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Intro.duct ion 

The Christopher Newport College Handbook (hereinafter, ~andbook) is a 

definitive statement of College policies and procedures at the College level 

for matters affecting members of the Coll_ege, i.e., the faculty, the College 

administration and staff, and the students. Statements in · this Handbook 

supersede statements in all previous :handbooks of the College_ and, subject 

the laws of the United States and the Commonwealth of Virginia, provide for 

the operation of the College. Departmental policy statements and regulations 

are found in the office of the vice president for that department. Should the · 

occasion arise for an official interpretation of the Handbook, that interpre­

tation is vested in the Office of the President. 

Christopher Newport College reserves for itself and its departments the 

right to withdraw or change the contents in this Handbook, 

vested as a matter of law : 

The basis for each section of the Handbook is specified in the introduc­

tion of the section, which also stipulates how changes in the section are ef­

fected. The dated approval for each section and of amendments thereto appear 

at the end of the section. 

The maintenance 

his delegate. 
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Section I 

General Information 

This section contains_ general information about the College. It presents a brief 
college history, its purpose, academic accreditation, de.gree programs and consortium 
memhership. This section is approved by _the President and revisions of this section 
are authorized by the President. 

A. Histo:cy 

1. In 1960 the Gene·ral Assembly of·,·Virginia established Christopher Newport Col­
lege as a non-residential branch college of The College o.f William and Mary . 
and located it in Newport News, Virginia. The Board of Visitors of Tke Col­
lege of William and Mary authorized Christopher Newport College to o·ffer a 
lower-level widergraduate liberal arts curriculum through which a s-tudent 
could receive an Associate of Arts d_egree. · 

In September 1961 the College enrolled 171 students at its initial home, the 
John W. Daniel School, a former public school building in downtown Newport 
News. In 1963, the City purchased and deeded to the Commonwealth the 75-acre 
suburban tract where the ·present campus is now located. 

From 1961 to 1969, the College matured as a two-year institution, and in 1969 
the Board received approval from the General Assembly to broaden the role of 
the College by adding upper-level bachelor's programs and· awarding Bachelor 
of Arts and Bachelor of Science degrees. Between, 1969 and 1976, the College 
began several specialized bachelo.r' s degree .programs, including the Bachelor 
of Science in Business Administration, the Bachelor of Science in Management 
Information Science, and the Bachelor of Science in Governmental Administra­
tion. 

In its 1976 session, the General Assembly of Virginia establis-heci Christopher 
Newport College as a four-year baccalaureate institution independent of The 
College of William and Ma'l)". The ·operation of the College was transferred to 
the Board of Visitors of Christopher Newport College, a 12-member board ap­
pointed by · the Governor of Virginia:•On July 1, 1977. Since that da,te the 
Board has organized the College into three schools: the School of Letters 
and Natural Science, the School of Social Science an~ Professional Studies, 
and the School of Business and Economics. The three schools house the. Col­
lege's 27 major fields of study . . By the spring of 1983 the College 1·s stu­
dent body had grown to 4,300 on a campus which has nine buildings, with two 
more under construction. · 

Purpose 

1. Christopher Newport College is a four-year, comprehensive, urban, nonresiden­
tial, coeducational, undergraduate college, offering programs designed to 
serve the metropolitan area of Newport News, Hampt.on, and surrounding cities 
and counties. · 

The College is dedicated to teaching, public service, and research with the 
emphasis on providing quality inst.ruction. Christopher Newport College is 
committed to a core of liberal arts studies. Building upon these, it seeks 
to develop and maintain programs of professional education that respond to 
student learning interests. As part of its general mission, the College 
seeks new ways of implementing liberal and professional pr_ograms which value 
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the student's learning needs and prior life experiences, and which combine 
theoretical knowledg·e and practical problem solving. Such programs provide 
opportunities for self-development and a number o·f career opt"ions to individ­
uals of all ages. 

,_ As ,an urban . institution, the College is conunitted to education as a total com- "' 
: mu11ity process: (1) to extend its resources throughout the region, providing 
course work at military bases and for other interested groups· unable to ~ttend 
on-campus classes and (2) to develop courses and services which turn local re­
sources--e. g., its museums, research centers, people--into educational advan-, 
t _ages for its students. 

The College . is organized and instruction is provided to take into considera-
. tion the life-long learning interests .and needs of a largely part-time and mo­
bile student body. It offers programs of equi valency t ·esting and other non­
traditional means -of earnin·g coi"lege-level academic credit," and cooperates 
with other colleges and lo.cal agencies with diverse missions, thereby expand­
ing its , learning resources. The College offers special advising and credit 
programs to meet the needs of its many students transferring from other in-
st"itutions of h_igher ,learning. · 

The College's public service activities include a monthly business and economic 
newsletter, a speaker's bureau, a community concert series, a faculty radio 
forum, community development programs, consulting services, and adult educa-
tion, recreation, and leisure pr_ograms. · 

Research is conducted in areas of faculty interest and competence and com­
plements the teaching process. Organized and sponsored research supports the 
College's public se·rvice relationship to the citizens whom it serves. The 
College's research activities have resulted in the establishment of relation­
ships with NASA, ~he Virginia Associated Research Campus, the Mariners' Museum, 
and various social and business _agencies in the community. 
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Christopher Newport College. was accredited as a four-year, baccalaureate degree­
granting institution in November, 1971, and was reaccredited in December, 1975, by 
the Southern Association of Colleges and Schools. Christopher Newport College is 
authorized as· a four-year, baccalaureate degree-granting institution by the Com-
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monwealth of Vi_rginia. · · · 

Degree Programs ... ,I 
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5) fine and performing arts (art, music, theatre), 

6) French, 

7) German, 

8) history, 

9) humanistic studies, 

10) international commerce and culture, 

11) leisure studies, 

12) mathematics, 

13) philosophy, 

14) political science, 

15) psychology, 

16) social work, 

17) sociology, 

18) Spanish, and 

19) interdisciplinary studies; 

Bachelor of Science, with majors in the fields of 

1) biol_ogy, 

2) chemistry, 

3) computer science 

4) leisure studies, 

5) mathematics, 

6) psychology, and 

7) interdisciplinary studies; 

c. Bachelor of Science in Business Administration, with concentrations in 
the fields of 

1) accounting, 

2) finance, 

3) economics, 

4) management, 

I-3 



Bachelor of Science in Governmental Administration, with concentrations in 
the fields of 

1) public management, 

2) conum.mity planning, 

3) criminal justice administration, 

4) corrections; 

e . Bachelor of Science in Accounting; 

f. Bachelor of Science in Information Science; and 

g. 

Cooperative Arrangements 

The College has cooperative programs with other educational institutions allow­
ing students the opportunity to pursue formal degree programs through joint 
e·fforts. Examples include the Bachelor of Nursing and Master of Business 
Administration degrees in affiliation with Old Dominion University, the Master 
of Forestry degree and Master of Environmental Management degree in coopera­
tion and affiliation with Duke University, and an articulation agreement with 
Thomas Nelson Community College which allows students completing two year pro­
grams there full credit upon· transfer to Christopher Newport c·ollege. The 
College also offers a fonnal, two-year pre-engineering program to students 
wishing to pursue a baccalaureate engineerin·g degree at Old Dominion Uni ver- " 
sity or Vi_rginia Polytechnic Institute and State University . 1"111-WE. •,•, 

Membership in The Virginia Tidewater Consortium 

Christopher Newport College is a member of The Virginia Tidewater Consortium 
for Continuing Higher Education, which was instituted in 1973. The purpose 
of the Consortium is to enhance the educational effectiveness of each institu­
tion and provide greater educational opportunities for the people of the Tide­
water Area. The Consortium is designed to coordinate the off- campus offer­
ings of its member institutions in order to facilitate the availability of 
off-campus .. :courses and to avoid the duplication of effort by state-supported 
institutions that belong to the Consortium. The Consortium fos·ters coopera­
tive programs among the institutions and has initiated some of the current 
cooperative degree programs. In addition, the Consortium is working to 
facilitate th·e proces·s of transfer of credit between community coi'leges and 
senior institutions and is involved with cross - registration among :institu-
tions, faculty exchange, and library coordirtation. · 

. . 
Members of the Consortium are Christopher Newport College, Eastern Virginia 
Medical School, Eastern Shore Conum.mity College, Hampton Institute, Norfolk 
Stat_e University, Old Dominion University, Paul D. Camp Community College, The _

1
_ 

Christian Broadcasting Network University, · The College of William and Mary, 
Thomas Nelson Community College, Tidewater Community College, the University 
of Virginia, and Virginia Polytechnic Institute and State University. 
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Section II 

The Board of Visitors 
• •• • • ".t':i: 

This ~·ection ·describes· the legal basis for the operation of the College, which is con­
tained in the· By-Laws of the· Board of Visitors, the governing body o·f the College by 
the provisions thereof and reference therein. This· ;section' is authorized by the Board 

I . of Visitors and ch~ges in this section are e'ffected only with the approval of the 
Board. -

I 
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A. 

r......i 

By-Laws, Board of· Visitors, Christopher Newport College 

1. Article 1. Corporate Name and Governing Body 

2. 

Christopher.Newport College is a public corporation created by an Act approved 
by the General Assembly of Virginia on March fifth, nineteen hundred seventy­
six, to amend the Code of Virginia by adding Title 23, Chapter 5.3, sections 
23-49.23 through 23-49. 33. The method of appointment of members. of the Board 
of Visitors of Christopher Newport College, their eligibility for service, 
and their powers and duties are set forth therein. · 

Article II. Composition, Appointment, Removal 
'• 

a. The Board of Visitors shall consist of fourteen members appointed by the 
Governor, subject .to confirmation by the General Assemb.ly of Virginia, for 
terms of foµr years. Members may be reappointed for one addit{onal four-

- year term. No more than two o·f such members may be nonresidents of 
Virginia. Visitors shall continue to serve until' their successors have 
been appointed and have qualified • 

• b. A vacancy on the Board is filled by appointment by the Governor for the 
unexpired term. A person filling an unexpired term may be reappointed by 
the Governor, subject to confirmation 'by the General Assembly, for two ad-· 
ditional four·year terms. 

c. Removal of Visitors shall be made pursuant to statute. 

I 3, Article III. Powers and Duties 

I 
·1 

I 
I 
I 
I 

The Board shall control and expend the funds of the College and any appropria­
_tion hereafter provided; control all real estate and personal property of the 
College; make all needful rules and regulations concerning the College' appoint 
the President, who shall be its chief executive officer,' and all te.ach~rs; fix 
their salaries; provide for the employment of other personnel as required, and 
generally direct the affairs o.f the Coll.ege. 

4~ Artide IV. .:Meetings 

"Meetings of the Board of Visitors are· of three kinds: the Annual meeti_ng, 
: ·. ~eguiar meetings, and special meetings. 

a. Section 1. The Annual Meeting - The annual meeting of the Board shall be 
held at the College in June.· At each annual meet'ing held in an·even num­

. bered year, the Board shall elect' from its membership a Rector, Vice­
Rector, and a Secretary. At each .annual meeting the Board may appoint a·i 
Executive Committee. 

JI-l 



b. 

~-

d. 

. e. 

f. 

g. 

h. 

i. 

j • 

Section 2. Regular Meetings - The Board shall. meet, in addition the the 
.annual meeting, in Octobe·r, December, February, and April and at such 
other;times ·as it may designate. At least three of these meetings shall 
be held at the College. The days, times, and places of the mee'tings 
shall be fixed by the Board. · 

S.ection 3. Special Meetings ·- Special meetings of the Board may be call-· 
-ed· by the Rector or any three members of the· Board. Notice· of such meet­
ings shall be given by the Secretary to every ~ember and shall include 
the date·, time, and place of the meeting. No matte-r may be considered 

. -which was not specified in the call except by _ a two-thirds vote of the 
members of the Board prsent at the meeting. ' 

Section 4. Due notice, in writing, of the annual meeting, all regular 
- meetings, and any changes in the· dates, times, or places, of regular 

meetings shall. be giv·en by the Secretary of the Board. Such ·n·otice shall 
.. be sent at least ·seven days prior to the meeting. Notice of all special 

nieetings shall be sent at least five days prio·r to the meeting and shall 
speci'fy the item .or items of business to be considered. · 

Section 5. An agenda shall be prepared by the Secretary, under the 
supervision of the President. Such agenda shall be distributed to the 
Visitors at least seven days prior to the· meeting for which it is :prepar­
ed. Matters which arise between the distributi'on of the agenda and the 
convening of the Board shall be presented to the .Board as· a supplementary 
agenda,· which is to be prepared by the Secretary under the supervision of 
·the President. The written notice of a §pecial meeting specifying the 
item to be considered at the special meeting shall take the place of the 
agenda at the special meeting. · 

Section 6. A quorum for the conduct of business shall consist of seven 
members of the Board (as required by statute) except in those instances 
where other statutory provisions require a larger number for the transac-
tion of particular items of business. · 

Section 7. Attendan·ce at any meeting or a waiver of notice signed by a 
member shall be the equivalent to the giving of proper notice of the 
meeting. · 

Section 8. Minutes of all meetings of the Board shall be maintained by 
the Secretary and shall be avai!'able to the members of the Board, the 
President, and. such others as required by law. 

Section 9. Faculty or student committee representatives and others may 
be invited by the Rector to attend any meeting of the Board for the pur­
pose of presenting matters to the Board. Ai'l meetings of the Board of 
Visitors shall he open to the public. · .-, 

Section 10. All meetings of the Board shall be conducted in accordance 
with the principles of procedure prescribed in Roberts' Rules of Order, 
Newly Revised . 

. 5.. Article V. Officers 

a. Section 1. The Board of Visitors shall at the .annuai" meeting in ~ven 
numbered years elect from its membership a Recto~, a Vice-Rector, and a 
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Secretary. Said officers shall serve for a two-year term and may serve 
, for one additional two year term. The elections shall -be by secret hallot, 

unless waived unanimously by consent. The Secretary shall serve as· the 
presiding officer until an election is accomplished or the Board appoints 
another presiding officer. . Election of office:r;s shall be oy a majo"rity 
vote of the members present. 

b. se·ction 2. Powers and Duties of the Rector 

1) The Rector shall be the presiding officer of the Board at all of its 
meetings and as such shall have· the power, _unless otherwise directed 
by the Board, to fix the order of business, appoint all standing and 
special connnittees (except the Executive Committee), and require the-· 
proper preservation of a record of the Board's proceedings by the 
Secretary. Upon the ·request· of the Board, he shall act' as itS: spokes­
man or representative. He shall perfo.rm such additional dutie·s as may 
be imposed on his office by statute or by the direction of the Board. 

2) Whenever the·office of the President becomes vac~nt or a vacancy is 
impending, the Rector shall appoint a Special Committee on the Nomina­
tion of a President from among the membership of the Board to seek and 
recommend to the Board a p~rson to fill t4e vacancy. 

This special committee shall be under the· chairmanship of the Rector, 
and the committee shall consist of no fewer than five members. 

c .. Section 3.· Vacancies - A vacancy in the office of Rector shall be filled 
by the Board for the unexpired term, following the procedure set forth in 
.Article V, Section 1. If the cause of the vacancy is the expiration of 
the Rector's term as a member of the Board, the vacancy shall be filled at 
the first ·regular meeting following such expiration. If the vacancy oc­
curs frc,>m any other cause, the vacancy shall be filled at the first regu­
lar meeting after such vacancy occurs or at a special meeting called for 
that purpose, at which meeting a quorum shall consist of nine Visitors. 

d. 

e. 

f. 

g. 

Section 4. Powers and Duties of the Vice-Re:ctor - In the absence of the 
Rector at any meeting or in the event of his disability or of a vacancy in 
office, all the powers and duties of the Office· of Rector shall devolve 
upon and be executed,,by the Vice-Rector. The Vice-Rector shall perform 
such other duties as may be imposed on him by direction of the Board. In 
the absence of the Rector, he shall preside at all meetings. 

Section 5. Powers and Duties of the Secretary - The Secretary of the Board 
shall be responsible for the notices to every member of all meetings of the 
Board, for recording, maintaining, and distributing minutes of all meetings 
of the Board, and ·for such correspondence and communications as the busi­
ness of the Board may require. In the absence of the Rector and Vice-: 
Rector, the Secretary shall preside .. · 

Section 6. In the absence of the Rector, Vice-Rector, : and Secretary, the 
Board shall appo_int a pro-tempore officer to preside. · 

Section 7. Vacancies in the offices of Vice-Rector or Secretary shall be 
filled by the Board at the next .regularly scheduled meeting or at a 
special :meeting, called for such purpose, for ·the unexpir~d term. 

Article VI. ·The Executive Committee 
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a. Section 1. The members of the Executive Committee shall be the Rector, 
wh_o shall serve as Chairman, Vice-Rector, Secretary, and two other mem­
bers who shall be elected by the Board of Vitit'ors ... Said elections . 
shall be by secret ballot, unless waived unanimously by the Board members 
present. A simple majority shall constitute election. 

b. Section 2. The members of the Executive Committee shall be elected at 
the annual meeting and may be elected at each annu~l meeting. 

c. Section 3. The Executive Committee shall meet upon the call of the 
Rector. It shall transact the business of the· Board in its recess.' All 
actions taken by the Executive Committee during the recess of the Board 
shall be reported to the Board at the next re'gular meeting by the Chair­
man. 

d. Section 4. A simple majority shall constitute a quorum. 

e. Section 5 .. The Executive Committee may make rules and set the _agenda for 
the conduct of it,s meetings and the notice_ given thereof. 

r 

f. Section 6~ Vacancies on ·the Executive-Committee·shall be filled at the 
next regularly scheduled meeting of the Board and by the same method as 
set fo.rth in Article VI, Section 1. 

7. Article VII. Standing·Comniittees 

a. The standing committees of the Board of Visitors shall be the Committee 
on Financi'al Affairs, Buildings and Grounds, Academic Affairs, Development 
and Coll_ege Relations, Student Affairs~ and Audit. 

b. The Rector shall appoint the memberships of the Committees. Each commit­
tee shall have a minimum of.four members who shall serve for a period of 
two years. Two members shall constitute a quorum. 

c. The .auties of the individual eommittees shall be as follows: 

I 
0 
0 

□ 
□ 
□ 
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1) Section 1. The Committee on Financial Affairs. It shall be the duty ,-
of this committee to consider and make recommendations to the Board 
concerning fiscal policy and the financial and economic operations of 
the Coll:e ge. o 

2) Section 2. The Committee on Buildings and Grounds. It shall be the 
duty of .this committee to consider and make recommendations to the o 
Board on matters relating to the buildings .and grounds of the College, 
including the naming of buildi:figS. · · 

3) Section 3. The Committee on Academic Affairs. It shall be the duty -1-
of this committee to consider and make recommendations to the Board on 
matters of faculty appointments and the academic organization of the 

4) 

Coll_ege. · 0 
Section 4. The Committee on Development and College Relations. It 
shall be the duty of this committee to consider and make recommenda­
tions concerning the ways and means of fostering the relationship be­
tween the Coli'ege and its alumni and the general development of the 
Coll_ege. · · 

II-4 

□ 
□ 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
fl 

I 
I 
I 
I 
I 

. r 

5) : Section 5. The Committee on Student Affairs. _It shall be the duty o:6 
this committee to consider and make recommendations to the Board on 

.policies affecting the students of the College. 
•' . . ~ . ' 

6) Section 6. Audit Committee. The Audit Committee shall ascertain the 
existence of an effective accounting and internal control system and 
shall oversee the entire audit fw1ction, both independent aµd intemaL 
It is• of primary-importance that the Audit Col!llllittee provide good com-, 
munication between the auditors and the Board of Visitors. The Com­
mittee shall recommend the selection of independent certified puplic 
_accountants and approve the scope and.review the results.of the inde­
pendent accountant's examination. The Committee shall, throµgh :regu­
lar reporting to the Board, aid it in meeti:ng its fiduciary responsi­
bilities to the Commonwealth of Vi_rginia . 

8 .. Article VIII. The :President. 

~- The President of the College shall be the chief executive and academic of­
ficer of the College. He shall be elected by the Board and shall serve at 
its pleasure. · 

b. Duties of the President - The President shall 

1) 

2) 

attend all meetings of the Board and shall have notice of and. the 
privilege of attendi_ng all meeti:ngs of its committees;_· 

. ' 

have responsibility for the operation of the College in conformity 
with the purposes and policies determined by the ·Board; 

3) act·as adviser to the Board and shall have responsibility for :recom­
mending to it for consideration those policies and-programs which in 
his opinion will best promote t_he intere.?ts of the Co'il_ege; 

4) · recommend to 'the Board long-range educational goals and programs and 
the new degrees which may be best suited to attain those ·goals' .and 
pr_ograms; 

5) recommend to the Board the etection, compensation, promotion, and 
leaves of absence of the faculty ·except as otherwise provided;. 

6) 

7) 

have primary_ responsibility for ~he establishment and maintenance 
of proper relationships with .alumni and th~ al~mnae;. 

at all times maintain cordial relationships with the students, guard­
ing· and· protecting their best interests; 

8) submit to the Board in advance of the annual meeting each year an an­
nual budget for the operation of the College for.the following fiscal 

.. year, and shall prepare and subm~t to ·the Go~ernor after approval ~y 
the Board a biennial budget request as required by law or regulation; , . . 

9) 

.. 
promote the development of the ~ndowment funds: of the College and be 
authorized to accept any gift or grant subject to the approval of the 
Governor as required, making a report thereon to the Board of ~uch 
gifts or grants; 
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9. 

D 
10) 1 present to the Board at the annual meeting a "State of the Coll_ege" □ 

report, and 

11) . perform such other duties as may be required by the Board. D 
Article IX. Hearings 

The Board at its discretion shall hear such appeals as are provided for in 0 
the College r_egulations. 

10. Article X. Amendment of By-Laws □ 
□ 
D 

The By-:Laws may be amended at a regular meeting of the Christopher Newport 
College Board of Visitors provided that the.amendment has been submitted in 
writing at the previous meeting and shall receive not less than eight•affirma­
tive votes. 

11. Article XI. Construction of By-Laws. 

These By-Laws'and any amendments shall be construed consistently with the 
provisions of the laws of the Commonwealth of Virginia. 

12. Article XII. Date of Implementation 

The effective date of the provision of the By-Laws shall be June 18, 1981., 
and as of that date shall supersede all prior actions of the Board which are 
inconsistent with them.* 

.,_ 

Policies of Board of Visitors of Christopher Newport College 

1. · General Policies · 

a. The Board authorizes the establishment of a College· Handbook, which shall 
be, a collection of documents which fall into three categories. 

The first category is Board Bylaws and Policies. The contents of the 
documents in this category are contractual in nature and authorized by 
the Board. · · 

I 
0 

□ 
□ 
I 
'. 

I 
The second category is College Regulations.· The contents of the docu-
ments in this category are subordinate to, and derived from the Board By- □ 
laws and Policies·, and are authorized by the President under delegated 

· authority from the Board, with right of review. They are contractual in 
nature~ College Regulations are defined as the College Handbook for the o 
period 7/1/83 to 6/30/84. The third category·is College Information, the 
contents of which documents are authorized by the Vice Presidents under 
del_egated authority from the President, and are not -contractual nor bind- 1· 
ing in nature. · 

A College Handbook Committee, appointed by the President, reviews all 
proposed changes to the College Regulations and Information categories of I 
the Handbook, and makes its recommendations to the President. The main-

*O~iginally approved June 18, 1981. 0 
I~6 u 



I 
I 
I ~" - ' 

.. ~,; 

I 
I 
I 
I 
I 
u 
I 
I 
D 
I 
I 
I 
I 
I 
I 
I 

tenance of the College Handbook is the responsibility of the. President or 
· his del.egate. · · · 

Should the occasion arise ·for an official interpretation of the contents 
of the Handbook, that interpretation is, vested in the Office of the Presi­
dent, subject, to _review· of the Board. 

The Board of Visitors reserves the right from time to time to clarify and/ 
or change the contractual ,conditions and contents of the documents con~ 
tained· in the College Handbook. Normally, changes (if any) will ·be made 
effective with the beginning of a. new contract· year .. 

b. Consistency 

All. bylaws, handbooks, policies; regulations, and procedures of the facul­
ty, .students, administration, alumni, and other organizations of the. Col­
lege must be consistent with, or subordinate to the Bylaws and Policies 
o·f the Board of Visitors (hereinafter referred to as the "Board") ; 

c. Construction 

These policies shall be construed consistently with the laws of the Com­
monwealth of Virginia; and nothing contained herein shall affect or di­
minish the rights and. powers thereby vested in the Board. 

d. Independence 

'Although certain polici~s and procedures contained in the documents in 
the College Handbook and in other places may be similar· to. those of the 
American· Council on Education, the American Association of State Colleges 
and Universities, the Southern .Association of State Colleges· and Scho.ols, 
the American Association of University Professors, and other organiza­
tions, the .Board hereby ·declares that its policies and procedures are in­

· dependent of those ·or· any other organizations: it shall not be bound by 
interpretations of its policies -by any organizations; Moreover, the Col-
lege does not consider membership in any organizations as bi,nding to fol­
low recommendations, policies, procedures,' interpretations, guidelines, 
or any other statements by any organizations of which it is a member. 

e·. Emergency- Provisions 

The Board by vote• of. two-thirds majority of a quorum at any regular or 
specially called meeting may declare a "State of Emergency" and thereaf­
ter take whatever actions by a simple majority it deems necessary toward 
resolution of the emergency state . 

. 
f. Financial Exigency 

The Board by vote of two-thirds ~jority of a quorum_at any regular or 
specially· called meeting may· declare a "State of Financial Exigency." 
The condition of financial exigency is defined as a circumstance in which 
the College will clearly violate its primary financial policy of liquidi­
ty, which is elsewhere herein stated. It is a circumstance in which re­
corded or anticipated expenditures are expected to· exceed anticipated 
revenues and fund balances by material amounts, requiring substantive 

·. b~_dgetary reductions to achieve a balanced state in the institutional 
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< 

budgets. The state of financial exigency may exist in the institution as 
a whole or within financial account groups· as defined by numbered item 
in the CoIIDilonwealth Appropriations Act. 

l . 

Upon declaration. of a state·of financial exigency the Board shall!direct 
the President to prepare revised budget plans. Such plans shall be based 
on general guidelines as may be pro.vided to the President at the discre­
tion of the Board, including program reduction, program elimination, 
termination of employment,' leave without pay, and other actions as may be 
necessary to reduce anticipated-expenditures. The revised plan shall be 
subject to the final approval of the Board. 

g. Control of Content 

Th~ Board reserves the right·to withdraw, add.to, or.change the content 
of ·publications, handbooks,. or other Christopher Newport' Coll_ege materials. 

Academic Policies 

a. Admission 

The Board shall determine the general policies for admission of s~udents 
to the Col l_e ge. ;. 

b • Curri cu 1 urn. 
~ 

Courses of study shall be developed llllder the direction of the President, 
consistent with the mission of the Coll_ege and applicable laws of ,the 
Commonwealth. · 

c. Instruction 

Subject to the legal obligations· of the College and to the approval of 
the Board, and except as otherwise provided, actual instruction shall be 
.d~scharged by the faculty of the College llllder the direction of the 
President. 

d.· Academic Credit 

The College shall operate on the semester credit unit system. 

e. Academic Freedom 

The Board -recognii,es "academic freedom" as being: 

1) 

2) 

the right to unrestricted exposition of subjects (including contro­
versial questions) within one's recognii,ed area of competence both on 
and off campus ; and . 
the right to unrestricted scholarly research and publication within 
the usual time and resource limits imposed by_ the acknowledgment of 
teaching as a faculty member's primary obl_igation. 

f. Degrees 

Degrees authorized by the Board will be conferred upon students.who have 
. completed satisfactorily the prescribed courses of study for such degrees 
7 
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as approved by the President. 

: g. Graduation · . 
:·'· -. ; • "J 

The College shall conduct at least one fonnal graduation exercise in each 
calendar year. 

h. Awards 

, The Board of Visitors may confer·.the following: 

1). Honorary Degrees 

a) Doctor of Science, for scholarship in science 
·b) Doctor of Letters, for scholarship other than in science or the 

h~anil~ . 
c) Doctor. of Humane Letters, for scholarship in the humanities 
d) Doctor of Laws, (generally) for distinguished service to the Com-

monweal th and to learning · 

2) Other Awards 

a) Distinguished Service Award 
b) - Mace Award 
c) Plaque of Recognition 

i. -Accreditation .. 

The College shall maintain its accreditation by the Southern Association 
of Coll_eges and Schools. 

3. Personnel Policies. 

a. Affirmative Action and Equal Opportunity 

Christopher Newport College is .an Affinnative Action and Equal Opportuni­
ty Employer. 

b. Appointments 

1) The B-oard exclusively is empowered to make all Teaching and Research 
appointments (adjunct and part-time faculty excepted)' upon nonbinding 
recommendation by the President. 

2) The. Board authorizes the President to make appointments. of cla,ssified 
personnel; student assistants; wage and hourly personnel; adjunct and 
part-time faculty; and any emergency appointments (faculty or other­
wise) for a specific time perfod only,· not to exceed one academic 
semester. 

c .. Completeness o:t' Contracts 

·I) Individual contracts· constitute the complete _agreements of employment­
. between Christopher Newport College and its employees .. No covenants 

or promises other than those ,exp·ressly set forth in such contracts 
. , 
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are.made by the Coll~ge. 

2) Incorporation by reference into such contracts of documents and ma­
terials ~eyond those referred to in the contract is explicitly dis­
claimed . 

. d. Leaves 

It is the policy of the Board to grant to its personnel leaves of absence 
which benefit the College. Leaves may~be given with or without pay .and 
with or without fringe benefits. · . 

. e. Academic Rank 

The Board.authorizes the followi~g academic ranks, in hierarchical order: 

1) Distinguished Professor 
. 2) Profe·ssor 
3) Associate Professor · 
4) Assistant Professor 
5) Instructor 

f. Teaching Loads 

The normal teaching load for fq.lL-time instructional faculty shall be 
fifteen (15) lecture hours (or its equivalent in or in combination with 
studio/laboratory instruction) per week each semester, based on a semes-

. ter credit hour system. Reductions· for other academic· duties for the 
welfare .of the Coll_ege may be made under the direction of the President. 

Since full-time instructional faculty are expected to play an active 
role in committee work, · full-time professional development, student ad-

. vising, and other forms of service to the department, the College, and 
the ·community, the full-time teaching:load may consist of twe_lve (12) 
lecture hours or its equivalent ·per week. Teaching loads ·are adjusted, 
however, when circumstances warrant. 

g .. - Uniform Faculty Evaluation 

There shall be _a uniform faculty evaluation plan. 

h. Promotion of Faculty . 

All faculty promotions are elevations in academic rank only and are made 
by the Board, upon nonbinding recommendation of the President. 

i. Tenure 

The Board recognizes the concept of tenure and defines it to mean·the 
right of an employee having been conferred such status by the Board to 
be re-employed for succes·si ve academic year periods at an academic year 
salary and academic rank no less than the stipulated academic year 

.salary and academic rank of the.preceding academic year, subject to the 
contractual terms and conditions of employment which exist from period 
t~ period. Termination of tenured employees is stated in· section 1. 
Termination of Faculty Employment. Faculty whose positions are not 
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Teaching and Research - Instruction as defined by the Consolidated Salary 
·Authorization-of the Commonwealth of Vi_rginia _a~e not el_igible for tenure 
in those positions. 

j. Hearings 

1) Mandatory 

The Board shall provide a hearing for any ful(-time Teaching and Re­
search employees who has. been dismissed,. if requested in writing by 
the employee within 30 days .of notifi~ation of the dismissal. · 

2) Discretionary 

· .The Board .may hear appeals on decisions of. the President on matters 
of initial employment, promotions, tenure, or terminations other than 
dis missal,: .. at its discretion. 

. k. Retirement 

All employees reaching the mandatory retirement age (age 70) under the 
provisions of the Virginia Supplemental Retiremelit Act shall be retired 
whether or not covered by such Act. 

i. ; .Termination of Faculty Employment 

Employment of faculty-may be terminated as a consequence of: · 

1) Resignation 

2) Retirement 

3) · Medical incapacity as certified by a licensed physician ; . 

4)'. Financial exigency as declared by the Board of Visitors 

5) Nonrenewal of salaried faculty appointments which are temporary, 
restricted, probationary,. or part,,..time 

6) Noncontinuance of positions compensated by wages 

7) Elimination or reduction of a program, department, or school 

8) Declaration of an emergency, as·made by specific Board resolution or 

9) Dismissal. 

Any faculty member may be dismissed for one or more of the following 
causes: 

a) Incompetence in one or more areas of assigned job responsibili-
ties 

; 

b) Continuing neglect of duty in one or more areas of assigned job 
responsibility· 

c) ·Academic misconduct in one or more of the areas of teaching, 
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research, public service, or administration. 
d) _Physical or emotional .incapacity in one. or more areas .of ass_igned 

job responsibilities 
e) Fraud or falsification of official documents, credentials, or 

experience · 
f) Repeated violation of Board policies · 
g) Violation of the tenns of the employment contract . 

:h). Repeated violation o_f the rights and freedom of students, Board 
menil:>ers, or employees or the College 

, i) Conviction of a felony after init'ial employment· 

m. Termination of Employment of Employees Other Than Faculty. 

I 

□ 
□ 
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I 

Em.pioyment of persons other·than faculty shall be terminated in accordance· I 
with the provisions of. the Virginia Personnel ·Act ·and applicable direc-
tives· of the Department of Pe'rsonnel and Training of _the. Commonwealth. 

5. Financial Policies 

a. Expenditures L 

I 

The primary principle which shall govern financial management of the Col­
lege is liquidity; which is· that .the Board shall authorize only expendi­
tµres of those funds which the College has received. Budgeted expendi- . 
tures will b.e. developed· on reasonahle expectations· of re.venues; however, 
irrevocable commitments to· expend, or actual expenditures will not occur 
until the College is in receipt of revenues, gifts, transfers, and ap­
propriations adequate to support such commit.ment or expenditure. 

b. Reporting Principles 

Revenues shall be collected,·expenditures made, and transactions recorded 
and reported in accordance with established principles, regulations, and 
law. A listing of applicable stat.ements of standards anci governing di­
rectives shall be presented·by the President to the Board and annually 
reviewed by the Board. 

c. Tuition and Fees 

The Board shall establish mandatory tuition and fee schedules. Nonmanda-

□ 
I 
D 

□ 
0 

□ 
I 

tory fees and user rates shall be established by the President or his □ 
designate. The under+ying principle governing establishment of fees, 
tufrions, and user rates is that sufficient ·funds be raised to support 
planned operations and capital development with due consideration .t'o re- □ 
quirements of law, market conditions, and fund balances which may other-
wise be .available from appropriations and gifts. 

d. Tuition Waiver 

The Board shall establish appropriate tuition waiver pl.ans. 

e. Internal Audit 
' 

There shall be an Office of Int~mal Audit which shall report to the 
Board. 
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· f. Compensation Pl!.an · 

The Board shall annually approve a plan of compens~tion for faculty. 

g. Budget 

The Board shall annually approve a budget; 

5. Operational Policy 

The President of the College shall be the chief executive and academic 
officer of the College. He shall ·have·responsibility for the operation of 
the College in conformity with the purpose and poiicies determined by the 
Board. · 

-- 6/23/83 
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Section III 

The College Administration 

This :se~tion presents the lCOllege administration. It contains the College's adminis­
trative organizational chart and brief descriptions of positions with their functional 
:Fesponsibilities. More detailed job descriptions may be found in the Office of the 
President OF appropriate vice president. This section is authorized by the President 
and any revisions are to be approved by the President. Recommendations for changes 
are made by the appropriate Vice president. · 

A. The College's Administrative Organizational Chart 

See following page. 

B. Descriptions of Administrative Positions 

1. The President 

The President of the College is the chief executive and academic officer of 
the College, appointed by the Board of Visitors, and serving at its pleasure. 
The President is responsible for the total operation of the College, with all 
official actions of the College under his authority, which autho.rity may be 
specifically delegated to constituencies of the College at the President's 
discretion. The President is the official channel o·f communication between 
the Board and all College constituencies, and is the final institutional au­
thority on all matters of policies and procedures, subject to Board review. 

a. Assistant to the President 

The Assistant to the President is responsible for assisting the President 
in carrying out the President's duties by performing such tasks as the 
President directs. The Assistant is selected by, ·reports to, and serves 
at the pleasure of the President. 

b. Director of Development 

The Director of Development is responsible for coordinating institutional 
efforts to secure financial support from private sources. The Director 
serves as liaison to the Board of Visitors and coordinates alumni affairs. 
The Director perfonns such other duties as directed by the President, and 
reports to and serves at the pleasure of the President. 

c. Director of Athletics 

The Director of Athletics is responsible for all policies and practices of 
the Department of Athletics, including intercollegiate sports, their sup­
port facilities, and resources. The Director reports to and serves at 
the pleasure of the President. 

d. Director of Internal Audit 

The Director of Internal Audit is responsible to the Board of Visitors 
for insuring that adequate internal controls are practiced in the financial 
and operational management of the institution and provides assistance and 
advice to the Coll.e.ge President on a continui.ng and routine basis. The 
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Director is selected by and reports to the Board of Visitors. This is a 
classified position. 

e. Director of Public Relations 

The Director of Public Relations is responsible for initiation, coordina­
tion and dissemination of media information. The Director works w~th all 
constituencies o.f the college com1mmity in these efforts. The Director 
reports to the President. · This is a classified position. 

2. Vice President for Academic Affairs 

The Vice President for Academic Affairs (VPAA) is Dean 9f the Faculty and is . 
responsible for the overall administration of the academic programs of the 
College. The VPAA is responsible for the organization, devefopment, and ap­
proval of the College's curriculum and is :responsible for the academic organi­
zation of the College. The VPM acts for the President in his absence. · The 
VPM is selected by, reports to, and serves at the pleasure of the President. 

a. Dean of the School of Letters and Natural Science 

The Dean of the School of Letters and Natural Science is responsible for 
the overall organization, administration, and fiscal management of the 
School. The ·Dean is responsible for the coordination of the academic 
programs and instructional activities of the School. The Dean acts for 
the Vice President for Academic Affairs in his absence. The Dean is se­
lected by, reports to, and serves at the pleasure of the Vice President 
for Academic Affairs. 

b. Dean of the School of Social Science and Professional Studies 

The Dean of the School of Social Science and Professional Studi.es is re­
sponsible for the overall organization, administration, and fiscal 
management of the School. The Dean is responsible for .the coordination 
of academic programs and instructional activities of the School. The 
Dean acts for the Vice President for Academic Affairs in his absence and 
that of the Dean of the School of Letters and Natural Science. The Dean 
is selected by, reports to, and serves at the pleasure of the Vice Presi­
dent for Academic Affairs. 

c. Dean of the School of Busines? and Economics 

The Dean of the School of Business and Economics is responsible for the 
overall organization, administration and fiscal management of the School 
of Business and Economics. The Dean is responsible for the coordination 
of the academic programs and instructional activity of the School. The 
Pean acts for the Vice President for .Academic Affairs i _n his absence and 
that. o.L the other ·two school deans. The, .Dean is s.elected by, reports to, 
and serves at the pleasure of the Vice President for Academic Affairs. 

d. Director of Continuing Education 

The Director of Continuing Education is responsible for the administra­
tion of: Continqing Education Unit (CEU) courses; non-academic depart­
ments' seminars and workshops; public service noncredit courses; and in, 
conjunction with the academic deans, for all credit courses taught 

-
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off-campus and through the media. The Director administers all educa- ·, 1 

tional activities for client groups. The Director of Continuing ~ 
Education is selected by, reports to, and serves at the pleasure of 
the Vice President for Academic Affairs. 

Director of the Library .. '.,.- ._ 

The Director of the Library is responsible for the development of the 
library collection, services and facilities and for the administration , 
organization and fiscal management of the library. The Director of the 
Library is selected by, r eports to, and serves at the pleasure of the 
Vice President for Academic Affai r s. 

·, 
,. 

... 

Vice President for Student Affairs •I , ... 
The Vice President for Student Affairs (VPSA) is responsible for all student 
services that affect the welfar e of students outside the classroom. The VPSA 
is responsible for the offices of Admissions, Registrar, Financia1 ·Aid, 
Student Life, Counseling, Career Planning and Placemen'!; and the Campus Center. 
The VPSA is responsible for non-academic student programs, student employment, 
and non-academic -Student discipline. The VPSA oversees the Student Associa­
tion and other student organizations. The VPSA acts for the President in the 
absence of the President and VPAA. The VPSA is selecte.d by, reports to, and 
serves at the pleasure of the President. 

.. _ 

b. 

Dean of Admissions and Records '• 
The Dean of Admissions and Records is responsible for the operation of 
the offices of Admissions, R~gistr4r ,."'~and_.:Ve.teran~·'---.8.:ffat~s.. 'l'he . Dean 
admits students to the Co.llege and sets conditions for admitted appli­
cants in conformity with the College's admission policies. The Dean is 
responsible for student recruitment programs. The Dean is responsible 
for the evaluation of au· student tran·sfer credit. The Dean is selected 
by, reports to, and serves at the pleasure of the Vice President for 
Student Affairs. 

Registrar .-. 
..... ''."'I.- •• , -,.po,~ 

•' .::.• ~11111,. .. .... -~...... :• 
..... • • ·- ··~ 1.r. • .. 

.. I ... ■ - ■ ._. I ■ • ·-■ 

The Registrar is responsible for maintaining student records, and for 

I I 
I 

. . l 
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• 
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... 
student registration and schedule changes. The Registrar schedules all "' 
academic classroom space; maintains ·s·tatistical ·e·nrollment data; certi-
fies, through permanent record maintenance, completion of degree require- ~ 
ments; pro.cures and .distributes diplomas at commencement; and serves as 
secretary to the Academic Status and Degrees Committees, The Registrar is 
selected by, reports to, . and serves at the pleasure of the Dean of Admis­
sions and Records. 

Director of Financial Aid 
.- ~ ' ::. 

. :. i .... ■ :i-: "'-'!'· -r-; .. 
.. '· .. 

'"r The Director of Financial Aid administers the student aid program in con-
formance with federal and state statues, regulations, guidelines and 
participation agreements; analyzes student applications for financial 
aid, prepares ·award letters, and authorizes the Business Office to dis­
burse financial aid funds; procures federal and state financial aid 
ftmds; and reports to local, federal, and state agencies funding sources 
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as required. The Director of Financial _Aid is selected by, reports to, 
and serves at the pleasure of the Vice President for Student Affairs. 

d. Director of Student Life 

The Director of Student Life is responsible for the management of the 
Campus Center, the •College's food services, vending anci pub operations and 
the College's typesetting operation, and oversees· student organizations 
and actfvi ties. The Director provides leadership in improving the quality 
of student life .at the €allege., handles non-academic judicial problems and 
prepares budgets for auxiliary services, orientation, and student life. 
The Director of Student Li fe is select ed by, reports to, and serves at the 
pleasure ·of the Vice President for Student Affairs . 

~- Director of the Counseling Cent er 

The Director of the Counseling Center is responsible · for the overall ad- .... 
ministration of the Counseling Cente~ including counseling individual 
students in vocational and educational matters -, providing psychological 
counseling and crisis - intervent ion , conducting group counseling in person­
al growth and special inte-rest groups, and . coordinating referrals of stu-
dents within the College as well as to appropr~ate community agencies. 
The Director of the Couns,eling Center administers the .college-wide Place­
ment Testing Program for incoming freshmen and transfer students, ini­
tiates programs· to help students adjust to academic life, and provides 
programs. and serv:ices for minority students. The Director of the Counsel­
ing Center is selected by, reports to , and serves at the pleasure of the 
Vice President for Student Affairs. 

f. Director of Career Planning and Placement 

The Director of Career Planning and Placement is responsible for the Col­
lege's job placement serv-ice for both currently enrolled students and 
graduates. The DireGtor is responsible for developing career development 

· programs for currently enrolled students . The Director secures placement 
re·cruiters from businesses, industries, governmental agencies, and col­
leges and universities; contacts prospect'i ve employers on behalf of the 
students and advises students on j ob p l acement. The Director of Career 
Planning and Placement i s se l ected by , reports to, and serves at the plea­
sure of the Vice President for Student Affairs . 

Vice President for Financial Affairs 

The Vice President for Financial Affairs (VPFA) is responsible for and has 
authority over the overall financial management of the institution . In 2ddi ­
tion, the offices of Institutional Planning and Budget, the Computer Center, 
the Comptroller, Personnel, Logistics, College Boo'kstore, Capital Outlay Pro­
jects, Security, and Buildings and Grollllds report to him. The VPFA act s for 
the President in the absence of the VPAA and the VPSA. The VPFA is selected 
by, reports to, and serves at the pleasure of the President. 

a. Director of Institutional Planning and Budget 

The Director of Institutional Planning and Budget is responsible for the 
development and submission of the biennial institutional program and 
finan.cial proposals. The Director assists the Vice Presider,it for Finan-
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cial Affairs . in formulation _ of the annual . operating :resource budget and 
in monitoring expenditure and. revenue performance·. The .Director is re­
sponsible for long-range st.udies and institutional research. The Direc­
tor is selected by an·d reports to the Vice President for Financial Af­
fairs. This is a classified position. . ..... 

b. Direct.or of Computer Center .. -: 

d, 

The Director of the Computer Center is. responsible for providing academic 
and administrative computing services to the college community and is 
responsible for computer systems analysis and sys.terns development, 
system configuration, and data security. The Director of the Computer 
Center is selected by and reports to the VPFA. This is a classified po~ 
sition. · 

Comptroller 

The, Comptroller is . responsible for maintenance ,of the accounting records 
and systems of the Coll_ege. The Comptrolle.r is the bursar and is respon- -
sible for cashier, disburseme.nts, and data entry" services. The Comptrol­
ler is selected by and repo.rts to the Vice President for Financial Af­
fairs. · This is a classified position . 

Director of Personnel .., . 
I I 

. : ..... ....~_._. 
The Director of Personnel is responsible to the President, who is the 
Personnel Officer of the College, .for performing the personnel, payroll 
and position management functions of the Colle.ge. The Director supports 
the academic and non-academic areas, as directed. The Director of Person­
nel is selected by and· reports through the Vice President for Financial 
Affairs. This is · a classified position. . 

L ... !=. r . .- . ....,.. 
.. - J ■ .. , ■ 

e. · Director of Logistics 
i.•-.-.. IJ ~ • 

._ a:• -:-' •... :-: ■• I .... ,. .. ■ • ~ 

f. 

The Director of Logistics is responsible for general logistics services 
to the College~ including mail distribution, ·ope.ration of the college 
reproduction service c·enter, operation of the college purchasing function, 
and operation of the college . central stores and warehouse . facility. In 

· addition, the Director of Logistics assists the Vice President for Finan­
cial Affairs in the institutional risk management program, contract ad­
ministration, and operation of the college vehicle pool. The Director of 
Logistics is selected by and reports to the Vice President for Financial 
Affairs. This is a classified position . 

Director of the College Bookstore 
• :•_• ~~--~• I'• I 

• I " " .i:;--._ ■"I\=,-:= ,1 at.- 1 
• I• 'l,,r "lo I J'1 .. '• • 

The Director of the College Bookstore is responsible for the operation of 
the College retail books.tore, an independent operation as defined in the 
SCHEV chart of accounts. The Director provides retail book sales in sup­
port of the academic departments and also provides sales of miscellaneous 
convenience items to the college community. The Director of the College 
Bookstore is selected by and reports to the Vice President for Financial 
Affairs. This is a classified position. 

Director of Capital Outlay Projects 
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The Director of Cap :i! t~l Outlay Projects is responsible for planning and 
execution of the capital outlay projects of the College. The Director is 

• selected by and reports to the Vice President for Financial Affairs. 
This is a classified position. 

h. Chief of Security 

The · Chief of Security is responsible for institutional safety and security 
progra.Jru:?, incJuding _ traffic control and law enforcement · activities. The 
Chief of Security is se_lected by and reports to the Vice President for 
Financial Affairs. This is a classified position. 

i. Supervisor of Buildings and Grounds 

The Supervisor of Building~ and Grounds is responsible for operational 
maintenance of college pl ant and , fixed property assets, including custo­
dial services, utilities, and .contract ~aintenance to assure proper 
fun\:tion of college facilities. The Supervisor of Buildi,ngs and Grounds 
is selected by and reports to the Vice President fer Financial Affairs. 
This is a classified position. 

-- 4/28/83 
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Section IV 

Participation in College Governance 

This section describes the participation in College governance by constituenties 
other. than the Administration. It defines the ·functional responsibilities or the 
Faculty, Student Body, ancillary positions, committees and individual faculty members. 

This section is authorized by the President and any revisions are to be approv.ed by 
the President. Reconimendatli..ons for changes are made through the appropriate Vice 
President. 

A. The Faculty 

The Faculty of the College is tfie body of all persons holding an appointment as 
professor, associate professor, assistant professor or instructor and are merrbers 
of an academic department. · The Deans of ·the Schools, the Vice President for Aca­
demic Affairs and . the Presidents are nonvoting members of the Faculty. The Vice 
Pre'sident for Academic Affairs is the Dean of the Faculty and presides over the 
Faculty meetings. 

The Faculty shall concern itself with the educational policies of the College 
and shall have the opportunity to participate in the formulation, development 
and changes of those policies under the normal operating procedures of the Col-
lege. These policy; areas include: · · 

- c'ertification of students who have fulfilled the academic requirements for 
graduation 

- academic standards for admissions and retention 
- curriculum and transfer credit 
- grading system, examinations, and appeals 

In addition, Faculty concerns for its welfare include the making of recommenda­
tions for: 

- faculty development 
- standards for retention, promotion, tenure and the recognition of merit 
- faculty personnel policies, such as fringe benefits, outside employment, leaves 

of absence and other working conditions. 

Regarding all matters within its jttrisdiction, the Faculty makes its recommenda­
tions t'o the Vice· President for Academic Affairs, who in tum formulates his 
recommendations to the President. The Vice President for Academic Affai.rs in­
forms the Faculty of his recommendations. 

The Student Body 

The Student Body consists of all persons admitted and enrolled for at least one 
credit during a given semester. The Student Body participates in the governance 
of the College through the Student Association, and makes recommendations perti­
nent to student concerns on the coordination and devel0pment of a full program 
of student activities to the Vice President for Student Affairs.. With the ad­
vice and guidance of the Director of Student Life and the Vice President for 
Stuaent Affairs the Student Association is the representative governing body of 
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:~ stude~ts which advises all the constituencies of the College. The Student Asso­~{~ ciation selects members to represent the Student Body on appropriate College .. 
- • .:.- .. "i(I committees. 
. , ..... 

._...._ C. Ancillary Positions · ... .. 
~r. 
1......:-...... 

To assist the College .administration in managing the College programs some mem­
bers · are selected or appointed to administrative positions ancillary to their 
primary• responsibility. 

-. 
J. 

--:.-. 
I • -: 

:, r,. _.,.T 1. 
I 

4. 

. .. .\ -....... . 

~
-!Tl;:_. 5. 

·, ~--1 • 

' -::~ ........ ._ .- .riii . -~ . 

:-~~ii; 6. 

~TII - · 

7. 

The ·Department Chairman is responsible to the Dean · of the School and the 
academic department for the organization, administTation, and fiscal manage­
ment of the academic department. The chairman is elected for a three year 
term by the members of the department, subject to the approval of the Dean. 

· The Academic Hearing Examiner administers the Code for Academic Work and 
chairs the Academic Hearing Boar d. The Hearing Examinar. is a faculty member 
who is ~elected by, reports to, and serves at the pleasure of the Vice Presi­
dent for Academic Affairs . 

: 

"'I" 

• I 

... :,. 
r I 

The Affirmative Action· Coordinator is responsible for monitoring the Col­
lege's EEO/M plan . The coordinator is appointed by, reports to, and serves 
at the pleasure of the President. 

The Director of the Bureau for Business and Economic Research manages the 
Bureau, of Business and Economic Research and · supervises · the publication of 
reports sponsored by the Bureau . . The Director is selected by, reports to, 
and serves at the pleas ure of the Dean of the School of Business and Econom­
ics. 

.._ ... ... 

The Campus Center Theatre Manager is responsible for the . scheduling of all 
fmctions in the Campus Center Theatre. The manager is selected by, reports 

· to, and serves at the pleasure of the Dean of the School of Liberal Arts, 
Sciences, and Education . 

:--· -
f_.ri,' • • 

i ··~ ....... 
"r 

The Grants Coordinator assists faculty members in the application for and 
administration of grants from private or governmental sources. The Grants 
Coordinator is selected by, reports to, and serves .at the pleasure of the 
Vice President for Academic Affairs . ,..:.a ... -1 

The Director of Student Teaching directs the student teaching program and ,:-
certifies candidates with respect to requirements for State Te;aching Certifi­
cates. The Director is appointed by, reports to, and serves at the pleasure _. 
of the Vice President for Academic Affairs. 

:•.-.•. D. Committees .:=1-:-,..... ;.;. • 1-..·~·.:,,,: .. r-- 4.-~ ~ ~-..... .. -::,.:;~r··-.•.■ L 
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- reports to the Faculty 
- makes recommendations to the Faculty and Vice President for Academic 

Affairs on developments which may affect the educational function of 
the College or the welfare of the Faculty 

- consults with the President and other College constitueneies as appro­
priate 

- recommencls to the President faculty members to represent the Faculty 
to the Board of Visitors and coordinates reports of the representatives 

- coordinates the work of Academic an.d Faculty .affairs committees with 
tlre Vice President for Academic Affairs 

- advises the Vice President for Academic Affairs on matters of academic 
adrninist ration 

- initiates· the establishment of ad hoc grievance committees. 

Curriculum Committee 

Membership: 
selected by 
voting). 

Seven faculty members elected by the Faculty, three students 
the Student Association and the Deans of the schools (non-

- reports to the Faculty 
- conducts a continuing study of educational developments pertaining to 

the College curriculum 
- reconnnends changes in the curriculum 
- determines priorities for the development of the curricullDil 
- makes recommendations concerning the adoption and termination of de- . 

gree programs 
- conducts a periodic review of all academic offerings. 

Degrees Connnittee· 

Membership: Six faculty members elected by the Faculty, and the Regis­
trar (nonvoting). 

- reports to the Faculty 
- determines _which students have completed the requirements for earned 

degrees and recommends their names for certifi cation by the Faculty 
- reviews student petitions concerning degree requirements and makes 

recommendations thereon to the Faculty 
- conducts an on-going study of degree requirements. 

Academic Status Committee 

Membership: Six faculty members elected by the Faculty and the Regis­
trar (nonvoting) . 

- recomnends to the Faculty standards for retention, dismissal, place­
ment of probation, reinstatement and for all other matters relating to 
academic performance 
considers all appeals pertaining to the academic status of students 
and makes appropriate recommendations to the Vice President for Aca­
demic Affairs 

- considers the requests of students who wish to carry overload courses 
and students who require more than one semester to complete a course 
in which a grade of "I" was earned and makes appr0priate recommenda­
tion to the Vice President for Academic Affairs. 
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i. 

Admissions Committee 

Menbership: Six faculty members elected by the Faculty and the Dean of 
Admissions (nonvoting). 

- recommends to the -Faculty standards for admissions 
- reviews appeals to denial .of Admission and makes _appropriate recom-

mendations to the Vice President for Academic Affairs. :. 

Aeademic Hearing Board 

Membership: Three faculty members elected by the Faculty; three student 
the students; and the Academic Hearing Examiner (non.:. 

reviews cases which involve a violation of the Code for Academic Work 
and makes recommendations to the Vice President for Academic Affairs 
for his actions 
recommends changes in the Code to the Student Association and to the 
Faculty for their recommendations to the ·Vice President for Academic 
Affairs. 

Honors Council 

Membership: Three members elected by ·the Faculty and three members ap­
pointed by the Yice President for Academic Affairs; Dean of Admissions 
(nonvoting) and the Deans of the Schools (nonvoting) . 

- reports · to the Vice President for Academic Affairs 

-~--' • .r 

~· 
I, 

--1. 

1 . 
jl .:: .. 
\. 

._ ·. 
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administers the Honors Programs of the College including the Styron 
Scholars, the Degree with Distinction and CNC Honors Scholars programs 

- recommends to the Faculty changes in the Honors programs. ·1 
I, - ' 

Library · Advisory Committee .... ~ 
Membership: Nine faculty members appointed by the Vice President for 
Academic Affairs on the recommendation of the Director of the Library 
and two students appointed by the Student Association. :~ .-":" I ,. . 

) 

reports to the Director of the Library ""':_~ · ·• 
- advises the Director on the library budget allotted for academic de- ~ _., I 

partments use ~- • 
assesses the Library's overall needs in holdings, equipment and facili- ) 
ties and makes recommendations on these matte.rs .-
provides liaison between the Library and the faculty and students. . . .r :..-

-:,: ti-;-
William Parks Colloquium Committee o/1.. 

Membership: Seven faculty members appointed by the Vice President for 
Academic Affairs. . . 
- reports to the Vice President for Academic .Affairs 

·.&. - ■ 

• ...... , - organizes the Dean's Colloquium series and recommends members to be in-
·•_.=-· vited to present their research ·or study to the Facult.Y, students and ·. 

members of the community. 
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j. Review: Board for the Protection of Human Subject's . 

Membership : Four faculty members appointed by the Vice President for 
Academic Affairs. 

- reports to the Vice President for Academic Affairs 
- reviews and appr0ves research activities which involve human subjects 
- safeguards the rights and welfare of subjects at risk in activities 

supported under grants and contracts. 

k. Teacher Preparation Council 

Membership: Eleven faculty members appointed by the Vice President for 
Academic Affairs. 

- reports to Chairman of the Department of Education 
- coordinates the total teacher preparation program and assures ~pn-

tinuous inter-institutional action. 

1. Continuing Education Committee 

Membership: Seven Faculty members appointed by the Vice President for 
Academic Affai.rs upon the recommendation of the De.ans. 

- advises the Director of Continuing Education on contracts, support 
and sources of information for noncredit and off-campus credit pro­
grams, including methods of offering such programs. 

2. Faculty Affairs Committees 

a. Faculty Review G0mmittee 

Membership: Six tenured faeulty members elected by the Faculty. 

- consults with the Vice President for Academic Affairs on faculty per­
sonnel issues 

- reviews recommendations from the academic departments and the Deans 
of the Schools on matters of retention, promotion, tenure and merit 
increases and makes its recommendations to the Vice President for Aca­
demic · Affairs. 

b. Faculty Hearing Committee and Faculty Hearing Panel! 

Membership: FHC: 
FHP: 

Seven faculty members elected by the Faculty; · 
Five faculty members elected by the Faculty. 

- reports to Faculty and Vice President for Academic Affairs 
- FHC: serves as the formal hearing committee during dismissal pro-

cedures · 
- FHP: fills vacancies on FHC. 

c. Nominations Connnittee 

Membership: Six faculty members elected by the Faculty. 
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·.-":I '"· _. t 1 - f . · h . .--.. ",-.>'.~• presen s a s ate o nom1nat1ons w en -vacancies occur on the elected 
~·_;i.~o1 ':· ·.' ._._ A' connnittees of the Faculty 

' •• f ·· 1 • -. ■-·• 1,." • supervises elections to connnittees. 
_■ ■ 1111 ■ I 
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.- :i ",7!':-r. 3. Administrative Committees 
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Membership: Nine members appointed ·by the President upon the recommenda­
tion of the Vice Presidents and the Affirmative Action (EEO/M) Coordina­
tor (nonvoting) . 

- reports to the President 

. .. 
•a• -:.-■.I I, •-~l .--

... 
I :;i~;}~ 

·:f. -~":I·~· 
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advises the EEO/AA ·coordinator on the forrn~lation and implementation ~ 
of the College's EEO/AA plan 
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- monitors the procedures for recruitment, hiring, promotion and termina­
tion of personnel 
monitors College policies and procedures to insure that they are fair 
and fully con·sistent with the plan 

- assesses complaints and grievances relating to EEO/ AA; and assists -: 
employees through appropriate referrals · 

- furnis~es a member to be adviser to and nonvoting member of every 
search committee for ·the purpose of assuring compliance with the EEO/ 
M procedures; · &~.:~ .:; ·~ . 

:•-.J'~r~.1-~ b. Athletic Advisory Committee 
1
,·· 1-:•i:;. :· ~i-· 
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. . •_r_,,., ... ·--. ~-:,ii Membership: Four faculty members, four students. one alumnus, one mem-
J j_!p .. ~ .. - . ;:h ber of the Captain's Crew appointed by the President, and the Director 
~ t--=,. 1 •■ ~.,... of Intercollegiate Athletics (nonvoting) . 
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~ •.~ ~ • letics programs • · J· · - reviews athletic philosophy and policy 
·.,\:_:.~~- . - considers matters related to athletic conference and national athletic 
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i 
governing bodies t.~i• · · 1 

._·, reviews need for additional equipment for gymasium and outdoor facili- ". · 
:.--_. .. .... ~ ~- . - _.a;.-. __ .. --~ ties, addition of sports to the. Department of Athletics, scheduling ·.-·.· • "'&•r ~~- ._: and transportation 

1 ,.ii::..,· , -~~• .- monitors the athletics budget. · ~ ·..i ~, ·-~ •• ;-'--;' ,.. r~ ;-.-~-· :· .•. 

~ I r. ":. •••~•"- - -n..-_~-1' ~ .r • r;;;;;U~ c. Automatic Data Processing Advisory Committee "r, -t • ~ ·?·v ~ _.-, d.' '•· 

Membership: Six members including three faculty members appointed by 
the Vice President for Financial · Affairs and two students appointed by 
the Student Association, and the Director of Computer Center (nonvoting). -. 
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advises the Director on Computer Center operations ~ --:"~; 1 
determines the long range needs of the College for ADP services and ~ · 1 ·- .. makes reconnnendations to the Vice President for Financial Affairs. 
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Membership: Six members appointed by the Vice President for Financial 
Affairs; the faculty and student representatives to the Buildings and 
Gro1mds Committee of the Board (nonvoting); and the Supervisor of Build­
ings and Grounds (nonvoting). 

- reports to the Vice President for Financial Affairs 
- reviews requests for changes in the external physical appearance of 

the campus and makes rec·onnnendations to the Vice President for Finan­
cial Affairs fo,r action thereon 

- prepares and updates the campus landscape plan. 

e. Campus Center Theatre Advisory Board 

Membership: Six members including three faculty members appointed by 
Vice President for Student Affairs upon the recommendation of the Dean 
of Liberal Arts, Sciences, and Education, the student director of the 
Campus Program Board (nonvoting), and the Manager of the Campus Center 
Theatre (nonvoting). · 

advises Manager of theatre in scheduling of all fllllctions in the 
Campus Center Theatre 

- reconunends policy on theatre use to the Dean of Liberal Arts, Sciences, 
and Education. 

f. College Handbook Connnittee 

Membership: Seven members appointed by the President to include three 
faculty, three administrators and one student. 

- reviews all proposed changes in the College Handbook with the parallel 
connnittee of the Board of Visitors and makes recommendations to the 
President 

- consults with all constituencies of the College on matters related to 
the College Handbook. 

g. Employee and Organizational Training and Development Committee 

Membership: Six members appointed by Vice President for Financial Af­
fairs. 

- advises the Training Specialist, Office of the Director of Personnel, 
on the development and implementation of the training program. 

h. Safety Committee 

Membership: The Building wardens appointed by the Vice President for 
Financial Affairs and Chief of Security (nonvoting). 

- reports to the Vice President for Financial Affairs 
- reviews all aspects of safety at the College 
- initiates proposals for elimination of safety hazards 
- committee members conduct periodic inspections of assigned building 

for detection and elimination of safety hazards and assists in the 
evacuation of handicapped and nonambulatory persons ,in the event of 
emergency situations. 
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- reports to the .Vice President for Student Affairs 
- recommends matters related to the graduation ceremonies such 
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E. Individual Faculty Members 

Each faculty member is responsible for providing students with specific objec­
tives of assigned courses; for methods and procedures of instructing and evaluat-
ing student performance; and for awarding of grades. · 

Each faculty member who is also a member of the Faculty (See · IV-1-A) is responsi­
ble for formulating and implementing a professional development plan and for de­
partment, college 1.and commtmity servtce. 
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Section V 

Other Po·1 i cies Affecting the 

Po~ icies Concerning Appointment to the 

l. Types of Faculty Appointments 

1~G 
The College makes six types of appointments to the Faculty. 
temporary, res.tricted9 probationary, tenured, and terminal. 

These are: 
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Part-Time Appointments are those made on a semester to semester basis to pro­
vide for the staffing of one to three courses or to provide for specific, de­
fined projects not requiring a full-time person. Part-time appointments are 
normally used for faculty members designated as Adjunct or Lecturer. An ad­
junct appointment is given to a part-time faculty member who teaches courses 
beginning at 6:-00 p.m. or later. An appointment as Lecturer is given to a 
part-time faculty member who teaches courses during the day session. Recom­
mendations for part-time appointments are made by the Department Chairman or 
Departmental Committee and presented to the appropriate School. Consultation 
of faculty members outside the Department is not required. 

Part-time appointments have no continuing status, but may be renewed if the 
need exists. These appointments pro vi de no fringe benefits. 

Temporary Appointments are those made for periods not exceeding six months to 
provide for specific, defined projects·, for peak workloads, and for short-time 
replacements of permanent employees on leave-of-absence. Temporary Appoint- .. . .-z 
ments have no continuing status, and provide no fringe benefits. ~...,.... 

r!1 

Recommendations for temporary appointments may be made by the Department Chair­
man or Departmental Committee and presented to the Dean of ·the appropriate 
School; consultation of faculty members outside the Department is not required. ~ 

Acting and Temporary Appointments prior to the 1974-75 academic year are best 
translated into current usage as "restricted," and none was intended or should 
be considered part of · the probationary period. 

Restricted Appointments . are one year appointments which have no continuing 
status, but which may be renewed up to two times for a total of three years. 
These appointments are made primarily for replacements in positions made vacant 
by the absence of the incumbent on leave , to fill positions the permanency of 
which may be limited, or which are given because a person with the desired 
qualifications cannot be hired ~t the time. 

Probationary Appointments are for periods of one year and are subject to renew­
al. Such appointments offer an opportunity to determine whether a faculty 
member's services will be of continuing value to the CoJlege. The refo re, ex­
cept for part-time, temporary, and restricted appointments, new members of the 
College are offered probationary appointments. Such appointments are renewable 
and adequate notice of non-renewal is given. 

Tenured Appointments are continuing appointments r:sulting from a d:te~·mi n~tion 
that the faculty member, through demonstrated service, shows every 1nd1cat1on 
that given a reasonable opportunity, he will continue to be a productive, hence 



valuable, member of the Faculty. An appointment with tenure is also a predic­
tion of. co:ntinuing needs for his services. A tenured appointment, renewed an­
nually, may be terminated only for cause. 

f. Terminal Appointments are for the duration of· one academic year only and are 
not renewable. 

2. Policy of Non-Discr'i'minati0n and -Equa.l Opportunity 

It is College policy to appoint, promote, and retain faculty members 
to age, race, color, religion, sex, or national origin. 

3. Procedures for -Recruitins and Initial Appointment 

The greatest care is exercised in the selection of faculty members, with thought 
for the candidate's potential contribution to his own Department and to the College 
at large. Both the short-range and long-range need for services which he can sup-
ply are COASidered. 

All initial appointments to· the faculty and to major teaching and research adminis­
trative posftions will follow the procedures listed below. 

a. Unsolicited Ingu.iries 

If unsolicited inquiries coneern i ng the availability of a full-time position 
are made by phone, such potent'ial applicants are invited to submit the inquiry 
in writing. Written inquiries are filed fo.r at least six months, according to 
the applicant's professional field., with name and address, so that the appli­
cant can be contacted if a position becomes available during that time. 

Whenever a position becomes available, all persons whose names are in the Col­
lege file of potential candidates are notified and asked if they wish to apply 
for the position. Those who choose to become applicants are asked to submit 
all materials requfred by the search committee. The College makes no attempt 
to file unsolicited credentials for full-time positions. The College makes 
such an effort in the case of applications for part-time adjun~t positions. 

Auth0rizat9on of Positions 

The procedure for establ1shing new and replacement full-time faculty positions 
be.gins with a written request submitted by the De.pa rtment Chairman to the Dean 
of the· appropriate School. The request must detail the instructional needs for 
the position and the specific qualifications of the new or replacement faculty 
member. The Vice President fo r Academic Affairs , with the appro val of ·t he 
President -, authorizes all new and replacement faculty positions, approves the 
qualifications for each position, and requests that the Dean of the approp riate 
School form a search committee to recommend candidates for the position. 

·c. The Search Committee 

Upon the authorization of the Vice President for Academic Affairs, the Dea n 
the appropriate School appoints a search committee. Department chairmen may 
appoint search committees and their chairmen in de.partments of four or mo r e 
full-time members; the Dean of the School appoints search committees and their 
chairmen for new and replacement full-time faculty appointments in departments 
of three -or fewer ful 1-time members. 
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Department Selection. The primary responsibility for finding and screening 
can di dates for an appo intment res ides within existing departments. In the 

. · case of a new department, or when · a department does not provide this ini-
.. tiative, the Dean of the appropriate School, in consultatfon with the sen­

ior members of this and related departments, ~ssumes this responsibility. 

Each departi:nent may choose its own method., but it -is recommended that the 
Chairman :consult with at . least the senior membe.rs1of ~is Department, and 
preferably with all of them. Arrangements will be made to have the candi­
dates interviewed al so by theDean ·of the appropriate School, .Vice Presi-

•; den·t for Academic Affairs 9 and the President. 

2) Affirmat ive Action . An Affirmative Action represen tative serves as a non_. 
voting, ex officio member on all search committees to advise the committee 
relativeto all pertinent Affirmative Action ·guidelines. This member is 
appo"inte d by the Chairfll.an of the Affirmative Action Committee upon notifi­
cation by the Chairman of the search committee of the title of the newly 
author ized or replacement posit ion and the names .of the members of the 
search committee . · 

Conside ration By Other Facul'ty Members. Wherever practicable, the creden­
tials of those candidates selected by the d partment for final screening 
are reviewed by three members of the faculty from outside the department, 
preferably in related disciplines~ who he.Ip evaluate the candidates as a 
potential colleague -in a context beyond his or he r particular instr111ctional 
potential. Wherever possible, these members · are also given the opportunity 
to meet with the candidates. These faculty opinion s are meant to be ad­
visory and helpful to the department and tothe Dean, Vice President for 
Academic Affairs and President, but not to cause unreasonable delays, ex­
pense or obs tacles to the interview and decision process as conducted by 
the Department involved. 

· The Search Process 

Among the search committee's first tasks are the preparation 0f the advertise­
ment for the position . Advertisements for faculty positions contain the title 
and duties of the position~ the minimum requirements of the position, the 
salary range, the cut-off date for application, the College addr ess, and the 
fact that Christopher Newport. College is an Affirmat.i ve Action/Equa 1 Opportuni­
ty employer. The ad must be approved by the Affirmative Action representative 
and the Dean of the appropriate School prior to being placed in appropriate 
newspapers , magazines, professional journals. or with r ecrui tment agencies. 

Posit ions are a 1 so announced i nterna 1 ly. A xe roxed copy of the adve ;,..;ti ::; 2ment 
is placed on fi 'le with the College's Affirmative Action Coordinator. 

While the- adve rtisement is circulating and before any applications are read, 
the search committee devises its cr iter ia and ratings for the sel ectio , of ca.n­
didites . Criteria must be based on the requirements stated in the advert ise­
ment, but the search committee will develop additional professional cri eria. 

Before cand'i dates are rated, the search committee determines the nurr:ber of ap­
plicants who will be in the final pool and the number of applicants to bP i n­
vited to campus for interview. After the cut -off date mentioned in the adver­
tisement has passe d and all applications have been read, those not meeting the 
minimal requ·irements are rejected and ea:ch member of the sea rch committee ranks 

.r -...4'~ ----
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his preferences for the position accordin.g to the devised rating system. At a 
meeting of the search committee , the ratings ar.e eompiled, and the candidates 
in the final • pool , are selected . 

The search committee may collect further information on the can di dates, if 
necessary. If such additional information is required, notice of deadlines for 
receiving the i,nformation must be given. When all information has been col­
lected and evaluated, the search committee recommends to the Dean of the appro­
priate . School the names of tho,5e candidates to be inv,ited to campus for inter­
view. A complete doss~er, consisting of the candidate's statement of interest 
in the position, vital information , college transtripts, and at least three 
letters or telephone transcripts of personal ,·and. professional reference, is pre­
sented to the Dean for each can di date ·recommended for interview. Recommenda­
tions received orally mus·t be summarized in writing by the recipient and made 
part of the dossier material. 

The Dean of the appropriate School revi~ws the dossiers of the candidates recom­
mended for interview and approves recommendations for extendin.g invitations to 
the can·didates. Within the ·1imits of the establislied recruitment or travel 
budget. the · chairman of the search committee invites one or more candidates for 

.jnterview on campus. The chairman arranges the time of interviews and assists 
the candidates in making their travel · plans and overnight a<::commedations. He 
also as~ures that other members of the department who are not on the search 
committee are ~iven ·the ' opportunity to meet all applicants who are invited to 

· the campus. The complete dossier of each candi·date who is invi'ted for inter­
view remains on file in the office of the Dean of the appnopriate School and may 
be reviewed upon request by the College Affirmative Action C0mmit-tee and the 
Affirmative. Action Coordinator. The remainder of the dossiers will be stored 
in a central - area designated by the Dean. · At the discretion of the search com­
mittee, candidates may be asked to present a bri ef presentation concerning some 
topic relevant . to the candidate's academic, .specialization. Students and facul­
ty members may be invited to attend. 

After all interviews , the search committee discusses all candidates and formal­
ly votes for its preferences. The committee chairman then informs the Dean of 
the appro,priate School in writing of the committee .'s recommendations for ap­
pointment in order of preference. Academic rank and salary appropriate to the 
candidate' :s background and experience and in conformity with college salary 
standards also are recommended. 

The Dean reviews the recommendations of the search committee and takes appro­
priate act"ion to complete the selection process . The chairman of the search 
committee completes an Aff'irmati ve Action report, and after the committee I s 
Affirmative Action representative confirms in writing that a l l Affirmat i ve tl.c" 
tion guidelines have been followed , the Dean makes his recommendat ion t o the 
Vice President for Academic Affa irs . The Vice Pres ident then ascertains t ~1e 
successful candidate's willingness to accept an appointment . 

The Appointment Process 

When an individual has stated that he would accept an appointmen t , the v·1c2 
President for Academic Affairs issues a contract to the successful c~~didate 
which clearly states that it is subject to the approval of the President and 
the Board of Visitors. The contract or an addendum will also include: 

- the date of the next meeting of the Board of Visitors at which time approval 
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of the contract will be considered; 
reference to the . Faeulty ·Handbook which shall have been given to the candi­
date prior to ascertaining his willingness t .o accept an appointment, and to 
the detailed statements contained therein regarding College policies and pro­
cedures;" 

- appr.opriate details of rank, salary, term, and tenure . considerations. In the 
case of a r.estricted, temporary, or part:-t·ime appointment, it is clearly indi­
cated that r:io future or other commitment by the College is intended or implied. 

The Vice President for Academic Affairs is responsible for .determining; the rank, 
salary, -and other appropriate terms of appofntment. The \lice Presidenit prepares 
for the Board of Visitors the appropriate resolutions for the candidate's ap­
pointment, the resolutions ,,to include a statement as to the Pres:.ident's approv­
al, the cand-idate's proposed salary and rank, and a brief r,esume of his academic 
background and qualifications . 

Consultation in Case of Conflict of ·Judgment 

Within the College's administrative procedures, there a.re possibilities for 
conflict of judgment on a can di date I s merits at three po,i nts in the appointment 
process -·as .,outlined above: the search committee may disagree with the Dean, 
the Dean with the. Vice President and the Vice President with ttie President. In 

- such a circumstance, where the disagreement develops to .the point where the ~d­
ministrative officer indicates he will not recommend. the c.andidate to the next 
higher officer, it is understood that the compelling reasons for tlile disagree­
me·nt wt ll be made known to all those already involved in fonnal judgment on the 
candidate, and a full discussion on the candidate's suitability.° for the vacancy 
will be held in an attempt to resolve the difficulty . 

Such a discussion will include all those involved in the recommendation to the 
point where the difficulty arose and will be called on the initiative of the 
administrative officer who finds he is unable to endorse the received recommen­
dations. (Thus, in a case where the Dean does not accept a recommendation from 
the searc-h committee, the Dean would call a meeting which would include the 
members of·•the search committee, and, if appropriate, any other involved in the 
matter.) 

If agreement is not reached out of such a discussion , the substance of the dif­
ficulty is to be reported to the next higher administrative or governing office 
(in the hypothetical case above, to the Vice President) where the final deci-
s.ion is made as whether to recommend the can di date for appointment. 

g. Announcement 

Following receipt of the contract signed by the appointee, public announcement 
of appointment will be made immediately by the College . 

h. Assistance to New Faculty Member 

Once a faculty member has been appointed, every effort is made to provide he lp 
toward his development within the College. This includes the offer of advice 
and help by senior members of the department, as well as the support of the Ad­
ministration with workshops, briefing sessions, and a~ times financial as si s­
tance towards . advanced study or research . 
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B. Faculty .Standards,. Criteri-a and Policies for. Retention, Promotion,. Tenure and .Merit In-
creases in Salary . . 

• 11 

~ 
;II • ., .. 

1. 

•b,a. p:-• .- .. 
■ I •• 'Ir I ' 

.;__ ::· . 
~rl, 

~ .. , 

,-->~ \ -·£ ,_ . . . 

., ...... 
~~-.:.i-!·:. .. -•-«. 

~ --
Introduction 

~ 1
• '"Y,"j. ~ .;_:: .~ • ·_.9.-f ~~ , ::.·. x; <.: : 

•• ~ ... ~:{rt L :.i.•~ -I : -:, O O •-::. •- • ..:. "'I "r 
•.· i""· 

The Faculty of Christopher Newport College recognizes and accepts . the responsibili-
ty of formulating and recommending standards and criteria for -retention, promotion, 
tenure, and merit increases and the implied accountability to the extent authorized 
by the Board._ of Visitors • 

The Faculty recognizes that the President, as the chief administrative offfcer of 
the College, has primary authority _and responsibility for .the policies and practices 
of the College, including faculty evaluation practices described herein. 

To assist the President in ma-king faculty personnel decisions, the Faculty elects a 
standing committee of six professors consultative with Mm, henceforth called the 
~culty Evaluation Committee. This Committee consults- with· and aids departments in 
improving a·ppoin-tment and promotion standards and procedures. 

The Faculty recognizes the department as the group within which initial judgments 
and recommendations originatew The Vice President for Academic Affairs and the Dean 
of the appropriate School assist the department in the resolution of any difficul­
ties which may arise in the process of the department meeting this responsibility. 

Because retention, promotion, and tenure decisions have long range implications for 
the quality and professional development of the entire faculty, a Faculty Personnel 
Committee reviews departmental recommendations . . . The Faculty Personnel Committee, 
which is composed of six (6) tenured members of the faculty, is appointed by the 
Vice President, for Academic Affairs in consu·ltation with the Vice Chairman of the 
Faculty. No member of the Faculty Evaluation Committee·~ nor two members of any 
single department may serve on the Faculty Personnel Committee. Initial appoint­
ments will be for two each of 1, 2, and 3 year terms. Subsequent appointments will 
be for three year ·terms. Members of the Committee wi 11 absent themselves from any 
consideration of a member of their department . 

All evaluations of faculty members are based on objective, written data in a dossier 
kept by the department chairman, and are maa e in accordance with standards of ef­
fectiveness in teaching, in professional development, and in service, 

The Faculty. recognizes a system of ranks and types of appointment to reflect the 
versity of expertise and experience within its body. 

f 

ti 
~ Rank and salary are assigned in a manner consistent not only with the appointee's 

qualifications but also with the rank and salary of others in the College with 
similar qualifications. 

I • 
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The Faculty recognizes that budgetary, curricular or other policy considerations 
may not permit all deserving faculty members at any one time to receive retention , 
promotion, tenure, or merit pay. To each member, the Faculty guarantees fair treat-
ment . in all evaluations in accordance with published standards and procedures, and 
accepts the responsibility of providing grievance procedures. 

, 



2. General Standards a,nd Procedures for Evaluation 

The generally accepted divisions considered tn criteria for retention, promotion, 
tenure, and merit increases are teaching, professional devel-0pment, and service. 
At Christopher Newport College the first, teaching, is , of paramount importance, 
and poor teaching cannot be redeemed by superiority -in the other two areas. 

It is the responsibility of each department to delineate the specific criteria 
which will be used in the evaluation ·of department members . . These criteria must be 
consistent with the mission of Christopher Newport College and with the aims and 
purposes of t ,he department. 

a. General Procedures 

1) Time of Review for Retention. Nati ce of non-reappointment, or of intention 
not to recommend reappointment to the Board of Visitors, is given in writing 
in accordance with the following standards: 

- not later than March l of the first academic year of service if the ap­
pointment expires at -the end of the year; 

- not later than December 15 of the second year, if the appointment expires 
at the end of the year; 

- at least twelve months before the expiration of an appointment after two 
or more years at the College. 

2) Departmental Evaluation. The primary responsibility for evaluating each 
faculty member's performance resides in his own Department~ with the aid 
and advice, as appropriate, of other members of the Faculty, especially in 
related disciplines. 

a) Dossier. A dossier on each mem0er is kept in the office of the chair­
man of the department. Each member may review his own dossier and add 
to it material which he considers relevant, and it is primarily the re­
sponsibility of the individual faculty member to see that it is kept up 
to date. 

b) Departmental Peer Groups. A departmental peer group is constituted at 
a set time appropriate to the faculty member's rank and experience (see 
below). The size and composition of peer groups should be decided by 
the department within these requirements. The peer group for a simple 
retention decision or for a review of a tenured faculty member should 
consist of at least three members . For decisions concerning promotion 
or tenure, the peer group consists of at least five members. If a de­
partment contains the required number of faculty members, the peer 
group will be constituted from within the department. If the depart ­
ment contains fewer than the needed number, the additional members o · 
the peer group will be chosen by the department from an allied field(s) . 
If a department consists of only one or two members, the division co­
ordinator will serve on the peer group and will assist in selecting the 
remaining members from outside the department. Each peer group will 
select its chairman. 

b; Operational Procedures 

1) Calendar 

In the implementation of its duties, the Faculty Evaluation Committee, in 
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cooperation with the Faculty Personnel Commjttee and the Vice President for 
Academic· Affairs, publishes ,annually a calendar for the several steps in the 
.evaluation process. This - calendar., · published by September ,15, designates 
the date by which each step must be. completed. 

Step One: 

The Department Chainnan notifies each member of .the forthcom·ing evaluation; 
forwards to the. Faculty Evaluation .Committee a copy of the criteria and 
procedures to be used, a 1 i st of the peer 9rou,p_ for each member and the .-: .• 
name of the peer group chairman selected by the peer group; the student 
evaluation fonn to be used; and, for tenured members, a statement of waiver 
for those members not being evaluated at this time. The statement of 
waiver comes from the department and is signed by all members of the de­
.partment either as consenting or non-consenting to the waiver. A majority 
of consenting members is needed to waive evaluation. ,I f a special peer 
group is needed; the Department and the evaluee submit the names of their 
selections and of any nominees for the rema1inin .g position. 

Step Two: 

The Faculty ·Evaluation Committee reviews the submissions and notifies the 
Department Chairman and/or the peer group cha'irman of the decisions. If 
the Faculty Evaluation Committee finds fault with any submissions from : 
Step l, the department or peer group chairman, as appropriate, is provided 
an opportunity to arrange for the indicated changes. Unresolved discrepan­
cies with college-wide standards or procedures ere brought to , the atte~tion 
of the Dean of the appropriate School i 

The Faculty Evaluation Committee names the remaining member(s) to special 
peer groups; if membe rs are drawn from off-campus, the Vice President for 
Academic Affairs assists in extending the invitation to serve. Special peer 
groups stipulate in writing to the evaluee and to the Faculty Evaluation 
Committee what materials or specia l considerations they will require during 
the evaluation if not .already specified in departmental criteria and pro­
cedures. 

The evaluee is given the opportunity to update the dossier. 

Step Three : .. -~ 
All evidence is assembled and available in the dossier. The dossier is -~- .... J._.. ~(r organized into four sections: recommendations of previous peer groups; 

·-~ - ~ .!I:'" teaching effectiveness; service; and professional development. The faculty 

:j 

. ·-1· ·• · member has access to the dossier at any time it is not actively being con-
;_~ .. ;~·;.:,·· .~ sidered by the peer group. The peer group may reque st addi~ional i~fo rm2- ~ 1 

.:.·~--~. ~,~ ,. tion for its cons ideration and may request ·removal of material considered .,.. 1~:; .. ;-.,,· extraneous to the evaluation. No material may be added to the dossier at I 
:

:. • ~i'i- :_lj.rf!..a ·. any time without the evaluee's being informed of the fact. Materiais adde d 
. .._ m.;.,J.-. to the dossier are signed by the person submitting the materials and ini -
~~ tialed by theevaluee to confirm having read them. 
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.:~•..:~~& The dossier is circulated among the peer group evaluators with ~-•-1";;·· making .•separate, initial written evaluation whl ch includes a 
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recommendation and provides reference to a.11 the criteria on which it is 
based. These initial evaluations are not included in the dossier but serve 
as a basis of deliberations at the meeting of -the peer group where the de­
cision is made. 

The peer group meets and prepares the joint evaluation and final recommenda­
tions. The final reconmendation is signed by all those involved, ~1.n the 
appropriate columns on the form provided . The summary statement clearly 
states the bas.is of each decision with .specific reference made to the ap­
propriate evtdence in the dossier. 

Statements of reservation are attached by those not signing in the approval 
columns. 

Step Five: 

The signed recommendations and the signed summary statement are presented 
to the evaluee for signature. His signature confirms that he has read 
them. If the faculty ·member is in disagreement with the recommendation, 
wi'th any portion of the summary statement or with any minority statement, 
he or she attaches a signed statement concerning the areas of disagreement. 

The signed recommendations and any signed mi·nority reports, . signed summary 
statement, and dossier are sent to the Faculty Evaluation Committee. 

Step Six: . 

The Faculty Evaluation Committee reviews the recommendations for consistency 
with approved departmental criter ia and procedures. To ensure college-wide 
consistency, the Faculty Evaluation Committee ascertains that statements 
made in the summary statement are documented in the dossier. Discrepancies 
are called to the attention of the chairman· of the peer group and the eval­
uee, who either make the requested corrections or notify the Faculty Evalua­
tion Committee of the decision not to accept its r.ecommendation for change. 
The Faculty Evaluation Committee forwa r ds the do·ssier and _ its statement 
concerning certi fi cation to the Faculty, Pe-rso·nnel Committee. 

Step Seven: 

The Faculty Personnel Committee , representing the perspective of the entire 
Faculty, reviews the reconmendation (s) of the departmental committee and 
the evidence on which it is based, and adds an endorsement of concurrence 
•O.r non-concurrence. In the case of non-concurrence, a statement of ex­
planation is included in the endorsement. The Faculty Personnel Committee 
forwards a copy of its reconmendation to the departmental peer group and to 
the evaluee. If a unanimous recommendation cannot be made, a minor i ty re ­
port will be filed . The departmental recommendations and reports, al ong 
with the endorsement of the Faculty Personnel Conmittee, the dossie r, and 
the certification of the Faculty Evaluation Committee, is sent to the Dean 

. of _the appropriate School. At the same time a copy of the Committee's en­
dorsement is sent to the Faculty Evaluation Committee. 

Step Eight: 

The Dean reviews all recommendations and materials of evaluation, after re­
ceiving the certification for the Faculty Evaluation Committee regard i ng 
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The President notifies in writing the faculty -member, the Vice President 
for Academic Affairs, . the Dean of the appropriate School, the Faculty Per­
sonnel Conmittee, the Faculty Evaluation . Committee, the peer group chairman 
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· and Department Chainnan of his decision in each case. 
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The major criteria to be used in the evaluation and suggestions for docu­
mentation which may be used for appropriate evidence are as follows : 
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use of instructional methods appropriate to the course; 
cl.ear course objectives and fair evaluation of student 'performance 
on the basis of the stated objectives; 
interpersonal effectiveness as a teacher. 
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Documentation of the above could be cou rse syllab1 1 self description 
of teaching methods, student course eva1 uation.; peer vis,tati'<rn~ depo .. 
sitions, or any other evidence the department deems irppropr'ia"te to the 
di sci pl ine.· 
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Documentation may include a self-report, copies of research prospectus 
and publications, deposit ions by colleagues, certificates, and tran-: 
scripts of course work completed. 

c) Serv·ice to the Department., the C01le9e and 'Community 

- to the department in meeting departmental .responsibilities including 
advising, meeting classes regularly, .keeping posted office hours, and 
carrying out other departmental assignments and deadlines, inter-
personal e·ffectiveness with collea.gues; · 

- to the College including attendance at faculty meetings, performance 
on committees, cooperation with College poli'cie-s and · deadlines; 
to- the community in providing professional expertise in al'ly way that 
makes the community aware of the presence and concern .of the College. 

Documentation of the above may ·be in the form of depositions by depart­
-ment chairmen, committee chairmen, administrati•ve perrsonnel, community 
people, or through the faculty member's self-report. 

F~cul-ty Use of Student Evaluations 

The vast preponderance of evidence clearly indicates that student eva l ua­
tions are of value and the accuracy of their interpretation most assured 
when used 'by the individual instructor for self-improvement .. 

,Student evaluations of all types are subject to many key variables in inter-
-.pretation and should be .used with great care and as only one type of evi­

dence in making an evaluation of an instructor's performance. Student 
evaluations are carried out by · each department during the last month of 
each regular semester, the evaluations to be administered for each non­
tenured member of the department. Evaluation procedures for tenured facul­
ty members are described in section 4.f. (p .. 20) . 

A uni form Faculty Eval uait ion Pl an whereby students evaluate faculty per­
formance on a College-wide form began during the spring semester 1981. Re­
sults will be used in the 1981 ·-82 year and thereafter as part of the evalua­
tion process. 

The procedures for administering the College-wide forms are set forth in 
the instruction sheet contained in the student evaluation packet provided 
each facu-lty member at the time that they are to be administered . . 

For the- p·urpose of verffication of the tabulation of the completed eval ua­
tion forms, the instructor , with the approval of the department, chooses a 

· faculty member to tabulate with him the evaluation forms. The fac ultv 
member assisting the instructor in tabulating the results of the evaluation 
is under strict obligation not to reveal the results of the evaluati on to 
anyone without the .permission of the instructor. 

· 4) Recourse 

See Grievance Procedures, Section 7 .. 

Pol icy on Promotions 

a. Introduction: 
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Such academic ranks are viewed as positions of professional dignity, eminence, 
and excellence,. granted to fac::ulty members who- are . judged to be professionally I 
competent and who have the confidence of their colleagues and of the Adminis­
tration .and the Board of V.i sitars. Each rank conveys greater prestige, profes­

. sional respect and expectatidns than the ·ranks lower than it in the system. 

Promotion is . an acknowledgment ,of professional competence, service, and contri­
butions . . . Promotion is ·conferred upon faculty members · by the Board of Visitors 
upon the recommendation of their faculty colleagues _and the President. All 
faculty members are expected to grow in information and in . the use of their 
skills; · therefore, promotion is ·not automatic upon completion of certain time 

· in rank. 

Guidelines for Promotion Considerations: 
. ··­.:: ....... 

• .::. I" 

The following are College-wide guidelines for promotion to each rank. No singl l 
requirement i ~ to be viewed as being entirely restrictive in and .. of itself. It 
is understood that no faculty member will ---or should be expected to--excel in 
all areas of the guidelines. Exceptions to the g~idelines, however, should be 
based on per-formance well above and beyond the normal expectations of each rank 
in the other guideline areas (i.e., a level of perfor-mance comparable to the 
next higher .·rank than the. one for which he is- being evaluated). It is the re- I 
sponsibility of each . department to delineate the spe•cific e::riteria which are to 
be used to define these guidelines in the li~ht of the aims and purposes of the 
department. These criteria are tra_nsmitted · to the Faculty Evaluation Committee 
at the beginning of the academic year prior to any -~valuations : The Faculty 
Evaluation Committee is responsible for the collection and review of these 
criteria . It al so acts as a resource to the departments in developing standardl 
and procedures and to determine, taking into consideration individual differ-
ences of the a-ims and purposes among the --different departments, that the cri- , 
teria ar·e established with fairness and consistency throughout the College. . · · 

Years at .another accredited College or University may be counted in the record 
toward . p-romotion, but service as an administrator or outside the academic 
world is not . .,,_ r;;. .:-""L • :-. i;_/· 

· ·;: ... J\.::··.:_ ~=~ 1) Instructor 
~ ' .. ~... ... (■-. ~ ••• 

.: . . ...... .-..... _ . . .- ......... . . . ...... ·- ·~ -~·-· .. f. ,II, • 

• • • 1° •'• •• .-. ••r." r:.,1.■ ...L ~•- " (. "\... • : 
•,,. 'a"I _. , I _. :- .-.. • ." ,• ... • • .,. ..... ...i.:; • 

.._ :. :::-1"(' J; ~ :".-'": ""-! a ) 
1r.: .. l·T--.,._r :~. · 1 

Normally holds at least the master's degree in his academic discipli ne , I 
preferably having completed all work toward the doctorate when t hat is -
the accepted terminal degree t n his discipline with the possible ex­
ception of the dissertation. 

~ --~t~ !, .. ·--";!· -..:f.. ~ ..... 
,: :.:::., .. ~•;t ... 
._._......, -_;~'T. . 
. ~r. -~.:.~j-1-~f b) Evidence or promise of competence in teaching, research and serv i ce . . 

~ ·•, r{~·~~:·f c) Commitment to his academic discipline and the academic profession. I 
• ~•I .. • .. 1-:•.--~:.r • •--•• • .I. ....■ • • • .. - ........... •~ • ■ • 1, •• •• 
.. 'I j'.. T ·••• ... •• "r. . •.: ·.• .. ,._ ·~ :':.i"":--_ii::1-,;.:-I • •• 

• .. : - • • ~ • • • • • • • • ... • • • • I .... • ... • • • I,.. • • • p • •.,... -I""-. /.II J ~ 
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.... .., .·• ~ .~L·-'!;-· -·· .,;...;-.1._._ ~ rrr.' z l•~ ~ ~ _ ... ~.= :_( -~ ~(. 1,. .. •:=~:tt:. .. :• ·- i~: 
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3) 

• ■ I" . . -
I OL ■• ••-.--~• 

t •• ;, ..... 

b) Demonstrated competence in teaching and departmental 

c) History of predominantly positive peer evaluations; ~ 

d) Performance at the College which reflects 
stantial contributions to the College and 

e) Achievement of the terminal degree in his field. 

To Associate Professor . --..:- . . ~-
a) 

b) 

c) 

d) 

e) 

f) 

g) 

h) 

a) 

d) 

e) 

f) 

Successful compliance with the e.xpeotation_s at the rank . of Assistant 
Professor; 

At least four years of teaching and/or research · experience at the rank 
of .Assistant Prof~ssor (a total · of five years of teaching and/or rele­
vant research experience); 

At least two years of service at Christopher Newrort College; 

Demonstrated effectiveness in teaching; 

Demonstrated competence in ·departmental and 
mittee service); 

~ ~ .~ 
college service (e.g., com- ~B 

~ 
Demonstrated competence in his professional and academic discipline; . . 
History of predominantly positive peer evaluations. (Candidates for 
promotion should anticipate the need for evaluations at least two years 
before year of eligibility.); 

.... 

Successful compliance with the expectations at the rank of Associate 
Professor; 

4 

At least five years of teaching and/or research at the rank of Associate 
Professor (a total of ten years of teaching and/or relevant research 
experience); 

At least three years of service at Christopher Newrort 

Deroonstrated high quality effectiveness in teaching; 

Demonstrated high quality service to the department; 

Demonstrated high quality involvement in his academic 
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g) Demonstrated high quality service to the community; 

h' History of predominantly positive peer evaluations. (Candidates for 
promotion s~ould anticipate the need for evaluations at least two years 
before year · of el i gi bil ity.); 

i) Continued promise of being a strong member of his department, the Col-
lege and -his academic discipline; 

j) Achievement of the terminal degree in his field. 

To Distinguished Professor 

The rank of Di sti ngui shed Professor is not an ordinary a.cademi c rank. It 
is an extraordinary honor for those few superior teacher-scholars with ex­
ceptional qualifications and demonstrable at t ainments. The specific cri­
teria include: 

a) At least 15 years of experience in college or university teaching, at 
least 10 years at the rank of Professor, and at least 5 years at 
Christopher Newport College; 

b) Demonstrated effectiveness in teaching; 

c) A record of creafive and extensive scholarly publication in his aca­
demic discipline which establis hes him as a scholar of national reputa­
tion; 

d) A record of superior service and leadership in the College and communi­
ty. 

Peer Groups for Pro mot ion Decisions: 

1) For Promotion to Assistant Professor: 

The peer group will be the regular peer 

2) For Promotion to Associate Professor: 

The peer group includes two additional members of the faculty from outside 
the department . The two additional members must be at the Associate rank 
or higher. In establishing such a peer group, the evaluee selects one ad­
diti~nal member, and the department selects the second additional member. 

For Promotion to Professor: 

The composition of the peer group for a 
sidered for the rank of Professor is as 
Professor. 

4) For Promotion to Distinguished =_ Professor: 

The faculty member who is being considered for promotion to the rank of 
Distinguis~ed Professor has a peer group as stated under promotion to Asso­
ciate Professor. However, in this case the recommendation of the peer 
group is subject to approval by the Faculty as a whole. 



Responsibilities and Privileges of Academic Rank: 

1) Responsibilities: 

a) Each faculty member is expected to meet the requirements of his rank as 
outlined above. 

b) While the major responsibility of all faculty members is teaching, and 
while it is expected that those faculty members who serve at the rank 
of Instructor and Assistant Professor will regard teaching as their 
primary responsibility, promotion to the ranks of Associate Professor, 
Professor, and Distinguished Professor, suggests increased involvement 
in the areas of faculty member's academic discipline, his department,. 
the community and the College. It is the responsibility of each facul­
ty member to demonstrate continued evidence of carrying out the expec­
tations of his rank. 

2) Privileges: 

a) Released Time 

- Any faculty member below the rank of Professor who is engaged in re­
search may at his request and upon the recommendation of his depart­
ment, be given a one-course teaching load reduction from his normal 
load to conduct this research. 

- Any faculty member at the rank of Professor may on his request, be 
given a one-course teaching load reduction to engage in research in 
order to increase his knowledge and enhance the likelihood of making 
significant contributions to his academic discipline. 

- Any faculty member at the rank of Distinguished Professor is granted 
a one-course teaching load reduction to engage in research in order 
to increase his knowledge and enhance the likelihood of making signi­
ficant contributions to his academic discipline. 

b) Educational Leave 

A full-time faculty member may apply for educational leave, with full 
or partial salary, according to State regulations and the availability 
of funds. Generally, educational leave is granted for the purpose of 
academic research, study or publication; an exchange professorship; or 
any other like activity which will enhance the faculty member's academic 
expertise and experience and his contribution to the institution. One 
semester of educational leave may be granted to faculty members holding 
the rank of Associate Professor after each 4 years of full-time service 
to the College. Two semesters of leave may be granted to faculty 
members holding the rank of Professor or Distinguished Professor after 
each 6 years of full-time service to the College. Application for edu­
cational leave should ordinarily be made to the Vice President for 
Academic Affairs with a copy to the appropriate department chairman and 
School Dean at least one calendar year before the beginning of the re-
quested leave period. In the application letter the faculty member 
should state: 

- the dates of the leave; 
- the purpose(s); 
- a detailed description of the activity(s) to be pursued during this 
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Upon the completion of the leave, the faculty member will file a written 
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the faculty member's file with ~opies to the President, appropriate de­
partment chairman, Dean of the appropriate School, and Vice President 
for Academic Affairs concerning his accomplishments during the leave. 

A full-time faculty member may apply for educational leave without 
salary under the same guideli~es and requirements as listed above. 

...i • 

~

• 1,,'T'_ : t":' I•• .;fl-'I _. ...... , 
i'~ • .•,•Iii. 

·-~-·.,., - ,,. :Ii. 
Uk"') .. •··'.in 'fr-t-i,~; . " 
~~,~~ ,r-

Such application will ordinarily be made by the beginning of the semes- _
1 

ter previous to the requested leave. _. 

~~(~::~· c) Assistance to the Faculty Member • _ .. .,_- -~. · -~ 

.;_·.j=lt .::lft..!-. •,• . h • h • d "b"l' f k th t f lt 

'I' • 

¼ ... - .!; . :'=:-:? -... It bis exp71ct
1

ed tat witd _increased resptons~ i
1 

ityd/o ratnd ta ~cut y 
•• _ ...... - ...... • •• • r-a.,1_ mem ers wi be grante increase secre aria an or s u en assis ance. 
t·;:·· 
t,:i'a.'J 4. Pol icy on Tenure _,.~ ... • -r • • S I • • •• • • '-f • ••~I ,'11 • I •• • • • ~~•t" 1,1111, 'ff,.: ••,J L..;: •'•.! .&, ,j,'\,.,_,/; • ,i' • 

• •1 .-, • 'I' • '" , La_ •, loo I 

Ertl r. ....... a . 
• r ~- • l",c 

,..:1.-!= ~~·.· .. ' '.S 4 .. ~., -,.· .... 
,· ..... •!fl!I!-. ~,;r,. •,.:.,.. . r• 
e,~ r.~ 'f1',l,-. .... ·:,•-~ ~ .... 
)!• ~:: :~: -

~>-'. 

Introduction 
• • • 'Ji ... I • • • ..,.: ..... .- -I.I' • • 1)- ... 
• • •' I .,.r: 'I" • • r • l"p! - I • •' • 

1.:• I , , .a.•- ,,♦, • ,• • :, Tl' 'I _., 1 , -"• 

Christopher Newport College accepts the principle of tenure and the associated 
contractual rights thereunto appertaining, as defined in the Statement of 
Principles on Academic Freedom and Tenure of the American Association of Uni­
versity Professors (1940). While the co,lege , as a State institution, cannot 
issue contracts beyond the limits of ·the State provisions, an appointment with 
tenure is a continuing appointment which may be terminated by the College only 
-for adequate cause, or by retirement, or under extraordinary circumstances be­
cause of financial exigency. ,:t...1?.~-~--

:·_ .. ~\·1'.:·~7r_ The tenure system is provided to protect academic freedom, to enable the Col-
"'-··-~:,. · • ..;-::, lege to attract and retain a faculty of distinction, and to provide a reasona-

.;_;_ .. _ •-'Ii-·-· ble measure of employment security for faculty members who have given years of 
'".f.r-"': · ... • dedicated service to the College. Properly administered, it will not act as a 
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shield for incompetence, indifference, or for the neglect of scholarly and pro-
fessional duties and responsibilities . · 

The award of tenure is based both on the merit of the individual faculty member 
and the long term needs and mission of the department and the College, and is 
awarded only after a suitable probationary period. 

Eli gi bil ity 

Beginning with appointment to the rank of full-time instructor or a higher rank, 
the probationary period shall ordinarily be six years, bu.t should not exceed 
seven years, including within this period full-time service in all institutions 
of higher education; but subject to the proviso that when, after a term of pro­
bationary service of more than three years in one or more institutions, a teacher 
is called to another institution it may be agreed in writing that his new ap­
pointment is for a probationary period of not more than four years, even though 
thereby the person's total probationary period in the academic profession is 
extended beyond the normal maximum of seven years. Peer group recommendations 
for retention beginning with the evaluee's third year of service are designated 
as (1) retention with reservations, (2) retention, or (3) retentian as a posi­
tive step toward tenure. In accordance with the AAUP Statement of Principle on 
Academic Freedom and Tenure, a faculty member not granted tenure is notified 
and given a terminal contract not later than the end of the sixth year of serv­
ice. Only those full-time employees who are classified as Teaching and Re­
search faculty are eligible for tenure. There is no tenure right associated 
with administrative positions. A faculty member who earns tenure in an academic 
department does not lose that tenure status as a faculty member in his academic 
department should he assume an administrative position. Non-academic appointees 
who hold faculty rank are not eligible for tenure. 

Only those years of full-time service at the rank of Instructor or above are 
counted toward tenure. Tenure is given only at the rank of Assistant Professor 
or higher, although service at the Instructor rank is counted as part of the 
probationary period. Any faculty member who is being considered for tenure 
will normally hold the appropriate terminal degree for his field. Under un­
usual circumstances tenure may be granted to an individual not having this 
qualification when such an exception is judged by the appropriate academic de­
partment, the Dean of Academic Affairs, the President, and the Board of Visi­
tors of the College as being in the best i nterest of the institution. 

Faculty hired on a part-time basis are not eligible for tenure. Should a part­
time faculty member later be hired on a full-time basis, previous part-time 
service is not counted as part of the probationary period. 

Leaves of absence are not counted as part of the probationary period except in 
those instances where leave is granted for fu ll-time teaching or research (not 
in pursuit of a degree) at another institution of higher learning, in which 
case no more than one year may be counted. 

Standards 

The award of tenure is based primarily on the merit of the individual faculty 
member and also on the long term needs and mission of the department and the 
College. In the final analysis, tenure recorrmendations must reflect and ex­
press the College's commitment to excellence. 
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The candidate for tenure is evaluated on the basis of teaching effective­
ness, professional development, and service to the College and community, 
as outlined previously. Each department will establish, and place on file 
with the Vice President for Academic Affairs, the specific objective cri­
teria which are used by the Department Tenure Committee for evaluation in 
each of these areas. The objective criteria must be consistent with the 
mission of the College , especially its emphas i s on excellence in undergrad­
uate instruction. After the init i al yea r, changes in departmental criteria 
must be published by December 31 in orde r to be effective for tenure deci­
sions made in the following academic year . Exceptions to this deadline 
must receive the unanimous consent of the department members and the Vice 
President for Academic Affairs . 

It is recognized that the objective cr iteria established by departments 
reflect the nature and accepted practices of the academic disciplines, and 
that, in the areas of College and commun i ty service , personal preference 
and individual interest are given consideration when determining the ex­
pected contributions and performance. 

Justification of the Tenure Recommendation il) ___ j ght of the Long Tenn Needs 
and Mission of the Department 

As a growing urban institution with limited resources, and one dedicated 
to serve the changing needs of the community , Christopher Newport College 
must necessarily maintain some degree of flexibility in its faculty commu­
nity. Each department in the College must use great discretion in the 

.- formation of its faculty to meet the demands of its discipline both in 
. traditional forms and in anticipation of probable evolutionary trends. 

For these reasons, the recommendation for the award of tenure in any de­
partment must be based upon a projected continuing viability of the candi­
date's academic specialty in relation to the department's curriculum; de­
partmental enrollment patterns in relation to the size of the department; 
and the departmental projection of the positive or negative effects on the 
flexibility of the department in relation to any anticipated changes in 
its overall program. College wide limits are not applicable and the grant­
ing of tenure to a faculty member in one depa r tment does not have any bear­
ing on the granting of tenure to another faculty member in another depart­
ment. The College administrationsaccept these principles as the only in­
stitutional considerations on which administrative decisions on tenure 
recommendations are made. The Vice President for Academic Affair$ reports 

,to each department at the beginning of the academic year the tenure status 
of each member of the department . Thi s bri efing includes an analys i s of 
how the institutional considerations app ly to the depa r tment . 
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In the sixth year of credited service, according to a schedule established 
by the Faculty Evaluation .Committee, the department chairman initiates 
steps toward formation of a tenure committee for each eligible member . If 
the chairman is a candidate for tenure , the division coordinator initiates 
the formation of the committee . The candi date submits data showing that 
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he has met the minimum eligibility requirements as outlined in Section .Q.. 
above, and a dossier coniaining all pertinent data attesting to the candi­
date's personal qualifications as described in Section .~. · The dossier also 
includes the summaries of student evaluations, annual peer group evalua­
tions made during the candidate I s probationary service, and a deposition 
by the candidate describing his planned professional activities and develop­
ment for the period precedent to the next anticipated formal evaluation. 

The department chairman submits the candidate's petition for tenure and 
supporting dos.sier to the Department Tenure Committ~e for consideration and 
recommendation. 

Department Ten,ure Conmittee 

The Committee consists of at least five members. The entire department de­
cides the exact size of the conmittee. 

The Committee consists of at least all the tenured members of the depart­
ment. The department decides which additional department members to add to 
the Committee. 

If a department lacks a sufficient number of faculty to secure a committee 
whose size has been determined as indicated above, then each of the follow­
ing, in turn, adds one tenured member to the committee until the agreed 
upon size of the committee has been reached: the full-time members of the 
department, other than the candidate (whose selection must be from a close­
ly related discipline as determined by the Dean of the appropriate School); 
the Vice President for Academic Affairs; the Department Tenure Committee as 
constructed thus far. 

As a peer group ·the Department Tenure Committee fo 11 ows the operational pro­
cedures as described above except as specified up to the level of the 
President. 

Vice President for Academic Affairs 

The Vice President for Academic Affairs reviews all recommendations and 
formulates his recommendations. He reviews his recommendations with the 
Faculty Evaluation Committee for the purpose of insuring that they are made 
with fairness and consistency throughout the College. 

If the Vice President for Academic Affairs decides not to recommend tenure 
he issues a· terminal contract. He notifies the candidate of his decision. 
The candidate may then elect to file an appeal as provided for in Section e 
below. It is recognized that, after the faculty has participated in thi s -
process through the recommendation of the peer group, the respective Dean 
and the Vice President for Academic Affairs, the President is faced with 
the ultimate tenure decision. If the President decides that the evidence 
submitted in support ·of the recommendation is insufficient, he may solicit 
evidence subject to the following guidelines. 

The Vice President for Academic Affairs informs the candidate and the De­
partment Tenure Committee of the specific areas in which additional in forma­
tion is needed, and the manner in which the information is solicited and 
used. Any additional information collected by the administration is made 
promptly available to the candidate, and sufficient time is allowed the 
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When a decision not -to recommend tenure has been reached through the procedures 
described herein, the faculty member is informed of that decision in writing by­
the Vice President for Academic Affai ·rs, . and is advised either by informal con­
sultation or, if he so requests, in writing by the Vice President for Academic 
Affairs of the speci fie reasons which contributed -to that decision. If the 
candidate considers himself aggrieved by the decision, he may initiate an ap­
peal as provided for in Section 7. 

Continuing Evaluation of a Tenured Faculty Member 
-. . 

j! • , 

Tenure is a privilege not granted lightly. It is therefore important that an­
nual evaluation of the faculty member be made in each probationary year before 
tenure is awarded. Once the College has awarded tenure there should be some 
discernible difference in the faculty-institution relationship. The faculty 
member has passed the probationary period and has been invited to become a part 
of the permanent core of professionals who provide part of the essential founda­
tion to the College. 

The formal evaluation of tenured faculty members must take place every three 
years and when a tenured faculty member is eligible to be considered for promo­
tion. (Candidates for promotion should anticipate. the need for a history of 
evaluations as specified in the policy on .prorootion.) These evaluations in­
clude such factors as continued teaching competence, student input, professional 
preparations and attainments which are directly related to teaching or adminis­
trative assignments; contributions to the College community beyond formal, as­
signed instructional activity; scholarly research; community activity. 

In the interim between formal evaluations, self-evaluation by faculty members 
is encouraged through annual student evaluations and departmental discussion 
forums which allow the individual faculty member to judge his performance with­
in the context of departmental programs, courses, methods, and attitudes. 

Salary Increases 

I 

In the matter of financial remuneration to members of the faculty, the College is 
committed to the principle of equity and to rewarding exceptional service. It is · 
also committed to the recognition of promotions and the achievement of additional 
academic degrees. . _.,. 

Following the determination of each annual budget, the college administration as­
signs, within the limits imposed by available funding, salary increases in accord­
ance with the principles expressed above. 

In identifying those -members of _the faculty who have rendered exceptional service 
to .the College, the Vice President for Academic Affairs will consult with the Deans 
of the Schools, the Vice Chairman of the Faculty, and the Chairman of the Faculty 
Advisory Committee before making his reconmendation to the President. 

Termination of Appointments 

I 

i 

All appointments other than probationary and tenured appointments terminate automa- T~ 
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tically at the end of the term speci.fied in the contract. Termination of appoint­
ments by action initiated by either the faculty member or the College differ ac­
cording to whether the termination is to occur at the end of a con.tract period or 
during t~e time the contract is in effect. Responsibilities of the faculty member 
and of t~e College for initiating termination are described separately for each 
situation. 

a. Termination at the Initiative of the Faculty Member 

l) Tennina tion at the End of the Contract Period 

A faculty member who is planning not to return to the College is expected 
to notify the Department Chainnan, the Dean of the appropriate School and 
the Vice President for Academic Affairs of his planned departure as early 
as possible. Notification at time of signing of the next contract is the 
minimum acceptable notification. 

2) . Termination During a Contract Period 

A faculty member who wishes to terminate a contract before the end of the 
c9ntract period does so only through mutual agreement with the DepJrtment 
Chai nnan., the Dean of the appropriate School, the Vice President for Aca­
demic Affairs, or the President; otherwise, the faculty member is expected 
to adhere to the terms of the contract. A tenured member is expected to 
give notice sufficient to allow a replacement to be found. One semester's 
notice is expected; notification at the time of signing of the next con­
tract is the minimum acceptable notification. The College will make every 
effort to comply with requests for such terminations consistent with the 
needs of the College. 

Termination at the Initiative of the College 

1) Non-renewal of probationary appointments results from a determination that 
the faculty member's services will not be needed past the conclusion of the 
current contract period. This may be due to lack of projected need for the 
faculty member's specialty; to non-positive evaluations; or to the denial 
of tenure at the end of the probationary period. Continuing failure to 
meet the general criteria for retention as stated on page 10 & 11 is suf­
ficient reason,~~, for non-renewal of a probationary appointment. No­
tification of non-renewal is in accordance with the provisions described 
on page 7. 

2) Termination During a Contract Period 

A faculty member is terminated during a contract period only for adequate 
cause. A tenured faculty member in this respect is considered to be on a 
continuous contract until retirement. Termination or the threat of termina­
tion is not used to restrain faculty members in the exercise of academic 
freedom or other rights as American citizens. Adequate cause for termina­
tion during a contract period is defined as: · physical or emotional incapa­
city of such a nature as to render the faculty member unable to continue as 
a member of the faculty; or bona fide financial exigency on the part of the 
College, or discontinuance ofaprogram or department of instruction, or 
incompetence, or neglect of duty, or misconduct, or any combination thereof. 

a) Termination for medical reasons is based on clear and convincing medical 
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evidence that the faculty member will be unable to meet his responsibil 
iti"es for a period exceeding that covered by existing disability leave 
policies. The decision to· terminate is reached only after appropriate 
consultation with the faculty member or his representative and after 
the faculty .member or his representative has been informed of the 
basis of the proposed action, and has been afforded an opportl!nity to 
present his position . in response to the proposed action · and to the 
supporting evidence for the action. If the faculty member so requests, 
the evidence is reviewed by the Faculty Advisory Committee, which will 
make a recommendation to the Pres1dent before a final decision is. 
reached by the President. 

Policy on Reduction in Faculty Positions 

(1) Introduction 

Reductions in staff induced solely by budgetary or enrollment con] 
siderations and affecting members .of the faculty constitute a de­
cision of singular importance in the evaluation procedure. Be­
cause such decisions involve considerations other than the compe-

. tence of the faculty members, they necessitate standards and pro­
cedures different from those established for other decisions con- _ 

· cerning renewals. The provisions of this section normally will be 
followed unless a "Resolution of Emergency Reduc-uion 11 is passed b)9 
the Board of Visitors after which a "Plan of Emergency Resolution•• 
will be presented to the Board with as much faculty participation 
as possible. 

Basis for Reduction in Faculty Positions . • ...... 
The following situations may produce conditions justifying reduc­
tions in faculty positions: 

(a) At the College level, sufficient funding is not available fo1 
all existing faculty positions. 

(b) At the departmental level, the enrollment pattern for the 
past two years and projections for the next two years do not 
justify continuing all existing pos-itions. 

The need for a particular specialty no longer exists. By 
specialty is meant an area of specialization that, while it 
may be administratively included in a department, it is suf­
ficiently distinct that the faculty member teaching this 
specialty would be no more prepared to teach a course outs·ide 
this specialty in the same department than he would be to 
teach a course in a different department . 

(3) Procedures ~ ·· -- · ';. '-!:,.•." 

(a) Committee on Reduction in Faculty Positions 

There shall be an ad hoc faculty committee on reductions in 
faculty positions.--

Establishment of the Committee 

. , 



The Conmittee is established upon notification to the faculty 
by the President of the College or the Vice President for 
Academic Affairs, acting at the President's behest, of the 
administration's determination t hat a reduction in faculty 
positions is being considered . 

(c) Committee Membership 

The Committee consists of five tenured members of the faculty 
elected at large. These members are not members of the de­
partment involved in the reduction. 

(d) Functions of the Committee 

The Committee formulates and publishes its specific operating 
standards and procedures. 

The President presen t s to t he Committee, and discusses with 
the Committee , all pertinent data relative to the possible 
necessity of a reducti on in faculty positions. After consul­
tation with the President and consideration of the data, the 
Committee wi ll submit to the Presi dent a report based upon 
their analysis of the data . Should the President conclude 
that a reduction is necessary , the decision will be communi­
cated to the ac~demic department involved and subsequently to 
the Faculty. Concurrently t he Commi t tee will issue its re­
port to the Faculty . 

The Committee rep resen t s the Faculty in the implementation of 
the decision in accordan ce with the criteria set forth below. 

At the conclusion of its effo r ts the Committee is dissolved. 

( 4) Criteria 

(a) The President's f i nal deci sion of the need for a reduction 
having been reached following the above procedures, the order 
in which positions ar e considered for termination is: 

- Part-time appo i ntments 
- Temporary appointments 
- Restricted appointments 
- Terminal appointments 
- Probationary appointments 
- Tenured appointments 

but in all cases cons i stent with the academic needs of the de­
partment in which the reduction is made. 

(b) If a decision involves mo re faculty members than must be con­
sidered for the reduction , the administration's initia l bas is 
for the reductions in faculty positions shall be the fa culty 
evaluations of all such member s . 

(c) The Committee in conjunction with the department(s) i nvolved, 
identifies to the Vice President for Academic Affairs t he 
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(5) Alternative Service .. .. _ ....... 

(a) An alternative arrangement to provide another position for 
the member at the College is made unless it would result in a 
significant decrease in the quality of the academic offering 
or in the service provided by the position. 

If alternative service within the College is not possible, 
the College will, to the extent possible, assist in relocat­
ing, training, or otherwise compensating faculty members ad­

• ■-■ I . ~ 

versely affected. 

Notice of Termination 

Proper notice of termination of the appointment is given in all 
cases with right to a hearing. Proper notice for tenured faculty 
members is at least one year. 

.. -. 

Alleviation of the Conditions 
---~- .i. 

Should financial or enrollment conditions change within two years • 
following a termination under the provisions of this document, a 
member previously on tenure is offered re~ppointment to the posi-
tion without loss of privileges previously held. Probationary ii-a; 
members are offered reappointment next. Members on restricted, 
terminal, or adjunct contract do not retain preferential considera­
tion. 

Dismissal 
.... ·.= -. 
d 

Dismissal of a faculty member is for incompetence, neglect of duty or mis­
conduct of such a nature as to render the faculty member unfit to continue 
as a member of the faculty. Dismissal is the most serious College action 
against a faculty member and is taken only after all attempts at less 
drastic resolution of the problem have failed. (See Section 7.c.) 

Grievance Procedures ,.. 

.a. Grievance Concerning Conditions of Employment 

.,_ 

r 

Di'Ssa•tisfactions concerning conditions of employment should be brought .to the -. 
prompt attention of the appropriate academic administrators for consideration • 
and resolution. The channel is: .:. 

D~p.artment Chairman 
Dean of the appropriate School 
Vice President for Academic Affairs 
.President 

- If satisfaction is not reached through this means and the faculty member wishes 
to pursue the matter further, the issue may be brought to the Faculty Advisory 
Committee for consideration and recommendation. This written request should be 
addressed to the Chairman of the Faculty Advisory Committee. After considera- _ 
tion by the Faculty Advisory Committee, the written recommendation of the com- .·;~•. 
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mittee will be sent to all academic administrative levels previously involved 
and to the dissatisfied faculty member. Included will be a request that the 
Facu,l;ty Advisory Committee be informed by the Vice President for Academic Af­
fairs of the subsequent agreement or lack of agreement. , No more than 30 days 
shoul ~ trans pi re between receipt of the request by the Faculty Advisory Commit­
tee and the return of the recommendation to the involved parties. 

If the Faculty Advisory Committee decides that a revision of an existing policy 
or an institution of a new policy is appropriate, the Chairman of the Faculty 
Advisory Committee may move on the , floor of the Faculty to recommend a policy 
statement concerning the particular condition of employment to the academic ad­
ministration. A positive vote by the Faculty will direct the Secretary of the 
Faculty to inform in writing all persons in the administratiye channels as 
stat~d above. This action or a negative vote by the Faculty will end the for­
mal consideration of the issue. 

b-. . Grievance Concerning Retention, Promotion or Tenure 

In the event a faculty member considers himself aggrieved by a decision con­
cerning his retention, or the granting of promotion or tenure, he has the 
right to appeal the decision. In order to exhaust his institutional remedy, 
the faculty member would appeal to the following 'in the order given: 

- Vice President for Academic Affairs 
- Faculty Grievance Committee or an ad hoc Faculty Grievance Committee 
- President ---

Board of Visitors 

Any further appeal is to the court system. 

The first step in the appeal process is to request an administrative review by 
the Vice President for Academic Affairs. The aggrieved faculty member requests 
such a reconsideration of a decision in writing submitting any new data which 
are relevant. Should this review fail to result in a settlement of the dispute 
aggreeable to both parties, the aggrieved faculty member may appeal to the 
Faculty Grievance Cammi ttee or upon the request of the faculty member an ~ hoc 
grievance committee shall be established to consider the matter. An ad hoc 
grievance committee consists of 5 faculty members, one person selectedby the 
aggrieved faculty m~mber, one person selected by the representative of the Col­
lege against who~ t~e grievance is filed, a third person chosen by and mutually 
acceptable to the two parties to the dispute and two persons chosen by the 
Faculty Advisory Committee. 

Should both parties fail to select the third member, the FAC will select that 
member. 

The Chairman of the Faculty Advisory Committee implements the procedures estab­
lishing the ad hoc grievance committee and convenes the Committee. 

The purpose of either type of grievance committee is to seek resolution of the 
matter with the minimum of formal procedures consistent with the complete, 
scrupulously fair hearing of the dispute. Should this be possible with in­
formal discussions, that is the entirety of the matter. If necessary, more 
formal procedures are instituted. . These include, but are not necessarily 
limited to, a written statement by the aggrieved of the specific and full na­
ture of the grievance, a written reply from the party against whom the griev-
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ance is addressed, examination of relevant data and documents submitted 
parties, and discussions with the principals in the mtter as well 
persons making preliminary recommendations. 

At the completion of the deliberations of the grievance committee, the Chairman 
transmits the signed written report' of the Committee to the aggrieved faculty 
member, the party against whom the grievance is addressed, and to the President 
At the written request of either party to the dispute, the . report of the gri.ev­
ance committee is reported to the Faculty, ,otherwise the report is not to be 
released or otherwise used. Likewise the deliberations of the grievance commit­
tee are to be considered a confidential internal .matter of that group. 

Should the Committee's report lead to a resolution of the dispute satisfactory 
to both parties or to the President, the matter is concluded. Should the dis­
RUte not be resolved in a mutually accept able manner upon the President's re­
view of the report and recommendations of the grievance committee, the faculty 
member may present his grievance to the Board of Visitors, the final step in 
the process of institutional review. 

During the entire grievance process, attorneys may advise both parties, but may 
not act on their behalf. 

Dismissal Procedures 

A termination of a contract before the end of the specified term for valid rea­
sons other than a financial exigency of the College, discontinuance of a program 
or departmerit:-or medical reason is a dismissal . 

l) Causes 

Dismissal will not be used to restrain faculty members in their exercise 
academic freedom or other rights of American Citizens. Dismissal is the 
most serious College action against a faculty member and is taken only 
after attempts at less orastic resolution of the problem have failed. Ade­
quate causes for dismissal of a faculty member with tenure, or with a pro­
bationary, restricted, or terminal appointment before the end of the 
specified term are: 

incompetence; 
- neglect of duty; 
- misconduct of such a nature as to render the faculty member unable to 

tinue as a member o·f the faculty. Evidence of misconduct shall include: 
a) Conviction fo:ra felony after initial employment 
b) Repeated abuse of alcohol or use of illegal drugs · 
c) Fa1se swearing with respect to official documents filed with the 

College 
d) Repeated disruption of any official College activity 
e) Repeated violation of College Policies 
f) Violation of terms of the employment contract. 

Dismissal .Procedures - Prelimina r.y 

Dismissal of a faculty member with 
stricted, or terminal appointment, 
will be preceded by discussion and 



-~ 
I 

. 

I· 

I 
I 
I 
I··: 

I 
1~-
1 

. I,·: .. · 
"'I 

I --~ 
I _. 

3) 

Discussion 

Discussion will occur between the faculty member, his chainnan, and . 
appropriate administrative officers, Dean and Vice President for Aca- .-­
demic .Affairs, looki_ng toward. a mutual settlement. 

Informal Inquiry -- r • . . -••l • 
.A.r".." • 

The Faculty Advisory Committee will .conduct a confidential, informal 
inquiry into the question of dismissal of the faculty member. The 
Chairman of F.A.C. is charged with assuring that the inquiry is ini­
tiated within one -week subsequent to the Vice President's written no­
tice that a dismissal is being ·contempl_ated and that informal discus­
sions have failed to resolve· the matter. 

The F.A.C. will informally .inquire into the matter to effect i resolu­
tion if possible, and if none is effected, to recommend whether formal 
dismissal proceedings should be instituted. Such inquiry will be com­
pleted by F.A.C. within a three-week- period and a written recommenda­
tion will be forwarded to the Vice President. Such recommendation is 
not binding upon the Vice President . 

~:- I • • • ■ ..a:-
Di sm is sa l Procedures - Formal • :·· ·~ ~[.,:.:•:·. •·::; ~ 

Notice of Intended Dismissal and Statement of Charges 

A notice of intended dismissal and a statement of charges, framed with 
reasonable particularity by the Vice President or his delegate, will be 
forwarded to the faculty member and the temporary chairman of the 

. Faculty Hearing Committee. =f!~•• 
b) Status of the Faculty Member During Dismissal Procedures ~ r-~~•-.. i:/(_ .. ~· 

Pending action by the F.-H.C. ,the faculty member may be suspended, or as­
, signed to other duties in lieu of suspension, at the discretion of the 

President and approval of the Board of Visitors. Before suspending a 
faculty member, pending an ultimate determination of his status through 
the hearing procedures of the College, the Vice President may consult 
with the Faculty Personnel Committee concerning the propriety, the 
length, and the other conditions of the suspension. Salary will con- ~-s . tinue during the period of the suspension. 

Pre-Hearing Meetings ·.-~-"" . 
:,ii:,- .. ~ ~-.... .,,,. . ~ 
r~--•.i- -: .. ~~---

( 1 ) The F.H.C. chairman may initiate, with the consent of the parties r 
concerned, joint pre-hearing meetings of the F.H.C., faculty 
member and the Vice President, in order to (i) simplify the issues, 
(ii) effect stipulations of facts~ (iii) provide for the exchange 
of documentary or other information, and (iv) achieve such other :~ 
appropriate pre-hearing objectiy,es as will make the hearing fair, . 
effective, and expeditious. . 

■ 
Service of written notice of the hearing will be presented to the ] 
faculty member concerned at least twenty calendar days prior to · 
the hearing. The faculty member may waive a hear.ing an-y: ·time with- J.. 

in 10 days prior to the initial hearing date. He may respond to ,; 
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the charges in writing at any time before the hearing. If the 
faculty member waives a heari_ng, but submits a written response 
denying the charges against him or asserting that the charges do 
not support a finding of. adequate cause, the F.H.C. will evaluate 
all ·evidence and rest its recommendation upon this evidence. Such 
a waiver or response must be written and ad~ressad to the Vice 
President with a copy to the Chairman of the Faculty Hearing Com-
mittee. · 

(3) The hearing will be pr ivate unless all parties agree that it will 
be public. 

Dismissal Hearing 

(1) During the hearing proceedings, the faculty member and the Vice 
President wil 1 be permitted· to have an academic adviser and a 
counsel present. 

(2) At the request of either party or the F.H.C., one representative 
of each of one or more responsible educational/professional asso­
ciations shal 1 be permitted to attend the proceedings as observers. 

(3) A verbatim record of the hearing or hearings will be taken and a 
copy will be made available to the faculty member without cost. 

(4) The burden of proof that adequate cause for dismissal exists rests 
with the College and shall be satisfied only .by clear and convinc­
ing evidence in the record considered as a ~hole. 

The F.H.C. may grant brief and reasonable adjournments or con­
tinuances not to exceed 5 working days to enable either party to 
investigate evidence as to which a valid claim of surprise is made 
or upon a showing that good cause for an adjournment or continuance 
exists. 

The faculty member will be afforded an opportunity to obtain neces­
sary witnesses and documentary or other evidence. The administra­
tion will cooperate with the F.H.C. in securing witnesses and mak­
ing available documentary and other evidence. It is incumbent 
upon both parties to submit such evidence promptly so that F.H.C. 
may act within stated time limitations. The F.H.C. may set reason­
able time limits for the completion of these actions by the faculty 
member and Vice President. 

I,.;' 

The faculty member and the Vice President will have the right to ·1~ 
confront and cross-examine all witnesses. Where the witnesses can - ~ ­
not or will not appear, but the F.H.C. determines that the in-
terests of equity require admission of their written statements, 
the F.H.C. will identify witnesses, disclose their statements, and 
if feasible provide for interrogatories. The legal rules of dis­
covery shall not apply in these proceedings . 

In the hearing of charges of incompetence, the testimony shall in­
clude that of qua·lified faculty members from this or other insti­
tutions of higher education. 



(9) 

(10) 

(11) 

( 12) 

(13) 

The F.H.C. will not be bound by strict rules of legal evidence, 
discovery or procedure, and may admit any evidence which is of 
probative value in determining the issues involved. Reasonable 
efforts will be made to obtain the most reliable evidence availa­
ble. 

The findings of fact and the decision will be based solely on the 
hearing record . 

Except for suc h s i mple announcements as may be required, covering 
the time of the hearing and similar matters, public statements 
and publicity about the case by either the faculty member or ad­
ministrative officers will be avoided so far as possible until 
the proceedings have been completed , including consideration by 
the Board of Vi sitor s . The F. H.C . will notify the Vice President 
and faculty member in wri ting of its findings and will present 
each with a copy of the record of the hearing. The F.H ~C. will 
present its findings within 90 calendar days from the date of the 
notice of intended dismissal and statement of charges. Should 
the F. H.C. fail to present its findings within the 90 calendar 
days as stipulated , the dismi ssal case will proceed from the F.H.C. 
to the Vice President fo r Academic /1.ffa irs for his consideration 
and subsequent recommendation as stipulated below. 

The Vice President will make his written recommendation and trans­
mit a copy of the hea r ing record to the President within 10 days 
of receipt of the F.H.C . repor t or the expirat ion of the 90 
calendar day period . 

The President wi ll then make his r ecommendation to the Board of 
Visitors at the next regularly scheduled Board meeting or to a 
special called meeting as determined by the Rector of the Board. 

e) Faculty Hearing Committee and Faculty Hearing Panel 

The Faculty Hearing Committee (F.H.C . ) shall be composed of 7 members 
elected by the Faculty to 2-year tenns, l member from each of the 5 
divisions and 2 members at-large . Coincident with the election of the 
7-member F.H.C., a 5-member Faculty Hearing Panel (F.H.P.) shall be 
e·lected, l from each divi sion . Members of F.H . C. and F.H.P. are not 
precluded from service on other elected faculty committees except the 
Faculty Advisory Committee (F .A. C.) which acts as the informal hearing 
committee in dismissal cases . Members of the Faculty Personnel Com­
mittee (F.P.C . ) may not serve on F. H.C. or F.H.P . because this commit­
tee is also involvedin these matte rs at another stage . A member of 
the Faculty Hearing Panel will mov e t o membership on the F.H. C. , i f and 
when a member of F. H. C. is challenged and membersh i p falls below five . 
Five is the minimum number of members requ i red to act i vate the hear in g 
process by the F.H.C. The orde r of mo ving from the F.H.P . to the F. H.C. 
will be determined by each membe r of the panel drawing a number 1-5 f rom 
a box directly after election. At the time of election the F.H.C . wi l l 
elect a temporary chai rman . Such priority and the name of the t empora­
ry chairman will be reported to the Secretary of the Faculty to be re­
corded in the minutes of the Faculty meet i ng at which the election too k 
place. 
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Should the 7 members of the F.H.C. plus the 5-member F.H.P. fail to 
achieve a 5~member F.H.C. beca~se of challenges, as delineated in the 
procedures, the Faculty will elect 10 membe.rs as a new F.H.P. Accord­
ing to the procedures established above, each will move, one-by-one, 
to membership,- on the F.H.C. until the 5-member hearing committee is 
constituted. · 

Should challenges with cause result in the membership of F.H.C. fall­
ing again below the minimum membership of 5 after challenge, the 
Faculty will repeat the election process as described above to elect 
another 10-member F.H.P. 

This election procedure by the Faculty, or F.A.C. should the Faculty 
not be in session, continues until such time as 5 members remain un­
challenged by stated cause or the membership of the Faculty is ex­
hausted. 

..... 

Members of the F.H.C. deeming themselves disqualified for bias or 
interest shall remove themselves from consideration o:f the case. Both 
the faculty member and the admi ni strati on wi 11 have a maximum of two 
challenges of members of the F. H.C. without stated cause. 

Stated cause is determined to be valid by the membership of F.H.C. 
which remains unchallenged each time at the point of stated cause. 

: 

During the challenge period the temporary chairman of F.H.C. insures 
that the challenge procedures and replacement of successfully challeng­
ed members are appropriately carried out. Should the temporary chair-
man be successfully challenged, a new t iemporary chairman will be .. 

. " 

elected. · ~-._. ··J 

Once the F.H.C. is duly and fully constituted, a member will be elected I i 
by the membership to serve as permanent chairman of the F.H.C. for the 
duration of the hearing of this particular case. 

In the case of subsequent dismissal procedures during a two-year 
period, the originally elected F.H.C. and F.H.P. will be re-empaneled. 

C. Administrative Pol icy on Retirement •~rJ", / ... _... ~-.• .. .. 

•;• .... . ----~ 
L 

The Board of Visitors has established a policy of retiring employees at age sixty-five 
(65) unless exceptional circumstances exist. Exceptional circumstances shall be de­
fined as a situation in which retention of an employee beyond age sixty-five (65) 
would be in the best interests of the College as determined by the Board of Visitors. 

A faculty member who reaches the age of sixty-five may remain on the payroll until the 
end of the contract year in which the sixty-fifth birthday is attained. 

It is recognized that it may be desirable, because of exceptional circumstances, to 
retain the services of certain faculty members beyond the contract year. In such cases, 
a statement of the circumstances must be prepared by the Department Chairman, or, where 
not applicable, the Dean of the appropriate School, and forwarded to the Vice President 
for Academic Affairs. This statement indicates in detail the particular reasons for an 
exception; and includes a recommendation for retention beyond age sixty-five. The 
statement is submitted to the Vice President at least one year prior to the sixty-fifth 
birthday of the faculty member under consideration. A subsequent statement is submitted 



if any of the described conditions change, or if requested by the Vice President. 
Cases meriting special attention are reviewed and where justi fyi _ng circumstances 
exist, these cases are forwarded to the President and the Board of Visitors for 
final consideration and appropriate action. These cases are subject to annual re­
view. A retired professor who continues to teach .loses his tenure and receives a 
restricted appointment. 

Upon retirement, a faculty member who has served with distinction and with at least 
ten years of service at Chri·stopher Newport College (or 7 years at Christopher Newport 
College if he 'has 20 years of teaching/research service to academe or his profession) 
may be awarded the rank of Professor Emeritus upon the nomination with a supporting 
statement by the department, the recommendation of the Faculty Advisory Committee, the 
recommendation of the administration and the approval of the Board. Emeriti enjoy 
many of the rights and privileges they had before retirement including the right to 
faculty library loan privileges, and the use of the College services and facilities as 
appropriate. 

Retirement benefits are currently determined by the State of Virginia under the 
Virginia Supplemental Retirement System (VSRS) and Federal Social Security Benefits. 

I D. Other Administrative Policies Pertinent to Faculty Members 

l. Teaching Loads 

Since the number of hours spent in the classroom or laboratory is not necessarily 
an accurate measure of faculty duties, the College follows a few general principles 
regarding teaching load. A full-time teaching load consists of fifteen lecture 
hours per week or its equivalent which may be assigned in the College's day and/or 
evening programs. Since regular faculty members are expected to play an active 
role in committee work, appropriate professional development, student advising, and 
other forms of service to the department, the College, and the community, the 
usual full-time teaching load consists of twelve lecture hours per week. Teaching 
loads are adjusted, however, when a large number of laboratory contact hours or 
when unusual teaching, research, public service, administrative, or other respon­
sibilities would make the usual number of lecture hours an inequitable burden. 
For example, because of their administrative duties, chairmen of the larger de­
partments have their teaching loads reduced by one course. Reduced course loads 
require the annual approval of the Vice President for Academic Affairs. 

Consultation, Research, and Part-Time Employment 

Christopher Newport College affirms the fact that the members of its faculty are 
professional people and, as such, have commitments and obligations to increase and 
bnoaden their knowledge and skill. It further accepts the premise that, where 
appropriate, limited association of faculty members with governmental agencies, 
professional agencies, organizations (public or pr ivate), or indivi.duals outside 
the institution may contribute to the growth of their competence as teachers and 
scholars. The consultation policies described below have been formulated on the 
philosophy that (1) it is the right of individual faculty members to practice 
their discipline outside the college community, that (2) it is the right of th e 
College to protect itself against demands on faculty members which would interfere 
with their academic development or performance of college duties, and that (3) 
there is need for protection of the facilities and resources of the institution 
from diversion from its programs of education and scholarly activity. 

a. Off-Campus Consultation and Research 
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Off-Campus. Consultation and Research is understood to mean any service render­
ed by faculty members individually or collectively to any individual or to an 
outside institution or agency, commercial or otherwise, the objective of which 
is the advancement of knowledge in fields of endeavor related to a faculty · 
member's employment at Christopher Newport College. This is off-campus work 
outside the faculty member',s normal coll _ege responsibilities and requires only 
the time and special qualifications of the faculty member . No college facili­
ties or services, nor the time or effort of any other college personnel are to 
be used for this work. The activity must not carry college sponsorship. 

,I 
I• 

1) Occasional Outside Activities -:. ... -.~: 
Occasional outside lectures and consultations, membership on prof~ssional 
and governmental committees, creative writing, writing of scholarly books, 
participation in accreditation visits, individual creative endeavor, com­
munity services and related activities, are not included in the above def­
inition as they are considered normal academic duties and are encouraged 

I;.• 

It"! • 

so long as they do not interfere with teaching assignments, research pro­
ductivity and other departmental or college duties of the faculty member. ~ .. 
Recurring Activities • =:- ......,,. •ril-. •• "t"· ■-: ..... : • ·- .-

a) Letters requesting approval for all recurring consultation and re­
search must be submitted to the faculty member's academic department 
for its recommendation and to the Dean of the appropriate School for 
approval or disapproval. A copy of this action will be sent to the 
faculty member, department chairman, dean, and Vice President for 
Academic Affairs before the work is undertaken. 

... " 

An appeal of the decision goes directly to the Vice President to·r 
Academic Affairs. Approval must be renewed annually if the activity 
is going to be continued during the subsequent academic year. ~ ,..

1 
Responsibility of Individual Faculty Member · -.~:'"!,::..~-~f; :-
a) It will be the professional responsibility of the faculty member to 

limit his consultation and research activities so that they do not 
conflict with his primary responsibility as a faculty member. 

It shall be the responsibility of the individual faculty member to 
initiate a written request for approval as outlined in paragraph 2) 
a) above. 

~ 
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Additional Employment on a Scheduled Basis 

1 ) This usually involves employment for compensation extending for a semester 
or more in addition to the faculty member's college responsibilities. 
Such employment may be with CNC or an agency or firm not affiliated with 
the College or may be self-employment in the nature of independent profes­
sional services. A written statement of approval from the Dean of the ap­
propriate School is required before such employment can be accepted or 
undertaken as identified under _ a.2)a). A faculty member is not permitted 
to contract for employment with another public or private college or 
university except upon written authorization by the Dean of the appropriate 
School. ... . . .. 
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• 2) Full-time faculty shall be allqwed to teach one course on an overload basis 
per senester. Except in the most extraordinary circumstances, approved by 

_ _. ..- .- the Dean of the appropriate School., overload contracts will not be issued 
•1 - I ... to regular faculty for daytime classes . In those cases where a reduction .. 

·=--r -:- "!a-: of load is permitted for faculty members for administrative duties, no f; ; 
~ ~~-:■" ~ overload contract will be issued for weekday classes that end before ·.,:j~ •· .. 

I -:.· ... "----:-.-. 6 :oo· p.m. . °":i "Sr~-~ 
c. Grants, Contracts, and Consultation Using College Facilities, Services or ;g-§'~ 

I .• 
--~~-j .. . . 

Personnel . • •~ =.:ri,.-.. 

1) Grants, contracts, and consultation requ i ring the services of college 
faculty and staff and/or the use of college facilities or services must be . 

I 
I 

I 

administered in accordance with (a) the current CNC policy on Grants and ~ 
Contracts (copies are available from the CNC Development Office) and (b) ~~ 
the current regulations of the funding sources . ~=:::-1-. 

) ·-··• .. . . 
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Grants and Contracts are defined as specific arrangements with: 

(1) 
(2) 
(3) 
( 4) 

Federal agencies 
State agencies 
Non-profit foundations 
Business and Industry 

and agencies 

All of these awards are made to the College for the support of the re­
search and other sponsored activities of the faculty member. All funds 
are deposited with and disbursed from the Business Office. Any salary 
and accompanying fringe benefits to be paid from such awards are in­
cluded in the grant or contract budget and must be paid as part of the 
annual compensation through rout i ne college procedures . This becomes 
a part of the total annual compensation which will be defined as the 
original CNC contract amount less the per centage of salary equivalent 
to requested released time plus the amount awarded to the individual as 
salary in the grant . 

.ri . . 
Consultation and Research Requiring College Facilities, Services or 
Personnel 

Occasionally, a faculty member, or a group of faculty members working 
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together, will be requested by an outside organization to provide con-
sultation services involving the use of college facilities or using 
college services or personnel. Such consultation services may be per­
formed if at least one of the following criteria is met to the satis­
faction of and approved in writing by the Dean of the appropriate 
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I . • .. · · --~;,i._=r:·=-•: (1) The project will improve the scientific or professional qualifica- ~ 
-.. · : . · :-~ .•. i.:.,_· tions of the faculty member . _. 

· ~ :._ · ~ ,..-.. ~ (2) The project enhances on-going programs of faculty members making -. 
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. .. 1 

• • ._r .:• -. these programs more complete and comprehensive . *""·-, 
• -, : ~.J: 1 ·.:: (3) The project falls within the category of public service. .-.;::i: ·· : 
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• • ." 1 ~-~• (5) The project does not earn personal remuneration for the partici - · · · _ 
~ •:J· ~- ~ pants. {Projects that do earn personal remuneration are governed ..:· 
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Participating faculty members shall have the right to publish the re­
sults of these studies . . Reference to the College, including names of 
faculty members, for commercial advertising purposes . is prohibited; 
reference may be made to the research publications reporting the work. 

'Leaves-Of-Absence for Other Thari .Edu ca tioria l · Purposes 

Leaves-of-absence may be_ granted to a faculty member for purposes other than those 
enumerated in B. 3. d. 2 )b). Such 1 eaves unrelated to teaching responsi bil i ti es may 
not count for purposes of promotion or tenure. Leaves-of-absence of this type must 
be approved by the Vice President for Academic Affairs, and all terms and condi­
tions of the leave must be stated in writing in advance of the leave. 

Part-Time Status of Regular Faculty 

From time to time, for reasons of health or leave-of-absence, regular faculty 
members may wish to change their full-time workload to part-time status. A number 
of State personnel guidelines apply to such changes, and faculty members contem­
plating a change of status should discuss their plans with the Dean of the appro­
priate School and the Vice President for Academic Affairs. Changes in status re­
quire the approval of the Vice President, and all terms and conditions of reduced 
status must be stated in writing in advance of the change. 

A faculty member whose full-time salary and work status are changed to half-time 
for educational leave purposes may continue coverage under the Virginia Supple­
mental Retirement System for a period of two years and may continue coverage under 
the Group Life Insurance Program for a period of one year. Faculty contributions 
for both programs are reported on the basis of the. faculty member's full-time 
salary, and are submitted through the regular payroll methods. At the expiration 
of the one year period, although coverage under the Group Life Insurance Program 
can no longer be continued, the faculty member may convert his life insurance to an 
individual policy. 

A faculty member who changes his full-time salary and work status to half-time for 
reasons of health may continue coverage under both the Virginia Supplemental Re­
tirement System and a Group Life Insurance Program for a period of one year. As in 
the case of half-time leaves-of-absence, contributions of both programs are report­
ed on the basis of a full-time salary, are submitted through the regular payroll 
methods, and at the expiration of the one year period, the faculty member may con­
vert the group life insurance to an individual policy. In the case of the retire­
ment program, however, the faculty member may then continue coverage for an addi­
tional three years, making a total of four years, while on one-half time status due 
to ill health. Under these circumstances, the four years of service and salary 
credit may not be used toward determining the amount of any disability allowance 
payable under the Virginia Supplemental Retirement Act since the faculty member 
will not be able to submit medical information showing that he was in good health 
during this period. 

College Support of Faculty Professional Development 

Objectives of the faculty development program are , in accordance with the mission 
of CNC, to improve instructional effectiveness and to encourage professional de­
velopment in academic areas, thus in turn making a contribution to the overall 
College corrmunity. 

a. Categories and Priorities of the Faculty Development Program 
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Projects to be supported in this category are those designed to develop 
teaching effectiveness and to pursue· academic research. and/or writing . 
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This category includes traditional academic research., additional traini_ng 
in one's major area, extending expertise in one's academic field, and peda­
gogical development. It is recognized that .academic resea·rch and teaching 
effectiveness are not mutually exclusive and that a single project may well 
relate to both these areas. Priority will be given to those applicants who 
have not previously received a Faculty Development Grant. 
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This grant is available to faculty members who have demonstrated their · · · 'i~ 
competence and commitment to CNC, who have completed all requirements for ·.:.P.i 
the terminal degree except the dissertation, and. whom the department be- • .:J 
li·eves will meet the demands of its curriculum and discipline both current- ~~ ... 
ly. and in anticipation of evolutionary trends. Such departmental endorse- . -~·:,: 
ment does not constitute ~ bindi-ng obligation or commitment by the depart- ~.:.,.C~ 
mentor the College to a future positive decision tenure. -~ ■:-, 
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up to $2,500 for the academic year to enable a faculty member to spend · \r~ 
one academic year away from CNC working full-time toward completing the -Ii..._. 
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dissertation. The grant is non-renewable; only one such grant will be ~ . 
made to a faculty member. ·..--..; -
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•· . + .·~, is eligible for two summer dissertation grants. 
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Faculty members applying for a dissertation grant must choose one category. 
No one will be eligible for both. A faculty member holding a dissertation 
grant must not teach either at CNC or elsewhere during the duration of the 
grant. ... -
Once the dissertation grant has been awarded, the recipient may spend the •..:.· 
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money at his own discretion. However, no separate or additional applica- : ._. ~ 
tions should be made for such items as dissertation typing, expenses, -" •); 
graduation fees, tuition fees, travel to meet with advisers, telephone ~-• : .. _. , 
calls, or travel for defense of the dissertation. :t_.- ..• J •'1 
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Grant requests for seminars, symposia ., and CPA updating are of low priority. ['~ 
The area of Retraining is excluded from the categories of Faculty Develop- .,..i 
ment Grants. Retraining is in the realm of overall College needs and poli- · -
cies; faculty members interested in Retraining should consult the Vice . ~._.: 1 • • • • ' • :I I ;J:_~ ._: .. -. President for Academic Affairs directly. . .. _.-..~ ~ 
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mittee and the Office of the Vice President for Academic Affairs. The 
completed application .'form is submitted by the applicant to the FAC, the 
Department, and the · Vice President for Academic Affairs. The Department's 
recommendation--posi ti ve, n_egati ve, or mi.xed--i s an important pa rt of the 
screening process . The entire Department should meet and participate in 
forming the recolllllendation. The department chairman should forward direct­
ly to the FAC a 1 etter representi_ng depa r.tmenta l opinion on the merit and 
validity of the project by the published deadline. 

The application will be reviewed by the FAC and a recommendation for ap­
proval or rejection will be forwarded to the Vi ce President for Academic 
Affairs accompanied by reasons in the event of a negative recolliJlendation. 
Faculty members applying for grants will be notifi'ed of the FAC meeting 
date :and should be prepared to appear at the meeting to answer questions 
of clarification regarding the project. 

Faculty members· who receive profiessional development awards are required 
to execute a promissory note at 5% interest compounded annually for the 
amount of t he expenses paid by the State. The note and interest are can­
celled in their entirety if the employee continues in the employment of 
the College for a period equal to at least twice that of the period cover­
ed by the grant. If the employee serves for a lesser period, he must re­
pay on a pro-rata basis the proportion of the note and interest which has 
not been fulfilled by employment. The note is to be executed at the date 
of the initial payment, with interest to accrue at the date study is 
terminated; the principal is to be listed at the amount of the approved 
award. 

Each recipient of a Faculty Development Grant is requ i r ed to submit a writ­
ten report on the progress of the project or research at the end of the 
grant period to the Vice President for Academic Affairs with copies to the 
academic department, the Faculty Advisory Committee, and the Dean of the f~ · 
appropriate School. 

Grant Administration 

Frequently faculty members apply for and receive grants from private or governmen­
tal sources to car ry out teaching, research, or public service projects, or to 
finance professional development studies. The Grants Coordinator will assist 
faculty in these efforts by gathering information about grant sources and taking 
care of much of the administrative details involved. A cover sheet for all propo­
sals carries lines for the signature or initials of the researc her or grant propo­
ser, Department Cha irman, Dean of the appropriate School, Vice President for 
Academic Affairs , Vice President for Financial Affairs, and President. The Presi­
dent will not sign any proposal without these signatures indicating t hat t c pro­
posed project is feasible and can be carried out within the parameters of the Col­
lege's mission and the faculty member's responsibilities. 

a. Guidelines and Respon~ibilities 

Adherence to the following 
submit timely and properly 
establish complete records 

Responsibilities of the Faculty Member 
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lt is the responsibility of the faculty member to: 

- prepare the grant proposal with the assistance of the Grants Coordina­
tor (when needed). The initiator of a project will not submit the grant 
request to the funding agency until he has received the approval of the 
President (as provided for on the Proposal Cover Sheet mentioned above). 
This coordination helps assure that allowances for overhead and hidden 
costs are made in the program budget; 

- inform the Grants Coordinator of expenditures quarterly, and needs for 
succeeding quarters; 

- in1'ti ate · expenditures by purchase orders and other appropriate forms 
through the Business Office; and approve invoices for payment. Expenses 
should not be incurred until funds are available through appropriation, 
unless the project is clearly ··understood to follow a plan of reimburse­
ment, and the College is prepared to cover costs prior to reimbursement; 

- prepare, with the assistance of the Grants Coordinator, the required re­
ports to the grantor agency; 

- insure that the Business Office has all vouchers and batk-up material 
needed for future audits by grantor agencies. 

Responsibilities of the Grants Coordinator . 

It is the responsibility of the Grants Coordinator to: 

- assemble information 1.about funding sources, both private and governmental; 
- keep faculty informed of potential sources for research and development 

projects; 
- assist faculty in preparing proposals . in conformance with agency require­

.. men ts, and in time for agency deadlines; 
- prepare forms required by the Commonwealth of Virginia; 
- prepare quarterly reports of expenditures and requests for funds to the 

funding agency; to inform the Business Office of planned expenditures 
. that appropriations may be made. 

Responsibilities of the Business Office 

It is the responsibility of the Business Office to: 

- become familiar with the accounting procedures of the program and 
establish General Ledger accounts and subsidiary ledger accounts; 

- request funds from the grantor using forms pre pa red by the Development 
Office and/or the grantee faculty member; 
deposit funds received with the State Treasurer; 

- on a quarterly basis request Appropriations and Allotments from the 
State Treasurer as advised by the grantee faculty member and/or the 
Grants Coordinator; 
process purchases and payments for same as initiated by the grantee 
faculty member; 

- advise grantee and the Grants Coordinator monthly as to financial 
of the account. 

b. Exceptions to the Guidelines 

In applying for fellowships, scholarships, or 
member may seek assistance from the Grants Coordinator; 

outlined above. 
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Required Faculty Activities 

a. Residence During Academic Calendar 

Faculty members are required to be on campus in the fall .in time to participate 
in the Faculty Workshop, which usually takes place prior to fall registration. 
The regular academic year concludes with spri_ng commencement which. all faculty 
members are required to attend. Faculty members are in residence during the 
academic calendar of registration, classes, and examination. They should, 
therefore, be fully available to students and colleagues during th.is period. 
The beginning and end of each semester are e~pecially critica'l times when stu­
dent advising, registration, grade reporting, and decisions on academic or de- ·· 
gree status may necessitate the ready availability of a faculty member. For 
the pu,rpose of noti fi cation of contract renewa 1 , the ten roonth fi sea 1 year de­
fined by the State of Virginia from September 1 to June 30 will be observed. 

Meetins of Classes 

Faculty members are required to meet their classes at the times and places de­
signated in the Schedule of Classes. Any changes in this schedule must be ap­
proved by the department chairman and the Dean of the appropriate School. 

Absence of Faculty Member from Class 

If an emergency, illness, disability, or anticipated absence should prevent a 
member of the faculty from teaching a class, he should notify the department 
chairman or the Dean of the School as appropriate, and should make every effort 
to arrange for a colleague to meet the class. If an absence should extend be­
yond a relatively short period, the College may have to find a suitable substi­
tute instructor. Every effort will be made to continue, for a reasonable time, 
the salary of the faculty member forced by illness or disability to be absent 
from his duties for a.protracted period. In such cases, it is assumed that the 
faculty member will return to College service upon termination of such illness 
or disability. 

d. Faculty Meetings 

It is a professional obligation to attend monthly Faculty meetings and 
fore required. 

e. Annual Faculty Workshop 

The fa 11 semester usually begins each year for the Faculty with the Faculty 
Workshop which takes place during the week preceding the beginning of fall 
classes. The Faculty Workshop consists of one day of meetings and discussions 
pertinent to topics of College interest. The Vice President for Academic Af­
fairs is responsible for defining the scheduled activities. Faculty participa­
tion is required. 

·Office Hours 

It is required that each member of the faculty be regularly available to 
students for consultation during the academic calendar of registration, classes, 

· and examinations. As a convenience to students and colleagues, specific office 
hours will be posted by each faculty member on the door of the office. 
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Commencement Ceremonies 
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The College holds two commencement ceremonies 
year. Faculty members are required to attend 
demic regalia is prescribed for the occasion . 
sists the faculty with the purchase, loan, or 

• ,I. 

in the course of the academic · ,\ 1• 

each of these ceremonies. Aca- a.\:~ 
The Office of the Registrar as- ,~ 

rental of academic regalia. :;_..; 

Absence from Required Activities • ••, II- - • • ._ ...... 1 • r...:· · r_. 1 ... ~ ..,. I ■ ·-=.II~ - .. 
If faculty members are unable to attend required College activities, the Dean 
of the appropriate School should be so informed in wr.iting together with the 
reasons for the absence. 
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Evaluation of Students • ,t"'II ··+ .... ....:t, ~ . ..... ~ 
Each faculty member has a responsibility to evaluate carefully the quality of r,.:.:·~ 
each student's work, using the evidence of papers, tests, reports, projects, ...-·"I 
classroom performance, and examinations as appropriate. The faculty member -~ 
should indicate to his students at the outset of the course the relative weight 1 
or importance he attaches to each piece of required work in arriving at the ·l 
final course grade. A final examination is, in most courses, an important · .. ~•~ 
part of the evaluation of each student's work. There are some courses, how-
ever, such as seminars , colloquia, studio, or creative writing courses, where ~ 
final examinations are unnecessary or inappropriate. The instructor will de- ;'_-j 
termine whether or not a final examination in a course is necessary .• When an :.:• 
examination is required, it will be prepared and administered according to the -,.· 
policies described in the following sections of this Handbook. "i':'91 

~ ~~,.a.y.,■.:•.t~••: -:.LO.~ 
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:i· 
A grade report is sent at the end of the semester to each student and (where •· 
applicable) to his parents or guardian. In addition, a mid-semester grade re- ·L._. 
port is sent to every freshman indicating his progress in each -course at that ~ 
point. A mid-semester grade report is not sent to an unclassified student. • 
Mid-semester grades are not recorded on the student's permanent record card. · .. -~ 

,■rt -.:. 

Examination Schedule ... - . . . - ~.i,. 
r , 1 ~•• v__-1,!:-•~,~-;' 

The Vice President for Academic Affairs and the Registrar prepare and issue the 
final examination schedule for all courses. It is usually distributed with the 
class schedule at the beginning of each semester. Faculty members may not make 
~ changes in the schedule without the approval of the Vice President for Aca­
demic Affairs. The giving of final examinations during the last week of 
classes is specifically prohibited. If an ·indivi dual student is forced by con­
flict to request a change, his request must be made to the Vice President, and 
it must be approved by the instructor as well as the Vice President before it 
becomes effective. 

"l'l..i 
-: .. 
.... 

Administering Examinations 
- . . "~ . . . T. ....... . I" .. _L ... • ... ..) • - .... I • •• ;i 
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•' 
Except in cases where examinations are prepared cooperatively , each inst rt• ctor • ~ 
is responsible for preparing and administering his own final examinations . In 
pre paring examinations he should use a 11 precautions necessary. Examinations : ·= 
may be proctored at the discretion of the instructor. If examinations are _ ~--

. . . tr~- ... 
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proctored, as a convenience to students who may have questions, an instructor 
should remain in the room for a few minutes after the examination has begun~ 
and return to the room several times during the examination to see whether 
there are questions. Smoking is not permitted. in classrooms during examina-
tions (see Smoki_ng Policy below). · ."'i 
F. l . t· 1!1,•_.. ma examrna 1On papers are not returned to students. Each instructor is -it"'· 
asked to keep them for a semester, or, where practicable, two semesters, and . ..,. 
then to destroy them. During this period, the instructor should respect the 
request of any student who wishes. to review hiiS paper with the instructor. 

Copies of all final examinations are filed in the office of the department 
chainnan. 

Absence from an Examination 

A student may request to be excused from taking an examination at the scheduled 
time by presenting a significant r,eason for the expected absence to the in­
structor before the examination. An excuse on the grounds of illness will be 
accepted when it is verified by a physician and received by the Registrar. The 
instructor should be notified as soon as possible if illness or any other emer­
gency causes a student to be absent from an examination. 

Miscellaneous Policies 

a. Course Descriptions 

The Southern Association of Colleges and Schools requires that a file of course 
descriptions be maintained at the College. Descriptions should include such in­
formation as course objectives, syllabi or schedule of class assignments, re­
quired textbooks, and sample final examination. This file is kept in the Office 
of the Dean of the appropriate School , and is open to any faculty member who 
wishes to consult it. Faculty members are expected to cooperate in the main­
tenance of this file for all courses, /including special topics courses, which 
they are assigned to teach. 

If there is evidence that a specific course is not being taught as described in 
the College Catalogue or according to the description provided in the file in 
the Dean's Office, the concerned party is encouraged to bring the matter to the 
attention of the Vice President for Academic Affairs. The Vice President, ;;n 
turn, will confer with whatever persons are appropriate, e.g., the Dean of the 
appropriate School, Depa·rtment Chairman, the instructor who teaches the course, 
etc. In all cases, the instructor who teaches the course will be involved. If .,._, 
the matter cannot be resolved through a simple conference with the instructor 
of the course, the Vice President will ask the appropriate Dean to conduct a 
detailed investigation and make a formal reply to the Vice President's Office 
concerning the findings of the i nvestigation. Final authority for resolving 
the issue will remain with the Vice President for Academic Affairs. 

Class Ro 11 s 

Soon after the regular registration periods, preliminary class rolls are placed 
in faculty mailboxes. After late registration and section changes are process­
ed, corrected rolls are published. Any discrepancies between the rolls and 
class attendance remaining at the end of the period during which changes in 
registration are permitted should be reported to the Registrar's Office. When 
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registration has been completed and the term is under way, the Registrar's 
Office issues corrected permanent class rolls. ~~ .. ;..::i 
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c. Smoking .Regulations 
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_-i'4 ;i ■"'· ,._ The College has a "controlled" rather than a "no" smoking policy. Smoking is 
not allowed in classrooms with the understanding that any student or member of 
the faculty who finds it necessary to smoke during the class period may retire 
to the hallways where smoking is permitted. This is an official policy of the 
College. Members of the fa·culty are expected to cooperate in its implementa­
tion. 
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d. The Code for Academic Work 

The Code ior Academic Work requires that the work submitted by a student on as- · 
signments and examinations honestly represents that of the student's own ef­
forts. Plagiarism and the giving or receiving of assistance on assignments or 
examinations, except as authorized by the instructor, is forbidden. Should the 
instructor discover firm and reliable evidence of a violation of the Code, he 
should consult the provisions of the Code as set forth in the Student Handbook 
to determine an appropriate course of action. If the student involved denies 
guilt, the instructor must contact the Hearing Examiner of the Academic Hearing 
Boa rd. The matter w·i 11 then be submitted to the Board for adjudication. The 
Hearing Examiner is available to assist any faculty member in the interpreta­
tion and application of the code. 

e. Faculty Travel 

The College recognizes that in addition to travel as required by course in­
struction, faculty professional development is promoted by attendance at pro­
fessional meetings and conventions. To this end, money is budgeted each year 
for the pu·rpose of faculty convention travel. Every effort is made to provide 
suffici.ent funds for each faculty member to attend at least one regional con­
vention each year, or, by arrangement within the department, a national conven­
tion to areas outside the middle Atlantic region in alternating years. 

Process for Establishing and Discontinuing Degree Programs, Majors, Minors, and 
Departments 

The ultimate authority over curricular matters rests with the President and is del­
egated to the Vice President for Academic Affairs. The Faculty participates in a 
recommending role in the decision-making process when degree programs, majors, and 
minors are approved or discontinued and departments are established or abolished. 

a. Process for the Establishment and Discontinuance of Degree Programs, Majors, 
and Minors 
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Each level coordinates with the Vice President for Academic Affairs or the 
of the appropriate School as shown. 

· Each leve.l .recommends approval or disapproval and forwards . it to the next level. 

This same process, steps 1-6, should be followed when the following are 
_-ed: 

- the establishing or abolishing of a minor; 



- changes in distribution requirements; 
- changes in requirements for degree t;racks which affect departments other than 

the degree granting departmen·t. · 

For general information, changes in the requirement for degree tracks that af­
fect Q.!!.1t. the degree granting department should be brought to the attention of 
the Curriculum Committee and the Faculty through the Curriculum Committee. 

In the case of proposed minors. which involve topics courses, Planning/Initiat­
ing Approval may be sought for the purpose of beginning the program on a trial 
basis. This does not constitute the formal final approval for the program. 
The purpose of this first step is information sharing. When the plans for the 
minor are finalized, the usual process must be completed. 

b. Establishment and Abolishment of Departments 

The establishment and abolishment of departments involves the administrative 
organization of the academic program, and falls within the authority of the 
Vice President for Academic Affairs as delegated to him by the President. 

Although the formal · consent of the Faculty is not necessary for the establish­
ment or abolishment -of departments, /the Vice President for Academic Affairs 
will seek the input and counsel of the Faculty as is deemed appropriate in such 
matte.rs. The formation or abo 1 i shment of a 11 paper 11 department wi 11 be communi-
cated promptly to the Faculty and all offices .of the College. 
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