faculty and mentor
to new faculty in area(s) of teaching responsibility.

Posts and maintains required Office Hours per week.

Incorporates varied and appropriate instructional
methodologies and modalities (e.g. Moodle, etc.). SEE
PART I

Participates in course revision as needed. SEE PART |

Participates in course and program assessment activities.
SEE PART I

Reviews student evaluation survey results for previous
semesters since last evaluation and provides an
interpretation to improve teaching effectiveness. SEE
PART I

PROFESSIONAL
DEVELOPMENT/SCHOLARLY AND
CREATIVE ACTIVITIES

EVALUATION

COMMENTS

Grant proposals whether funded or not. SEE PART |

Research currently in progress. SEE PART |

Publications in peer reviewed journals. SEE PART I

Other publications, presentations or performances. SEE
PART I

Professional or scholarly organizations (list organizations
in which you are a member; identify offices held this
year and years of continuous membership). SEE PART
|

Attends conferences, workshops, or other events directly
related to BSC assignment (indicate whether conferences
and workshops are national, regional, or state). SEE
PART I

Participates in institutional and pedagogy training, such
as Quality Matters, to improve course design and
delivery. SEE PART |
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Pursues activities directly related to improving academic
qualifications, such as graduate study or continuing
education. SEE PART |

CONTRIBUTION TO THE COMMUNITY

EVALUATION

COMMENTS

Positively represents the college to the community. SEE
PART I

ADVISING

EVALUATION

COMMENTS

Performs faculty advising activities (include number of
advisees and their majors).

Completes Pathways (45/90 Hour) evaluations.

COLLEGE COMMITTEES AND OTHER
SERVICE ACTIVITIES

EVALUATION

COMMENTS

Serves on division committees (such as hiring
committees).

Participates in program reviews and institutional
accreditation projects.

Serves on faculty standing, college-wide, and ad-hoc
committees.

Sponsors or assists student organizations and other
campus activities.

FINAL REVIEW SIGNATURES - Completed by April 15t

| have completed an interview to discuss the overall performance results with
my Dean/Director. My signature does not necessarily signify agreement with

the results.

(Faculty Signature)

(Dean/Director Signature)

(Provost Signature)

(Date)

(Date)

(Date)




APPENDIX G

College Vehicle Regulations
BLUEFIELD STATE COLLEGE

Use of College Owned or Leased Vehicles

Vehicles are provided for use by the faculty and staff of Bluefield State College when
participating in regularly scheduled and organized activities approved by the college as official
trips. Passengers in state vehicles must be West Virginia state employees or students enrolled at
Bluefield State College and whose specific office or employment conditions require they be
transported on official business. The operation of and passenger requirements for Bluefield State
College owned or leased vehicles by non-employees is restricted to persons working with
Bluefield State College in conjunction with official school programs and must have prior
approval from the Director of Financial and Administrative Services. All vehicle trips require
approval of the department head and budget directors. State Vehicles will not be parked at the
driver's home overnight.

Insurance Coverage
Liability insurance is provided for Bluefield State College owned or leased vehicles by the State
Board of Risk and Insurance Management: Coverage is extended for the protection of Bluefield
State College while an authorized operator is using a vehicle within the confines of this policy and
all applicable laws, ordinances or rules.

Reporting of Accidents
Accidents or loss, involving a Bluefield State College vehicle, to any degree, must be reported to a
law enforcement agency serving the area where the accident occurred and to the Bluefield State
College Security. The operator must cooperate in any investigation of an accident at the scene and
obtain necessary information to complete a State Board of Risk and Insurance Management form,
"Report of Motor Vehicle Accident - State of West Virginia" (Form #RMJ-1), within two (2)
calendar days of the accident and submit the form to the Bluefield State College Director of
Security. All vehicles shall carry insurance information and insurance forms.



http://www.bluefieldstate.edu/index.php?option=com_flexicontent&amp;amp%3Bamp%3Bview=items&amp;amp%3Bamp%3Bcid=144%3Apolices-&amp;amp%3Bamp%3Bid=1017%3Apolicy-no-22&amp;amp%3Bamp%3BItemid=582
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&amp;amp%3Bamp%3Bview=items&amp;amp%3Bamp%3Bcid=144%3Apolices-&amp;amp%3Bamp%3Bid=1017%3Apolicy-no-22&amp;amp%3Bamp%3BItemid=582

