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FOREWORD

This manual has been prepared for the guidandeedftulty at Indiana University Southeast, both fu
time and part-time, and will be issued in reviseahf at least every other year. It is intendede@b
supplement to thAcademic Handbook and theAdministrative Manual published by the university at
large, and th@&ulletin and thePolicies and Procedures Manual of Indiana University Southeast. It will
therefore omit or only mention many items of impottinformation that are discussed in detail irstho
publications. It will also borrow extensively frothose publications (often without giving specific
credit). This has been done to emphasize impopw@lities and procedures and adapt them to specific
problems at Indiana University Southeast, not fmessede or supplant general university policiess Th
manual is intended to provide general guidelingis; mot a contract. In situations not coveredtizy
instructions herein, please consult your dean pestsor.

The policies and procedures contained inlthécademic Handbook apply to the entire University.
When acting in accordance with authority, apprdprizodies and officers of each campus may develop
campus-specific policies and procedures, provitiegt aire not in conflict with those of the Univeysit
Such campus-specific policies and procedures asksped by each campus. In case of conflict,
University policies and procedures naturally govern
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A. MISSION AND ORGANIZATION
A-1. Indiana University

Indiana University Southeast (IUS) is one of tighecampuses of Indiana University. As such, I@®hgs to a
distinguished tradition of academic excellence Wwhiegan in 1820 with the founding of Indiana Unsitsrat
Bloomington. This tradition emphasizes world-claskolarship in the liberal arts, plus professi@ulcation
second to none at the undergraduate and gradwats.ldU is a leader in international educatioithvepportunities
for study in over two dozen locations around thabgl Many of these excellent programs are availablUS.

A-2. Indiana University Southeast

The Southeast campus traces its history to the @&péfing of the Falls Cities Area Center in Jeffaxslle. By
1968, the campus had adopted its present name amfeginning to graduate students with baccalaadEgrees.
In 1973, IUS moved to its modern campus in New AlbaToday it offers more than 50 graduate, undetgate,
and associate degree programs in the fastest ggawaireers, to a student body numbering approxisn&t2D0.

Dr. Gerald O. Haffner, late Professor Emeritus @ftéty, wrote a brief, informal history of IUS caueg the period
1941 to 1973.

A-3. Mission and Vision
Mission

Indiana University Southeast is the regional cangfuadiana University that serves Southern Indiand the
Greater Louisville metropolitan area. As a pubbenprehensive university, its mission is to proviigh-quality
educational programs and services that promotestudarning and prepare students for productitieeciship in a
diverse society, and to contribute to the intellattcultural, and economic development of theaegits academic
programs include a comprehensive array of bacosgé@degrees, a limited number of associate degrrds
selected set of master's programs. The campusnsnitted to offering educational programs and sewiwhich
promote and support diversity in all its aspectse Taculty engage in research and creative aesvitihich
strengthen teaching and learning through inquity both the content and the pedagogy of the diseipland create
opportunities for students to engage in appliechieg. Finally, members of the campus communitycanmamitted
to using their professional and personal expettisldress the intellectual, cultural, and econaaielopment
needs of the campus's service region. In sum, @sion is to be a challenging, innovative and sujy®learning
community committed to the intellectual and sogi@wth of students, to the cultural and economiti-ixeing of
both Southern Indiana and the Greater Louisvilléropelitan area, and to the advancement of knovdedghe
context of a global society.

Vision

Indiana University Southeast will become an outditagn regional university by achieving excellencalhits
programs and activities, and by providing a braawje of high quality professional services to themunities in
its service region. Indiana University Southeagpiras to be and to be recognized as a top-tieonagi
university.

Commitment to Diversity

U Southeast strives to continually strengthen amatove diversity in its programming, hiring, stutlezcruitment,
business practices, and outreach. Creating a @iversmpus in population, programming, and enviroririgen
essential to fulfilling our academic mission. TheS$outheast definition of diversity includes sutla@cteristics as
age, color, disability, ethnicity, gender, marg#dtus, national origin, race, religion, sexua¢otation, veteran
status, and socio-economic status.



A-4. Academic Programs

IUS offers the following degree programs Conceitret or tracks within programs are shown in paresgis.
Students who need advice about degree progranestificates should contact their respective scloodalivision
office to arrange for an appointment with an advigall-time freshmen are usually assigned an aalvighe
Academic Success Center is the academic divisioalfmew students entering Indiana University Beast except
those who have met the requirements to transfectiljrto the school of their choice. After the fisemester the
responsibility of advising is transferred to thé®al containing a student’s chosen program, exiceghose
undecided majors.

Four Year Degrees

Biology, B.A., B.S.
Business (Accounting, Economics, Economics ardi®®&olicy, Finance, Information and Operations
Management, Management, or Marketing), B.S., B.A.

Chemistry (Biochemistry), B.A., B.S.

Clinical Laboratory Science, B.S.

Communication (Advertising, Speech, Theatre, lnedfre-Business), B.A.
Computer Science (Information Systems or Matlei$at), B.S.

Criminal Justice, B.S.

Education (Elementary Education, Secondary Eéwutabr Special Education), B.S.
English (Writing or Literature), B.A.

Fine Arts (Ceramics, Drawing, Graphic Designnag, or Printmaking), B.A.
Fine Arts (Ceramics, Drawing, Graphic Designnfag, or Printmaking), B.F.A.
French, B.A.

General Studies, B.G.S.

Geosciences, B.A.

Germanic Studies, B.A.

History, B.A.

Individualized Major, B.A.

Informatics, B.S.

International Studies, B.A.

Journalism, B.A.

Mathematics, B.A.

Mathematics, B.S.

Music (Business, Composition, Performance, ohhetogy), B.A.

Nursing (RN to B.S.N. completion program avaitggbB.S.N.

Philosophy (Philosophy or Religious Studies), B.A

Political Science (Traditional or Public ServicB)A.

Psychology, B.A.

Sociology, B.A.

Spanish, B.A.



Graduate Degrees

Business Administration, M.B.A.

Education, (Counseling, Elementary EducatiorSerondary Education), M.S.
Liberal Studies, M.L.S.

Strategic Finance, M.S.S.F.

Joint M.B.A./M.S.S.F.

Other Degrees and Certifications
Two Year Degrees

Accounting, A.S.

Biology, A.A.

Business Administration, A.S.
Communication Studies (Communication or Theate),
Computer Science, A.S.
Economics, A.A.

English, A.A.

General Studies, A.G.S.
Journalism, A.S.
Mathematics, A.A.

Music, A.A.

Physics, A.A.

Certifications

Post-Baccalaureate Certificate for Business Bsidaals

(Accounting, Economics, Finance, General Busined$srmation and Operations Management, Management
Marketing)

Certificate in Coding Technology - [Medical Cod]n

Certificate in Medical Transcription Area Cédate in Women and Gender Studies
Purdue School of Technology

Four Year Degree

Organizational Leadership and Supervision, B.S.

Two Year Degree

Computer Graphics Technology, A.S.

Electrical Engineering Technology, A.S.

Mechanical Engineering Technology, A.S.
Organizational Leadership and Supervision, A.S.



Students may pursue minors in all degree-grantisgjlines. A Research Honors Minor and minors uip&vision
and Women/Gender Studies are also offered.

In addition to these degree programs, credit amdanedit courses in many other fields are availablkS.
Complete information regarding degree programscauses can be obtained from thiS Bulletin.

The university has established a Professional BeaProgram whereby students may learn and eadit ¢ogvard
graduation for work in business, industry, and gomeental or non-profit agencies. Students inteckst this
program should be referred to the director of qaseevices and placement.

Honors Program

The Honors Program at Indiana University Southsadésigned to serve the needs and interests blfyhigotivated
students who seek a stimulating and exciting acaderperience and formal recognition for completing
challenging program.

Students accepted into Tier One of the Honors Rrodrave the opportunity to choose from at least one
multidisciplinary honors elective offered each ssteg as well as a two-semester seminar sequélezeGiommon
Intellectual Experience | and Il. Honors H103, finst course in the sequence, is typically takethie fall, while
Honors H104, the second course in the sequenoffeigd in the spring. These courses are offeyedlimited
number of Honors students by an instructor wholtees carefully chosen for his or her teaching eigeeand
desire to mentor Honors students.

Additionally, these courses are designed to fudfillected goals of Indiana University Southeast'seBal Education
program, permitting students to participate inghegram without slowing their progress toward tbenpletion of
their degree program. Honors H103 fulfills the gieh education requirements usually fulfilled byglish W131 as
well as the diversity requirement, while H104 fildfithe requirement usually fulfilled by Speech $Had the
critical thinking requirement.

Students accepted into Tier Two of the Honors Rnoghave the opportunity to take two multidisciptinonors
electives. In addition, students may complete andtis track of their choice. In order to addréssneeds of a
diverse student population, the Honors Programretfee following tracks: Discipline-Based Hondtgnors
Research Minor, and Individualized Honors.

Honors courses explore important topics in depitough a multi-disciplinary approach. The pacehef tourses,
and the level and quality of work expected of studeequires that participants be self-motivated, that they
exercise good time-management skills; howeversithall size of each Honors class (fewer than 18estisdper
section) insures group discussion, interaction wWithinstructor, and focused guidance and suppa&ach student's
academic goals.

In addition to taking Honors classes, members @Hbnors Program patrticipate in various co-curgcalctivities,
including group projects, attending cultural eveatsd participating in the Upper Mideast Honors féoence in the
spring of their first year at IU Southeast.

For more information, please contact the HonorgRm atiushp@ius.edu The Honors Program telephone number
is (812) 941-2587.

First Year Seminar (FYS)

The first year seminar courses are special codiosdsst year students to enhance their academicsacial
integration into college. FYS provides an introtifure to the nature of higher education and a gémerantation to
the functions and resources of the university. diw@se is designed to help first year studentssadp the
university, develop a better understanding of gaering process, and acquire essential acadenvivaluskills.



The course also provides a support group of stedar critical transition by examining problemsreoon to new
students. Faculty who know the IUS campus wetliliea FYS courses. Most often, these are full-fawalty or
part time faculty who have been recommended byaa ded who have five years of experience on oupoam

Each incoming student is in a small class withcaltyg member and the student gets to know the facoémber in

a special way (as a mentor, really) and often famfeaionships with other students that last thiaug the college
years. The Passport and required extracurricuégatimgs for the freshmen ensure that they parteipacollege by
doing more than just going to class. Each incorstngient receives training in library usage, leainsut the

writing center, enhances their social skills whiténg group work, analyzes their time managemeilissis
introduced to a variety of different study strag=gand learns about the variety of opportunitieslale to them at
college. Each course uses the IUS Student Sucaeds @r the FYS component of the course. This lveas been
designed specifically for our campus to work weithwour students. Chapters have been written bylfiaand staff
on our campus and the information provided in & will be invaluable for the students as theyndheir degree at
IUS.

FYS is IUS’ major investment in enhancing studetémntion on this campus. Students who take a RXfgitheir
first semester are more likely to return the folilogvsemester than students who do not. Instrutienefit from the
satisfaction of helping new students get off tamadjstart and the joy of some special relationswiis students
that will last. They also benefit from the camamael with colleagues from across the campus whaedécated to
the same purposes. This camaraderie is promotedgh informal biweekly discussions. Retreats ald pprior to
each semester to highlight new materials, techsigueesearch relevant to the teaching of FYS. fliega FYS
course is given consideration in annual reviewsviing a dedication to the success of first-year etisl Faculty
also gets compensation tax-free for each FYS cdatgght.

The standard times for 3-credit classes (4 withR¥&) meeting twice a week are (times in parenthese if you
want a 5-minute break in the middle):

9:05-10:45 (9:00-10:45)
11:00-12:40 (11:00-12:45)
12:50-2:30 (12:45-2:30)
2:45-4:25 (2:45-4:30)
4:15-5:55 (4:10-5:55)
5:35-7:15 (5:30-7:15)
7:30-9:10 (7:30-9:15)

Appropriate schedules can also be developed foedicclasses, 2-credit classes, classes thataneeta week, etc.
The important thing is to add 50 minutes per weethé class and to try not to interfere with ottlass time periods
any more than necessary. Please contact FYS DiBotmna Dahlgren at ddahlgre@ius.edu; tel. ext2268 gain
information and reactions from anyone who is teaglain FYS.

International Education
As a leader in international education, the Offi€énternational Affairs at Indiana University plides support and

resources for international education efforts dhtampuses. For available services and relatdidips, consult
OIA’s website atittp://www.iupui.edu/~oia/

IUS has a faculty with strong interests in inteio@édl education. It also has an International Stsigirogram, which
is an interdisciplinary major that provides studenith a foundation drawing from history, economieslitical
science, geography, and foreign language and eutudies. Consultttp://www.ius.edu/intstudie$dr more
information.

A-5. Academic Schools and Divisions



To facilitate the growth and coordination of thademic programs at IUS, the various academic disegphave
been grouped into eight academic units as follows:

1. School of Arts & Letters

Communication Studies
Theatre

English

Fine Arts

Modern Languages
Music

Philosophy

2. School of Business
Undergraduate Programs

Business
Business Administration
Economics

Graduate Programs

Business Administration
Strategic Finance
Post-Baccalaureate Certificate for Business Prifieals

3. Division of Continuing Studies (a unit of the 8¢hool of Continuing Studies)
Credit Programs

General Studies
Supervision
Occupational Safety

Noncredit Programs

General Audience Programming
The IU Southeast Diversity Academy

e The Program in Languages

e The Program in Culture and Lifestyle

» The Diversity Leadership Program (Proposed)
Project AHEAD® Enrichment Programming for Children
Contract Training (Business/Industry/Safety)

4. School of Education

Counseling

Elementary Education

Masters in Elementary-Secondary Education, additiboensing areas
School Administration, Supervision, Education Laatigp Program
Secondary Education

Special Education



Transition to Teaching
Additional Licensing Areas

5. School of Natural Sciences

Biology

Chemistry

Clinical Laboratory Sciences

Computer Science

Double Majors - Biology and Chemistry, Mathematicsl Computer Science, Mathematics and Education
Environmental Science

Geosciences - Astronomy, Geography (Physical GebgraCartography, Environmental Conservation), Ggpl
Informatics

Mathematics

Health Information - Medical Transcription, CodiSgecialist

Physics

Pre-Allied Health Science - Health Information Teclogy, Paramedic Science, Radiography, Cytoteduyyol
Health Information Administration, Medical Imagifig¢chnology, Nuclear Medicine Technology, Radiation
Therapy, Respiratory Therapy, Health Sciences BaugaOccupational Therapy, Physical Therapy

6. Division of Nursing (a unit of the 1U School Nfirsing)

Bachelor of Science in Nursing
RN-BSN Mobility Program

7. School of Social Sciences

Anthropology

Criminal Justice

History

International Studies
Journalism

Political Science
Psychology

Sociology
Women’s/Gender Studies

8. Purdue College of Technology Statewide Programs

Electrical Engineering Technology
Mechanical Engineering

Computer Graphics Technology
Organizational Leadership and Supervision

A-6. Faculty Meetings

A general faculty meeting for all members of theulty and staff at IUS, both full-time and part-&mis held at or
near the beginning of the academic year. At tléeting new members of the faculty and professistadf are
introduced, awards for distinguished teaching asgarch are presented, and the chancellor disdhesstate of
the campus and plans for the year. All faculty rbers should plan to attend this meeting.

Another general faculty meeting may be held nearetid of the academic year to hear reports frormutises and
boards.



During the year the chancellor may call additiomaletings of the faculty to report on current depeients and
problems at the university. Ti@onstitution of the Faculty Senate provides that the Faculty Senate or one-third of
the faculty may request the chancellor to call megel faculty meeting to review matters beforeRaeulty Senate.

Deans call and preside over faculty meetings adete® discuss problems and plans.
A-7. Faculty Senate

The Faculty Senate, composed of elected senatmssenting the academic units, deans and certaimadrators,
is the academic policy-recommending body at I[U&e Faculty Senat€onstitution andBy-Laws are included as
Appendix | at the end of thidlanual.

The officers of the Faculty Senate are: the pssdidwo members of the Executive Committee, ard th
parliamentarian, all of whom are elected facultymbers. The work of the Faculty Senate is facdidaby a number
of committees that are described in @anstitution andBy-Laws.

A-8. Faculty Board of Review

In the spring of each academic year, the electedtses elect a Faculty Board of Review (FBR) acicaydio the
rule and procedures outlined in By-Law 3 of theltgcSenate Constitution (see Appendix).

The jurisdiction of the Faculty Board of Review Blextend to issues of academic freedom, discipldiemissal,
salary adjustment, and the nature and conditiongook, as well as matters of promotion, tenure @@abpointment.
Information about the purview of the Faculty Baaod Review and their procedures can be founderitth
Academic Handbook and in By-Law No. 3 (see Appendix

A-9. Administrative Organization
IUS has been organized into the following admiaiste units to accomplish its mission:

Office of the Chancellor
Chancellor
Equity and Diversity

Office of Academic Affairs

Vice Chancellor for Academic Affairs
Academic Units:

Arts and Letters

Business

Continuing Studies

Education

Natural Sciences

Nursing

Social Sciences

Institutional Research & Assessment
Library

Regional Economic Development Resource Center
Registrar

Liaison/Coordination with:

Purdue Statewide Technology Programs

Associate Vice Chancellor for Academic Affairs



Diversity Coordination
Academic Publications
Faculty Development
Institute for Learning and Teaching Excellence
Student Development Center
First Year Seminars
Liaison for: IHETS
Virtual Indiana Classroom
21% Century Scholars Offices
Grants Support

Dean for Research

Research & Grants Administration
Student Research Conference
Applied Research & Education Center

Office of Administrative Affairs

Vice Chancellor for Administrative Affairs
Accounting Services

Bursar

Purchasing

Capital Asset Management (CAMS)
Bookstore

University Police

Human Resources

Paul W. Ogle Cultural and Community Center
Physical Plant

Mail Services

Office of University Advancement

Vice Chancellor for University Advancement
Alumni Association

Development

Marketing

Public Relations

Office of Student Affairs

Vice Chancellor for Sudent Affairs
Academic Success Center
Athletics

Campus Life

Career Services

Center for Mentoring

Disability Services

Financial Aid

Personal Counseling

Assistant Vice Chancellor for Enrollment Management and Director of Admissions
Admissions

Office of Information Technology and Community Engagement
Vice Chancellor for Information Technology and Community Engagement
IT Media and Web Services



IT Support and Communications
IT Systems and Operations

A-10. Duties of Principal Administrators

The following descriptions of responsibilities afnse of the principal administrative positions m&jyphyou decide
with whom you should discuss a particular matter.

1. Chancellor

As the chief executive officer of an IU campus, thancellor is responsible for the total operatbthe campus
and is accountable to the Board of Trustees throlglpresident. The chancellor assures that caaffaiss are
conducted in accordance with the policies and phoes of Indiana University and all relevant stttdutes;
oversees the development and enforcement of albgaimolicies, plans, and regulations; and devedoissuper-
vises the administrative organization. Communaetibetween the Office of the President and theponamand
between IUS and its public in the geopolitical cegare a special concern. Among the chancellatisslare
overseeing the recruitment, appointment, and priomaif all persons employed by the campus; prejmrateview,
approval and implementation of budgets, fiscal plamd academic programs; and the developmenttdizdtion
of the physical facilities. The chancellor presideer the Administrative Council, the Campus ExeeuCouncil,
and the Board of Advisors.

2. Vice Chancellor for Academic Affairs

As the chief academic officer of an IU campus,\ttlee chancellor for academic affairs is accountabline
chancellor for the quality, development, coordioatand promotion of all academic and noncredit o and
courses on the campus. The vice chancellor ov&raed makes recommendations to the chancelldreon t
recruitment, selection, evaluation, compensatioomption, tenure, termination, granting of leawas] assignments
of faculty members and other academic personnkeé vice chancellor has overall responsibility feripdic review
of academic programs and for regular assessmestidént academic achievement and institutionatgéfeness for
the purpose of program improvement. The vice cbldlarcrecommends allocation of resources to theledc units
and support departments, and supervises their bsidgdéong with the associate vice chancellor\ttee chancellor
oversees the development and utilization of legrn@sources, including the Library, and developgmams to
improve the quality of teaching and learning, toairage and support faculty research and creativk,vand to
promote the cultural and intellectual growth of #obmdemic community. The vice chancellor chaiesAbhademic
Council, supervises the academic advising of stisdemd oversees preparation of 8abkedule of Classes and the
IUSBulletin.

3. Associate Vice Chancellor for Academic Affairs

The associate vice chancellor works as part chddeship team to advance the campus's strategiclage the key
areas of equity and diversity, faculty developmentollment management, and related academictiuém Direct
reporting units include the Institute for Learniugd Teaching Excellence, Student Development Cefitst Year
Seminars, and 21st Century Scholars Offices. Thecite vice chancellor edits tRaculty Manual, thelUS
Bulletin, and other Academic Affairs publications, suppthts development of institutional grants, and seages
IHETS Service and VIC Liaison.

4. Dean for Research

The dean for research provides information on irkeand external funding opportunities, and adrténssfunded
research in both pre-award and post-award phages.dean for research is responsible for compliavitteall
federal and university regulations governing thetgetion of human subjects and the humane treatofentimal
subjects. Additional information on research opyaities, policies and procedures may be founthélWs
Research Policy Manual.



5. Vice Chancellor for Information Technology andn@nunity Engagement

The vice chancellor for information technology aminmunity engagement provides leadership, planmind,
coordination of information technologies includiogmputing services, media services. The vice chHiamdeads
the Information Technology Advisory Committee aagimember of several standing committees with the
objectives of delivering timely and appropriatehteclogy services to all campus constituenciesadiition, the
vice chancellor is the campus representative oveusity-wide information technology committees quaditicipates
in the development of information technology stadddor all Indiana University campuses.

6. Academic Deans

As the administrative officer in charge of an acameschool, the dean is responsible for its edooatiprograms
and related activities and is accountable to the ghancellor for academic affairs. The deandpaasible that the
affairs of the school are conducted in accordaritie tive policies and procedures of Indiana Unitgrand 1US,
and relevant state statutes. After consultatidh thie faculty, deans develop and administer pedigplans and
regulations for their schools. With the assistamfcine faculty, they prepare academic program gsafs and
implement them after approval. They are respoedi implementation of periodic reviews of acadepriograms
within their units and for regular assessment ofleht academic achievement for the purpose of anogr
improvement They recruit, evaluate and administer persomméiié school, including recommending appointment,
promotion, tenure, termination, salary, office geaients, and teaching or other work assignmenrds afipropriate
consultation with the faculty. The school deareppre the school's operating budget and admiriistéscal
affairs. They call and chair faculty meetings, @pfing committees when needed to assist in theradmation of
the schoalThey represent the school and work with exterrelediolders as appropriate. Maintaining
communications within the school and with othertsirsupervising academic advising of students, liendf
complaints from students, encouraging excellendeaohing and research, and assisting in the pmiofea
development of the faculty are other important oesibilities.

7. Program Coordinators

Program Coordinators are appointed by the chancelmn recommendation of the deans and vice claner
academic affairs, to coordinate each approved égg@gram. Working under the supervision of thandand in
consultation with colleagues, the program cooraingt responsible for scheduling courses and dédzening
experiences so that students in the program hamaagearning opportunities and can meet degrgairements.
The coordinator recommends appointment of part-famalty and oversees their work. The coordinagor i
responsible for implementing the program’s planassessment of student academic achievement fputpbese of
program improvement. The coordinator advises stisdeith regard to matters such as academic stgndéegree
requirements, career opportunities, and gradudieot@dmission requirement$Vhen needed, the coordinator calls
and chairs meetings of colleagues to discuss cilurit, courses, degree requirements, student pmgraschase of
equipment and materials, and similar matters.

Position descriptions for other administrators barfound in théUS Policies and Procedures Manual, which is
available in each unit office.

A-11. Appointment of Academic Administrators

IUS uses search and screen committees to advike Belection of academic administrators. Commestire
appointed by the chancellor and may include adtnatsrs and students, as well as faculty. Admiatets with
campus-wide responsibilities have their performaame offices reviewed every five years in accoréanith a
policy adopted in 1997.

1. Vice Chancellor, Assistant or Associate Vice &twlor



In the search for a vice chancellor or an assigiaassociate vice chancellor, the faculty of daatcalaureate
degree-granting unit with at least five full-timectilty members shall choose two nominees to be istglinto the
chancellor. From this list the chancellor shajp@ipt one or more members from each school. Toatiamembers
thus appointed shall constitute two-thirds of tbenmittee. The remainder of the search and screemittee for
an assistant or associate vice chancellor shdlldecat least one staff member directly under ithditvidual's
jurisdiction.

After its appointment, the committee meets withe¢hancellor and/or the vice chancellor for acadeaffairs to
discuss the position and the desired qualificatiolise committee chair sends out announcements and
advertisements of the vacancy, receives and aclaumek letters of inquiry and supporting papers,vameh
necessary, requests additional information. Tlardéb responsible for preparing the necessarynaffiive action
forms.

The committee screens the candidates and submaitsatines and credentials of those candidates éveslishould
be interviewed. After securing the concurrencthefchancellor, vice chancellor, and affirmativéacofficer,
preferred candidates are invited to visit the casrfpu interviews with all interested parties.

After the interviews have been completed, the $eaptnmittee sends to the chancellor or the vicaobléor an
evaluation of the candidates who have been inteede listing acceptable candidates in order ofgrefce and
indicating which candidates are unacceptable. cHamcellor or the vice chancellor may discuss tralirlates with
the members of the committee and may request thaoritinue the search. When the decision is maddhae
recommendation for appointment prepared, each meaflike committee will be notified of the final @ice.

2. Dean

Deans of schools are appointed for the fiscal gedrare normally expected to serve a term of theees. A search
for a dean shall be initiated during the third yeba term, or sooner if requested by the chancehe vice
chancellor for academic affairs, the present dean,two-thirds majority of the members of the agait unit
(school or division).

If the current dean applies for reappointment, raroittee elected by the faculty of the school wilhduct a review
of the dean. The review will consist of the contegts collecting input for all relevant constitua(i.e., faculty,
staff, students, chancellor, vice chancellor, tharg etc.), analyzing the data, and reporting firadings to the unit
faculty and the vice chancellor for academic a$faithe input should include (but not be limitefisorveys of
and/or written reports from the various parties apdn meetings with the committee. After reporiisdindings,
the committee will poll the unit faculty to determiif they choose to recommend reappointment ofiéza or to
open the search to additional candidates.

When a search is initiated, the faculty of the stistall elect the members of a search and scr@amdtee to
nominate candidates for its recommendation. A nitgjof those elected should be members of the alciad
should reflect a broad range of the disciplinesesgnted in the school. The committee must aldode at least
one adjunct faculty member from the school an@att one faculty member from outside the schodlerAts
election, the committee shall be convened by the ghancellor for academic affairs to discusseisponsibilities
and to oversee the election of a chair for the cittem

Normally a dean will be chosen from among the figcol the school. The search may be opened toidates from
off campus however, if that is deemed approprigtéhb chancellor, the vice chancellor for acadesafiiairs, and
the faculty of the academic unit.

The committee chair shall send out announcemertsdvertisements of the vacancy, receive and adienige
letters of inquiry and supporting papers, and regjadditional information when necessary. Therobiaa
designated affirmative action monitor shall alsegare any necessary affirmative action forms andreghe
concurrence of the affirmative action officer apegpriate stages of the search and screen process.



In the case of an external search, the committelk streen the candidates and determine whicheshtkhall be
given further consideration.

Such external candidates, and all internal canéglahall be invited to interviews with the facuwfithe school, the
vice chancellor for academic affairs, the chancetiod other parties as deemed appropriate bydimenittee.
When the interviews have been completed, the camenithall provide an opportunity for interestediparto
submit comments for its consideration.

The committee shall then inform the chancellorwive chancellor, and the academic unit of its eaabn of the
candidates who have been interviewed, indicatiegstrengths and weaknesses of each of the carslidate

The school's recommendation shall be determineal dBcret ballot of the faculty of the school. Fgcwill be
those members of the school with full-time contimuappointments during the current academic yeagm the
chancellor and vice chancellor for academic affaiRrovision shall be made to 1) ensure that latial provided to
all faculty members well in advance of any balleadline and 2) provide a means on the ballot ficating
whether or not each nominee is recommended bydtex,\and for indicating an order of preference agie
nominees recommended should the voter recommengl timan one. Only those nominees recommended by a
majority of the faculty of the school voting shiaét deemed recommended by the school. If moredhamominee
is so deemed, the tally of the order of preferarates shall be included in the school's recomméuomlat

The search and screen committee shall report thaoss recommendation in writing to the chancelibe vice
chancellor for academic affairs and the facultyhef school. In the event the chancellor or tlee ehancellor is
unable or unwilling to agree to the appointmena oécommended individual, he or she shall commumiitas
result to the committee and shall request anotmmmendation. The committee shall then repottdeaision to
the academic unit and the candidate(s) recommemaeicthe school shall reopen the search.

If a search is not completed by the beginning efl#ist week of the spring semester of the yearhiciwit is
initiated, an interim dean shall be appointed tesentil the search for a replacement is completdtch shall be
no later than the end of the fall semester.

Whenever the appointment of an interim dean is sea1g, either because a dean becomes incapaatated
otherwise unable to carry out the duties of the&cefbr because a search is not completed, thectigecellor for
academic affairs and the search and screen corenitteif no search and screen committee existagdnoc
committee elected by the school) shall meet anchragreement on a suitable member of the facultij@chool.
That person shall then be appointed by the vicac#itor.

A-12. Administrative Council

Comprised of the chancellor, the vice chancellitrs, associate and assistant vice chancellors, thed o
administrative officers that the chancellor mayrdesppropriate for service in this administrativewgy. This group
meets monthly and is advisory to the chancellor.

A-13. Academic Council

Composed of the academic deans and a few othéedhatministrators, the Academic Council is chabgdhe
vice chancellor for academic affairs. Its functisrio discuss problems, policies and procedurexafiemic
administration.

A-14. Executive Council

This council comprises the chancellor, the vicencle#lors, the associate and assistant vice chansgficademic

deans, representatives of the faculty senate, gsiieal staff council, staff council, student goweent, and other
administrative officers that the chancellor mayrdesppropriate. The Campus Executive Council mmetsthly



and serves as a primary communications group fopcoa constituents. It also serves as a forumisaudsion of
campus planning priorities.

A-15. Planning Process

IU Southeast employs a cyclical planning proceasithdesigned to integrate periodic strategicmilegnwith
annual planning and budgeting and with assessnissttident learning and institutional effectiveness.

There is a campus-wide strategic planning procggeoaimately every five years. This process isctmted by a
planning committee that is broadly representativia® key stakeholder groups. The process begittsar
comprehensive examination of the campus’ curreahgths and weaknesses in the context of the emagat in all
its relevant dimensions. This phase explicitlyadata review of data on institutional effectives.e§he planning
committee then defines major goals and objectinelssets out specific strategic initiatives for tiext five years.
An implementation plan is prepared which specifteseach initiative: what its priority is; who issponsible for
carrying it out; what the time frame is for its qoletion; how success will be evaluated (link toegssnent); and
what the estimated costs are (link to budgeting).

Annual planning is driven by the strategic plarack unit establishes its goals and objectiveshfieryear based on
the plan for implementing the initiatives from threerall plan. Some units also engage in their strategic
planning process and develop goals, objectivesratigtives that support those in the campus pldarhe annual
budgeting process, which occurs each spring, taltesccount the priorities defined in the stratggan for the
upcoming year. The multi-year nature of the plso allows for budget planning that extends beyiwedannual
budget cycle.

A-16. Campus Committees

In addition to the councils described above, twies/of committees are used at IUS. Faculty Sersse
committees to carry out its responsibilities; merstae elected by the new Faculty Senate pridrdcstart of the
new academic year. (See the Appendix for a ddsmmipf Faculty Senate committees and their duses; current
IUS Campus Register for membership).

Administrative committees are appointed annuallyh®/chancellor to aid administrators in makinggol
decisions. It has been found that the group deltimn and oral interchange of ideas in the conamitheetings
usually produce better solutions to the problemsdeby the university.

The duties of each of the committees are listatierhope that this will prevent duplication of effand give
direction to the deliberations and activities ofleaommittee. All members of the faculty and staff invited to
offer suggestions to any committee if they wish.

The administrative committees are listed in alptiabeorder for your convenience. (See curiéis Campus
Register for membership.)

1. Campus Budgetary Advisory Group (CBAG)

a. To advise the chancellor and provide recommantiabn budgetary and other fiscal matters on againg basis
b. To serve as a source of information regardiegotidget process and budget decisions for cammstit@ncies
at IUS.

2. Campus Facilities and Environment Committee

a. To receive, present and evaluate suggestionstfre campus community concerning matters of safietly

security.
b. To evaluate the effectiveness of the assignistysand security personnel in the performancéeirtduties.



c. To develop and evaluate campus policies andcepges related to campus safety and securityatfictcontrol
and parking, and to the storage, use and disppgifimaterials identified as hazardous, in comgkawith the
federal and state regulations.

d. To oversee compliance with OSHA regulations digg blood borne pathogens and to ensure that all
departments in which employees are potentially sgddo blood borne pathogens develop exposureatqhans,
offer employees appropriate protection, and protidiming annually.

e. To make recommendations to the administratigarddng campus buildings and their furnishingskipay areas,
site development, and energy conservation.

f. To hear and determine all appeals of chargesotdtion of the Motor Vehicle, Bicycle, and TraffRegulations.
g. To establish rules of procedure for conductunchshearings.

h. To review and make recommendations on priorfesechnology installation in classrooms.

i. To participate in long-range planning for clamsn upgrades (including furnishings).

j- To review and make recommendations for use ahdduling of classrooms.

k. To review and make recommendations for the nurabd size of general purpose classrooms in nestagiion
projects.

I. To participate in university-wide initiativesgarding classrooms.

3. Classification Appeals Committee
To review the classification of any clerical orie@al position brought to the members on appeal.
4. Diversity Council

a. To advise the chancellor and the director oftggund diversity on policies and procedures conicgy affirmative
action.

b. To oversee the collection and maintenance tisgtal data that can be used to complete fedgardlstate reports
for the campus concerning equity, diversity andratitive action.

c. To review the affirmative action plan for thevgqaus regularly.

d. To review the university’s affirmative actionale and progress toward these goals regularly.

e. To review the university’s policies, procedui@sy programs regularly to assure that they arepatibiie with the
affirmative action plan.

f. To advise as appropriate the affirmative acfianning in the various schools, divisions, departts, and offices
on campus.

g. To oversee the organization and production dbua programs that promote equity and diversityampus.

h. To promote the mission of the Office of EquitdeDiversity.

5. Enrollment Management Committee

a. To insure communication and coordination amahgiaistrative units and faculty committees whose
responsibilities are directly related to enrolimer@nagement.

b. To develop and oversee implementation of speatftion plans related to enrollment management@anelview
relevant action plans developed by administrativiésu

c. To provide advice and make suggestions to facainmittees and responsible administrators reggrpolicies
that affect enrollment management.

d. To communicate to the campus community aboubrtapt issues affecting enrollment management.

6. Institutional Animal Care & Use Committee (IACYC

a. To review, at least once every 6 months, theare$ facility’s program, using USDA Regulationsiuas basis.
b. To inspect, at least once every 6 months, alhefanimal facilities, including animal study asksatellite
facilities, using USDA Regulations/Guide as basis.

c. To prepare reports of IACUC evaluations and stitite reports to the Dean for Research.

d. To review and investigate legitimate concermslving the care and use of animals at the resdautlity



resulting from public complaints and from reportsion-compliance received from facility personnekbmployees.
e. To make recommendations to the Dean for Reseegeinding any aspect of the research facilityisnah
program, facilities or personnel training.

f. To review and approve, require modificationgtmsecure approval), or withhold approval of thosemponents of
proposed activities related to the care and usainfhals.

g. To review and approve, require modificationgtinsecure approval), or withhold approval of preg
significant changes regarding the care and useiofads in ongoing activities.

h. To suspend an activity involving animals whenassary; take corrective action and report to foga@igency and
USDA.

7. Institutional Review Board for the Protectiontiiman Subjects in Research (IRB)

a. To review research proposals and approve, equidifications (to secure approval), or withhgbgoval in
order to assure that human research subjects aptaced at unacceptable risk and that their rights welfare are
adequately protected.

b. To review research proposals and approve, reqguidification (to secure approval), or withholghegval in
order to assure that informed consent is obtairmd human subjects.

c. To require and receive annual reports of rebegarmlving human subjects and to suspend act#vifisuch
reports are not received.

d. To make recommendations to the administratiganding the use of human research subjects.

8. Marketing Committee

a. To implement plans to help make the internalertdrnal communities aware of the extensive prograervices,
and activities at IU Southeast, and their quality.
b. To propose specific activities to market the pasnand its programs.

9. Student Computing Technology Fee Advisory Conaait

a. To identify student-related computer supporuiding new or expanded services, new or replaceeguipment,
and software requirements.

b. To recommend a plan of action to achieve theetksupport capability.

c. To review the technology fee on an annual besismake a recommendation to the chancellor comgern
increases or decreases and the amount thereof.

10. Student Life Committee

a. To develop plans and review suggestions foranipg campus life and student services and to pterstudent
participation in extracurricular activities.

b. To assist the Student Program Council (SPCgteldp a balanced program of convocations, filpeeshes, ex-
hibits, etc. for the intellectual, social, and owdtl development of the students, faculty, and ipudid to review the
budget for the series of campus events.

¢. To recommend policies for the promotion, operatind supervision of all aspects of intramuratrsewrural, and
intercollegiate athletics programs and to revieavdperation of various programs to see that theseansistent
with the mission of IUS.

d. To advise the chancellor regarding the allocatibthe funds derived from the Student ActivityeFe

A-17. Kentuckiana Metroversity, Inc.

The Board of Trustees of the university has autlearithe participation by IUS in the consortiumrdtitutions of
higher education in the Greater Louisville metrajaol area. Other institutions in the consortiuet &ellarmine
College, Spalding University, Louisville PresbygariSeminary, Southern Baptist Theological Semindefferson
Community College, and the University of LouisvilleThe consortium has offices at 200 West Broad\gBayte



700 in Louisville. The telephone number is 897837

The consortium was formed to facilitate cooperatiad coordination between the colleges in the metitan area.
It has organized a Visiting Student Program whealr students may take courses at other institaticGee the
Bulletin for details. It has arranged that faculty andistus may borrow books from libraries of all Meteosity
institutions and it sponsors a number of studetitities, faculty development programs, and ottaivéties.

IUS is represented by faculty members, administsand students on operating committees of thedvetsity.
Those appointed have a special obligation to ppdie fully in the deliberations and activitiestbé committees so
that IUS may receive maximum benefit from membegrshithe consortium.

A-18. Indiana College Network (ICN)

The Indiana College Network (ICN) was launcheduity 1994 by Indiana’s colleges and universitiesinac
collectively through the Indiana Higher Educaticgiéicommunication System (IHETS) and one of its key
leadership groups, the Indiana Partnership foe@tde Education (IPSE). ICN was created to senemnas
information clearinghouse for students and studentices coordinators. To that end, it encompaag@iht catalog
and online database of classes and degree anficaggtprograms, a telephone hotline to answertores print
and online explanations of distance education agigelh education procedures, and eventually a wagttalents to
request enrollment through the ICN Web site. Onthefkey things that enabled the launch of ICN waslicy
document known as the Home Institution Model, at thme a revolutionary statewide agreement torasstudents
consistent recording of their class progress aadbility to cross-register between institutiongheut jeopardizing
their financial aid.



B. FACULTY MATTERS
B-1. Academic Appointments
1. Tenure-track Appointments

The tenure-track faculty includes those appointetthé ranks of professor, associate professostassiprofessor,
and instructor (the latter rank is not currentlyse). Tenure-track librarian appointments comptiseranks of
Librarian, Associate Librarian, and Assistant Lifaa.

Only full-time tenure-track faculty members anddibans are eligible to be awarded tenure or saddddtaves.
Tenure-track appointments usually require that appes hold the terminal degree in their respedtigeipline.

2. Non-tenure-track Appointments

Non-tenure-track faculty appointments include cihiand lecturer ranks as well as the designatacting”,
“visiting” and “adjunct” in association with a raniClinical appointments are used for those whaseagry duties
are teaching and clinical work. Lecturer appoimitaere used for those whose primary work is teactand
research and service that support teaching). dine ‘visiting” is used to designate an appointntbat is
temporary in nature. The term “acting” is usedddemporary appointment with the understandingwlinen a
specific condition is met (usually completion oétterminal degree), the appointee will receivegalia
appointment. Normally visiting and acting appoiatits are limited to two years’ duration, exceptwgpecial
approval by the vice chancellor for academic affait’Adjunct” is used in conjunction with an acade rank to
designate part-time appointments.

Except in rare situations approved by the vice cbhlor for academic affairs, academic appointees tghch
undergraduate courses will have at least the maskegree, and those who teach graduate courddsawd an
appropriate terminal degree.

If an academic unit should wish to convert a nanite-track position to a tenure-track positiomiist request and
receive authorization for a new faculty positidRecruitment procedures shall be those normallpfedd in filling
tenure-track faculty vacancies. (Policy amendegal20

3. Part-time Lecturers and Part-time Clinical Apyiees

While the primary assignment of part-time membsrtgaching in the classroom and laboratory, theyatso ex-
pected to participate in the student evaluatioteathing (SET) program, to hold conferences witldesits by
appointment, to attend academic unit meetings weguested, and to participate in cultural and $@citvities at
the university if their time permits. They haveabiigation to continue to read and study in theeitiline they
teach so that they keep abreast of new knowleddeevelopments in their fields.

B-2. Recruitment of Full-Time Academic Appointees
Equal Employment Opportunity

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION POLICY

Indiana University pledges itself to continue itgrenitment to the achievement of equal opportunithiw the
University and throughout American society as alhdn this regard, Indiana University will recrLhire,
promote, educate, and provide services to persasedoupon their individual qualifications. Indiddaiversity
prohibits discrimination based on arbitrary consadiens of such characteristics as age, colorpdiga ethnicity,
gender, marital status, national origin, racegrefi, sexual orientation, or veteran status.

Indiana University shall take affirmative actiomsitive and extraordinary, to overcome the disaratory effects of



traditional policies and procedures with regarthe disabled, minorities, women and Vietnam-eraneets. (Board
of Trustees, Nov. 21, 1969; Amended: Board of Teest December 4, 1992)

The University administration and faculty governamegularly review policy to maintain compliancewgurrent
EEOC regulations and guidelines.

Academic Appointees with Disabilities

BACKGROUND AND SUMMARY

Prior to 1990, the University complied with the dgstrimination provisions of Sections 503 and 50the
Rehabilitation Act of 1973. The Americans with 8lidities Act (ADA), Public Law 101-336, was enatten July
26, 1990, “to provide a clear and comprehensivedatenfor the elimination of discrimination agaimtividuals
with disabilities.” This latter federal legislatigequires equal treatment of all persons in empkt, public
services and transportation, public accommodatiang,telecommunication services.

Indiana University, a public institution as settfoin the American with Disabilities Act, is subjdo its
requirements. Title | of the ADA prohibits disciimtion against qualified individuals with disabés in
employment practices. Title Il of the ADA prohibiliscrimination against qualified individuals witlsabilities
with regard to the services, programs, and aatwiéit the university.

INDIANA UNIVERSITY POLICY REGARDING PEOPLE WITH DI@BILITIES

Indiana University historically has been committedhe principles of affirmative action which guaiee fair and
equitable treatment of all persons, including trentally and physically disabled. The Universitpyides equal
employment opportunities to all employees and applis for employment who are qualified.

The University has instituted various administratpolicies, practices, and procedures to ensurdiscnmination.
These have been amended to comply with the regaitenof the ADA. Accordingly, “no qualified inddiial with
a disability shall, by reason of such disabilitg, dither excluded from participation in or be ddrige benefits of
the services, programs, or activities” of Indianaivérsity. Moreover, no qualified individual withdisability shall
be discriminated against because of the disalmifithat individual with regard to job applicatioropedures, the
hiring or discharge of employees, compensationaadement, job training, and other terms, conditiansl
privileges of employment.

The Recruitment Process

After the chancellor explicitly authorizes a uritdommence recruitment for a new or vacant fuletacademic
position, a job description will be prepared befacive recruitment commences. The descriptiofi braas
explicit as possible with respect to the naturthefjob, the requisite qualifications, rank, poks#alary range and
other relevant information.

Faculty members who are appointed to chair a reoant committee should study tRelicies and Procedures
Manual for a detailed description of the recruitment gahare.

Vacancies will be advertised in relevant profesaigournals, listed with appropriate minority andmen's
organizations, and listed with appropriate offisiaf institutions of higher education, and in tkeProfessional
Opportunities Bulletin.

A recruitment committee will be appointed to evadudossiers of all applicants. No qualified apgticmay be
excluded from consideration on the basis of rataiety or national origin, gender, marital statcedigion,
physical handicap, sexual orientation, relationgbipresent employees, or, within the legitimataté of university
regulations, on the basis of age. Visa status lmesg valid criterion, however. The committee nuetument its
efforts and all correspondence and documents nel@wahe filling of a specific position must bdaimed for two
years.



A formal interview may be scheduled after the réorant committee has filed a written statement &) with the
vice chancellor for academic affairs and the doeof equity and diversity indicating the procedufellowed in
meeting the unit's affirmative action goal. Theeimiew may be scheduled if no objection has bedgéd by the
vice chancellor or the director within three woikidays.

Only candidates who are American citizens or whid kalid permanent immigrant visas are eligiblédé&invited
for employment interviews for regular or tenureckr@ositions at IUS. The chair of the recruitmemmmittee and
the employing administrator are responsible foedrining the immigration status of the candidaté anforcing
this policy.

Before either a verbal offer is made or an offételeis sent to the candidate, the vice chancellost be satisfied
that affirmative action procedures have been oleserhe recommended appointment is to be madeaatkeand
salary and involving conditions of work commensenaith the qualifications of the candidate. Ihi to be made
on the basis of race, ethnicity or national origiender, marital status, religion, physical hanglczxual
orientation, relationship to a present employethefuniversity, or, within the legitimate limits ohiversity
regulations, on the basis of age.

B-3. Faculty Work Assignments and Activities

Academic deans are responsible for preparatioheo§thedule of courses for their schools and thigrmsent of
work. Full-time faculty members are expected tip lvath student advising and registration (a Safetiveard can
be obtained from IT helpdesk which is requireddoess student progress reports online), to senaomittees,
boards, and the Faculty Senate (if elected). Atiiule faculty member's basic teaching assignmet®icredit
hours per semester, or the equivalent. This asgghshould be scheduled to ensure adequate antutisd time
for contact with students outside of class, serw@sponsibilities, and research/creative work (whegpropriate).
Persons in the ranks of professor, associate mafeand assistant professor may use the spacilgdoon the
Annual Report form to request reassigned time fieaching to engage in research or creative wotle dean
makes a recommendation to the vice chancellor, giithconsideration for the value of the projea, thofessor's
past record of scholarly productivity, the needdpecial teaching competencies, and the budgettisitu Faculty
members who have been given reassigned time aszipto report on their research or creative giets
annually.

Each tenured faculty member who receives reassitymedfor research or creative work will have thedssignment
reviewed by the appropriate School Review Comm{it&RC) at least each three years unless the fandtyber
has been reviewed for promotion during that peridde purpose of this review is to determine whethe
reassignment should be continued. The SRC willigea written recommendation to be submitted &wice
chancellor for academic affairs through the deam will attach a recommendation.

A part-time faculty member may not teach in exad$s credit hours per semester, except in emergsiaegtions,
with the approval of the vice chancellor for acadeatfairs.

Full-time faculty members shall not devote morentha average of one day per week to outside warikglthe
period they are on the payroll. They may engagriach outside research and consulting activitiég movided the
nature of the activity is compatible with the brasgjectives of the university and will enhance thedfectiveness as
teachers and scholars. In all cases the professiaifjation to the university must take priorityeo any outside
commitments of an income-producing character aagtbfessor should keep the dean of the schoainrgd of
such activities.

B-4. Overload Assignments

Full-time faculty members who teach 12 credit hques semester may be paid overload compensatiadjatct
faculty salary rates for additional classes iftdching involves:
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1. Weekend University courses
2. Off-campus courses, or
3. Non-credit courses

The dean and the vice chancellor for academicraffaust approve such assignments in advance.mitienum,
faculty members must be performing at a "good"exceéllent" level in teaching as attested by thendeaeceive an
overload assignment. Schools may adopt additicoraditions for overload assignments.

Faculty members with teaching assignments of tess 12 credit hours because of research or creatdjects or
administrative assignments may receive overloadupaler similar circumstances if approved by the wbancellor
for academic affairs. Itis expected that facafigmbers who have reassigned time for researchnoinadrative
duties will not routinely teach compensated ovatloaurses. Such faculty members may occasioredight such
courses with approval of the dean and the vice abor for academic affairs. The dean must jysefguests for
overload assignments in these circumstances. mihenum, the dean must attest to at least "goodércellent”
performance in teaching and in the area(s) for whéassigned time has been given (i.e., research or
administration). The faculty member may be askeiddicate in writing how the overload teachingigisment may
be expected to affect productivity/effectivenessmiyuthe semester in question.

Compensated overload teaching assignments fortcbediring courses other than those taught on gekends or
off-campus will only be given to full-time facultpembers in unusual situations. Such assignmergs lmeu
approved by the vice chancellor for academic affafn unusual situation is understood to be oaelil definition
is not a recurring event.

In some cases the full-time faculty member mayhea@xcess of 12 credit hours in one semestee twffset by a
reduced number of credit hours in another semestader these circumstances overload pay is nowvall unless
the total load during the academic year exceedsedit hours or the equivalent.

B-5. Academic Freedom and Ethics
Academic freedom, accompanied by responsibilityciiies to all aspects of a teacher's professiamauct.

Teachers shall have full freedom of investigatsuhject to adequate fulfillment of academic dutilla limitation
shall be placed upon teachers' freedom of expasitidheir subjects inside or outside of the claser. Teachers
should not subject students to discussion in tagstbom of topics irrelevant to the content ofdberse. In public
utterances, teachers shall be free of instituticoatrol, but when writing or speaking as citizethgy should
endeavor to avoid the appearance of speaking éouniiversity. Teachers should recognize the otitigao be
accurate, to exercise appropriate restraint, asthéav respect for the right of others to expresg thiews.

The Code of Academic Ethics in thelndiana University Academic Handbook describes in detail the rights and
responsibilities of faculty members at all U carspsi and the procedures for enforcement of the chhddould be
studied closely by all members of the faculty.

IU maintains the highest ethical standards for lfgaesearch and creative activities and adherésderal policies
regarding research with live human and animal sibjend hazardous materials, as well as thoseigmliegarding
research misconduct and fraud. Appropriate dédimstand actions are outlined in the documBesearch Ethics:
Policies and Procedures (September 1989) and thelUS Research Policy Manual, which are available from the
Office of Academic Affairs.

B-6. Political Activity

IUS as a public institution of higher education sloet participate in partisan politics, support aapdidate for
public office, or expend funds for political purgaes Employees will not engage in political acgivduring working
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hours or use the resources of the university ipstmf a political candidate or party.

Employees may distribute political literature orittown time and at their own expense. It sho@ddrognized,
however, that the distribution of literature thatteans or insults people on the basis of suclvati®s as religion,
race, ethnicity, national origin, gender, sexu&mation, age, or disability is inconsistent wiitie educational
mission of the campus.

University facilities shall not be used for polalaallies or for campaign purposes that wouldHertthe interests of
the candidate or candidates of any one politicetypaxcept that the university may from time toei invite

political candidates to speak at university contiocs. In such cases, it is the policy of the ensity to extend
invitations to the candidates of the different magarties on an equal basis. This rule is notpneted as
prohibiting the meeting of student political growplsich are open to attendance by students, faanidyother
members of IUS, but which are not open to the gammrblic.

B-7. Annual Reports

All full-time faculty members are required to sulb@ annual report at the end of each calendar yeamms on
which these reports are to be written are provigethe Office of Academic Affairs.

The annual report form provides a means for facukynbers to report on their teaching, researchsandce
activities, and suggestions for improvement ofitistitution.

The annual report becomes part of one's persoi@alrfd should be written with care. It plays amportant role in
the evaluation of the professor for reappointmprdmotion, and tenure decisions.

B-8. Annual Review

During the spring semester the dean of each sd¢tasohn interview with each full-time faculty membereview
the faculty member's annual report and the deamisa review. In this interview they discuss theuity member's
teaching, research or creative work, service taittieersity and the public, and such other matisrmay be
appropriate. A written copy of each annual reviell/be kept in the individual's school file, a cpmvill be given

to the faculty member, and a copy will be senhttice chancellor for academic affairs to be plaoethe faculty
member’s personnel file.

B-9. Support of Research

Among the duties and responsibilities of tenured t@mure-track faculty members at IUS, teachingraséarch or
creative work appropriate to the discipline are plmmentary activities. Such work is vital to thairmenance of
scholarly standards in the classroom and to th&éragng development of the faculty member as aheascholar.

Research and creative endeavor is encouraged ppdrsed in various ways. Course loads may be extiaad
schedules designed to accommodate the faculty m&smbgquirements for research time within the cxindé the
university's responsibilities for instruction. €8ection B-3 regarding faculty work assignmenEagulty members
are encouraged to apply through their respectiemsléor these kinds of support.

Financial assistance is available in the form aihgg-in-aid and summer faculty fellowships. Facuoiembers are
encouraged to incorporate undergraduate studeotsegsearch projects as assistants and collabsrakamding is
available for this purpose from campus and uniessiurces; inquiries and requests should be didetct the dean
for research. Any faculty or staff member whoastemplating application for a grant from a goveeminagency or
a private foundation should first contact the dmnmesearch. No grant proposal, including pretiany proposals,
should be sent by an individual faculty or staffrnfber directly to an agency or foundation. Suclppsals must be
sent by the dean for research to Sponsored ResBareites (SRS) in Bloomington and must be accoimpary
forms signed by administrators on this campusluFato comply may result in the refusal of thevamsity to
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accept an award.

Further information on research support and pdioédating to research and creative activitieslmfound in the
IUS Research Policy Manual.

Library resources, including professional journal® (or can be made) available. Although the eentiprary is
not designed to be a research library, a centfatelrce and distribution system and a number eflibtary loan
programs make it possible for faculty members tongeded reference works with considerable ease. F
assistance, see one of the reference librariaresd&han for research and/or associate vice chanéellacademic
affairs can also provide assistance in locatingaasiof support within the IU System and from gowesnt
agencies and private foundations. Limited assigtavith grant writing may also be available.

B-10. Intellectual Property and Financial Conflictsof Interest
Intellectual Property

As specified in the Indiana University Intellectdbperty Policy and other documents, the univeesiercises
intellectual property rights to all inventions, atens, innovations, discoveries, and improvemettitsr than
traditional works of scholarship and instructionaterials that have been developed with signifitimitersity
resources. Primary responsibility for identifyjimgotecting, and managing applicable intellecpraperty resides
with the Office of Technology Transfer, under pmideveloped and supervised by the Intellectugpétty Policy
Committee and the vice president for research aad df the university graduate school. Questitosia
intellectual property should be referred to, andies of all relevant documents may be obtained fittven Office of
Academic Affairs or the University Office of TecHogy Transfer.

Financial Conflicts of Interest

Indiana University requires an annual report ofsas conflicts of interest in order that signifitautside financial
interests should be disclosed and reviewed to erthat they are not improperly influencing teachiggearch, or
service, regardless of the source of funding. BEales must be completed by (1) all full-time texuor tenure-
track faculty, (2) all visiting faculty, and (3)l @ther academic appointees who are currently gradénvestigators
on research projects. The disclosure form anduogtns may be obtained from Academic Affairs othat
following web sitehttp://www.indiana.edu/~uhrs/pubs/forms/coi-diselqsif

B-11. Faculty Review Prior to the Tenure Decision ®cess

The purpose of this section is to provide informatiegarding the faculty review processes, withi@aear
emphasis on what occurs prior to the tenure amtfamotion review year. This section in combinatiaith other
parts of the Indiana Universifjcademic Handbook provides information about types of documentatilated to
reviews, specific evaluation procedures at eachtpdireview, criteria to be used to assess theigentation
submitted, and the sequence of the review processes

Individuals holding tenure-track appointments dgrihe probationary period (from this point on irsteection
referred to as "tenure-track faculty") will be rewied annually by their dean and at least once bysgzefore the
tenure review. Though assistance will be provigedparation of the faculty annual report anddéedidate’'s
portion of the third-year review are the facultymieer's responsibility. The gathering of documgmitiais an
on-going process which starts immediately upondpéired.

1. Faculty Annual Report
Early in the spring semester, each faculty membepares an annual report on a form provided anchisifa copy

to the dean, who then forwards it to the vice clflacfor academic affairs. The report contaires faculty
member's documentation to support her/his achiemte teaching, scholarship and service. Dependimthe
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school, the annual report may also be reviewed dshaol committee for purposes of merit pay. Aycopthe
current standard faculty annual report form willgieen by the vice chancellor for academic aff&argach new
faculty member at his/her initial orientation. (Mdnformation about the annual report is contaiimesiction B.7).
New faculty are encouraged to seek advice frond#an and colleagues regarding preparation ofejhert.

2. Points of Review
a. Dean's Annual Review.

Following the submission of the faculty annual n¢jio the spring semester, the appropriate dealh cbraplete an
annual review of each faculty member. The revieausthinclude an evaluation of the faculty membprtgress
toward promotion and tenure. The dean is requadeet with each tenure-track faculty member scuks the
faculty annual report and the dean's annual revidwopy of the annual review will be kept in timelividual's
school file and another will be given to the faguttember. An additional copy will be forwardedthe vice
chancellor for academic affairs. During facultyemtiation in the initial appointment year, a copyhaf current
standard Dean's Annual Review Form will be giveedoh new faculty member. (More information aktbet
annual review is contained in section B.8).

In response to the progress statement in the daantsl review, all tenure track faculty membeesercouraged to
submit to the dean a developmental plan for teagtacholarship, and service, including any requiestspecific
support. The plan is placed in the candidate's@diie only and will be revisited by the dean ahd faculty
member no later than the next annual review tinme dandidate may choose to include the plans asptire
documents submitted for subsequent reviews.

Although it is the dean's responsibility to evaéuatcurately each tenure-track faculty member'fopmance in the
annual review, the faculty member and any subsdmquatuator does well to remember that an annwédwe
reflects one individual's judgment whereas sevpaaties are involved in promotion and tenure deoisi

b. Notification of Reappointment

Annually, according to the time schedule specifiethe Indiana Universitypcademic Handbook, each tenure- track
faculty member and lecturer will receive writtertification of review for reappointment or non-regpgment. In
addition, the dean shall provide a copy of hisleeommendation concerning reappointment/ non-raappent to
the faculty member at the time it is submittedhe vice chancellor for academic affairs. Becauasisfactory
progress toward promotion and tenure requires laehigtandard than that for reappointment, reapmeint does not
necessarily signify satisfactory progress towaahpotion and tenure. (See Indiana Universitademic

Handbook, "Faculty And Library Tenure," for detailed infoation.)

c. Third-Year Review.

The purpose of the third-year review is to havapéaethe individual’'s school evaluate the tenuesk faculty
member's progress toward promotion and tenure b@aséik/her teaching, scholarship, and servicee third-year
peer review will normally be completed in the sgreemester of the third year of tenure-probatiosaryice, and
no later than two years prior to the year in whtoh tenure decision process is initiated.

By March 1 of the review year, the tenure- trackufty member will submit a mini-dossier to the Sech@eview
Committee. The mini-dossier will follow the modgdecified in Section B.14.3.

For the third-year review, the School Review Coneeitshall:
* Obtain from the dean: the appointment documehtsFaculty Annual Reports, and the Dean's Anneidvs.

* Receive and review the mini-dossier.
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* Solicit commentary from discipline colleagues anter faculty wishing to provide information reéet to the
review.

* Request additional information from the candidateen necessary.

* Discuss the candidate's case and prepare a jmaliynwritten evaluation, including important stgtins and areas
of concern.

* Provide the preliminary written evaluation to tt@ndidate and invite the candidate to meet wighSbhool
Review Committee to discuss the preliminary writtsaluation.

* Write the final evaluation after meeting with thandidate. Copies shall be given to the candigladgeto the dean
for the school file only.

3. Pre-tenure Assistance
a. Appointment Documents

The appointment documents shall contain any stijouia or agreements specific to the position, idirig:
* date of degree completion for all ABD candidates,

* any resources (e.g., equipment) required,

* workload (e.g., reassigned time) negotiated, and

* the number of years credited toward tenure. (Seation B.13.2.d.)

Newly hired faculty should retain their initial tet of appointment, since it will be referencedermiews.

b. Orientation

Orientation for newly hired faculty shall offer ampunities for learning about promotion and tencrigeria and
procedures. Faculty who are unable to attendlasaaipus orientation, should make alternate arnaeges with
the vice chancellor for academic affairs.

Deans of the schools hold the primary responsitidit orienting faculty to their respective schools addition,
schools are encouraged to develop a formal ornmibfaculty mentoring program and newly hired fagwill be
given the opportunity to participate in the program

c. Relevant Documents

At the time of the initial orientation, the viceaicellor for academic affairs shall give each tertuack faculty
member these documents:

* Indiana University SoutheaBaculty Manual,
* Indiana UniversityAcademic Handbook,
* School/Discipline Criteria Document,

* Specialized school procedures for the third-yeatew, if any,
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* Current Faculty Annual Report Form,
* Current Dean's Annual Review Form,
* Guidelines for vita preparation.

Each faculty member's personnel file in the offi€¢he vice chancellor for academic affairs shafitain a checklist
that verifies through the member's signature theat bas received these items. As revisions dfetlitocuments are
made, faculty members shall receive updates.

d. Faculty Development

Other faculty development opportunities relatetetiching, scholarship, and service shall be offaredially by the
Office of Academic Affairs and the Institute fordming and Teaching Excellence (ILTE). Periodigathese
should include workshops on appropriate documentatf teaching, scholarship, and service.

B-12.Review of Non-tenure-track Appointees
1. Full-Time

The purpose of this section is to provide informatiegarding the review process for full-time acaiteappointees
who are not on the tenure track. This section miziaation with other parts of the Indiana Univergitademic
Handbook provides information regarding the review prodessling to promotion and long-term contracts. Naghi
in this statement should be interpreted as cordtiadithe policies and standards of the Univeragycontained in
the Indiana Universitpcademic Handbook.

Mechanisms for appointment, reappointment, revied @omotion of full-time Lecturers and Clinicalpapntees
will follow the same guidelines as those for tentneek faculty except that Lecturers and Clinigapaintees will be
evaluated on teaching and appropriate serviceylutot be evaluated on research. After a probratiy period of
no longer than seven years (analogous to the tgmaoess) candidates who are successfully prontot&énior
Lecturer or Associate Clinical Professor will beaaded long term contracts structured as rollingekyear
contracts.

8B-11.1 and 2 a-c regarding Annual Reports andtRoaihReview apply to non-tenure-track as wellasite-track
appointees except that the former are reviewed @mieaching and service, and not on scholarship.

The General Expectations regarding teaching andceeas outlined in §B-13.2 a and ¢ and the sugddstrms of
supporting material for the dossier given in 8B3ld.and ¢ apply to candidates for promotion to &erecturer,
Associate Clinical Professor, and Clinical Professowell as to tenure-track appointees.

2. Part-Time

Mechanisms for appointment, reappointment, revied @romotion of those part-time Lecturers and gare
Clinical appointees who are not appointed as adjiamulty will follow the same guidelines as thdeetenure-track
faculty except that such part-time Lecturers amt-fi@e Clinical appointees will be evaluated oadking and
appropriate service, but will not be evaluatedesearch.

After a pro-rated probationary period of no lontfean seven years, part-time, non-adjunct facultynbrers who are

successfully promoted to Senior Lecturer or AsgediZlinical Professor will be awarded long termtcacts
structured as rolling three-year contracts.
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B-13. Criteria for Promotion and Tenure

Note: Faculty members appointed prior to 1996 should refer to section B-13.6, Grandfather Clause, regarding
criteria for promotion. Questions about these matters should be directed to the Vice Chancellor for Academic
Affairs.

1. Statement of Purpose

Academic promotion and tenure decisions assureah®us of a faculty who form a community of teaebaholars
dedicated to creating, sharing, and advancing kedgé. The tenure probationary period and timexirifor
promotion are considered developmental periodshichvfaculty members receive direct and systematic
professional support and feedback for the purpbgsapmroving their performance. Performance reviewjuding
annual reviews and third-year reviews shall (1ys¢he purpose of review and evaluation of pridri@eement and
(2) serve as feedback to the faculty member abayswo improve performance. Promotion to any fiank
recognition of past achievement and a sign of demfte that the individual is capable of greatgpaesibilities and
accomplishments (Icademic Handbook, 1992, p.27). Following the appropriate probadignperiod, tenure shall
be granted to those faculty whose professionalatheristics indicate that they will continue toveewith

distinction in their appointed roles. (Wtademic Handbook, 1992, p. 26).

Within the context of the mission of Indiana Unisi¢y Southeast, we recognize teaching, scholarsimigh,service
are central to the work of faculty. When considgrcriteria for promotion and tenure there are garexpectations
about accomplishments in these areas that arecapf@iacross the campus. But it is also recogritzaithe
academic units differ sufficiently to require thila¢ specific applications be developed in eachadfliscipline.
Therefore, this document specifies the criteriangef in terms of general standards based on thencongoals we
share. The more explicit and detailed formulatéthe criteria is formulated by each school/diSngfollowing
the guidelines specified in Section B-13-5. Refgmsiof the school or discipline, however, an assest of the
performance of a faculty member in all three okthareas should be the basis for the promotiorieanuote
evaluation process.

These criteria for promotion and tenure are basea lbody of shared expectations about the chaistatsrof
effective teaching, scholarship and service.

2. General Expectations

a. Teaching

An effective teacher communicates well with studearid colleagues. Effective teaching includes inaiye and
conscientious course design, ongoing efforts totaai and develop subject area expertise, andsbdei
appropriately diverse and effective teaching tegh@s. An effective teacher:

* demonstrates good organization in course outjiteesures, labs, discussions, course materialsests (or other
assessment tools),

* demonstrates a high level of knowledge and ustdeding in subject areas,

* is enthusiastic about teaching and is effeciiveonveying knowledge to students,

* exhibits a positive attitude toward students arfdirness in all interactions, including grading,

* involves students and excites enthusiasm faniaeg,

* serves as a role model and mentor for studerds @olleagues.

* demonstrates flexibility and cooperation in ttevelopment of discipline curriculum and courseesithing.

30



* works constructively with colleagues to prombigh academic standards.
b. Scholarship

Scholarship entails systematic inquiry or perforograttainment of a level of expertise throughvecitnvolvement,
and communication of that expertise to others.effective scholar:

* has an identified area(s) of expertise.
* contributes to this area through a systematitybaf work.

* shares contributions with professionals beydreldampus through publications, exhibits, presemtsiat
professional meetings, and documentation of appdicaf expertise to applied situations.

c. Service

Maintaining an effective university community rexgs that faculty be involved in planning, monitgriand
supporting the work of university. In additioristimportant to share expertise and resourcespgpastiprofessional
and community organizations, government and otleenents of society. Effective service includes:

* contributions at all levels of organization; s®, campus, school, discipline.

* facilitating the enhancement of student invohesrnwith the campus community and support of studen
organizations.

* student academic advising.

* mentoring of colleagues and students.

* active participation in professional organizato

* partnership with outside organizations.

* contributions of time and talent to governmentl @ommunity organizations.

Compensated and non-compensated service shalbbatligible for evaluation as service.

d. Credit for Achievements at Other Institutions

If accomplishments at another institution are atejat time of hire toward promotion or tenureratihna
University Southeast, evidence of such accomplistisnas well as an appointment document which cosiai
written agreement must be placed in the individyadrsonnel file within the first semester after time of hire and
made available to evaluators by inclusion in thesir at the time of promotion and/or tenure revidéwthe
absence of such documentation, only performantieeoidividual at Indiana University Southeast khal

considered in promotion and tenure cases.

If the faculty member seeks time toward tenure thasethese prior accomplishments, the amount af gnanted is
negotiated with the dean of the appropriate schodlthe vice chancellor for academic affairs.

e. Time in Rank

At the time of nomination for promotion to assoeiatofessor, candidates will normally have completeninimum
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of five years in rank as assistant professor anchption review will occur along with tenure reviéwthe faculty
member's sixth year. This may include time negediaoward tenure at the time of hire.

At the start of the sixth year in rank as assispaatessor, a tenure-track faculty must undergaremneview. This
may include time negotiated toward tenure. Anyuest to stop the tenure clock because of extraanglin
circumstances will be handled on a case by cass. bRequests will be made by the faculty membeubh his/her
dean to the vice chancellor for academic affaire will make the final decision. Written documerdatof the
approval should be made available to subsequehiawas by inclusion in the tenure dossier.

Consideration for promotion to associate profesank before the normal time in rank may be requkatey time
after the initial appointment. Early promotion ghibbe considered only in unusual cases when tigiftual has
demonstrated excellence in more than one of treesaykevaluation.

Consideration for tenure before the end of themenended probationary period can be requested amyditer the
initial appointment. However, request for earlyuee should normally be discouraged. A faculty lhenwho
applies for early tenure should be forewarned ahzdndidate for tenure can expect only one fullerevEarly
tenure would only be considered for candidates hdne already been promoted to the associate ledehave an
extraordinarily strong record that demonstrategripromise. A faculty member who requests earyite shall be
notified of any negative recommendation conceriisgher request prior to the final decision by pnesident. A
faculty member may withdraw his/her request attimg prior to the final decision by the president.

There is ho minimum time in rank required for prdimo from associate professor to professor.
f. Guiding Principles for Evaluators

The quality of the decisions made during the evanaf candidates for promotion and tenure beaectly upon
the well-being of the university community. Thetaréals available to the evaluators, the procedarescriteria to
be followed, and the diligence with which the prbares are followed affect the quality of the demisi made. The
criteria for promotion and tenure are specifie@attion B-11. The procedures for promotion andreiare
specified in Section B-13. In this section guidprinciples for individuals and committees are gt

* Because there is substantial diversity amongiplises and within disciplines, there is no sind&terminant of
what constitutes quality professional and discguynwork or scholarship. It is the responsibitifythe committee
and each of its members or the individual revietwaapply standards appropriate to the disciplinghefcandidate
being evaluated.

* These individuals and committees function agesentatives of the campus and, therefore, mustfdligh
levels of professional and personal ethics in theiiberations. Ultimately, each evaluator muskenaer/his best
professional judgment.

* Confidentiality is expected from all individuagsnd committee members.

* Individuals and committee members must diliggmtbrk to apply the procedures and criteria ac&lyatqually,
and fairly.

3. Criteria for Promotion

Consistent with the IlAcademic Handbook, the candidate's performance in teaching, schHufarand service shall
be evaluated. Performance in each area shalltbe aa excellent, satisfactory, or unsatisfactdnyorder to meet
the criteria for promotion above the level of Assig Professor, a candidate's performance shathaity be
excellent in one area and at least satisfactotiggrother two areas. (See, Section B-13-3c faruad case.)

The general standards for applying these critdéreaah level of promotion are specified in thedaling sections of
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this document. Each school shall develop a doctithaharticulates more specifically the applicataf these
criteria for their use in making promotion and tendecisions. (See Section B-13-5)

a. Promotion from Assistant Professor to Assodratdessor

To achieve the rank of associate professor, faeukyexpected to establish (1) a record of effedaching in an
appropriate range of courses, (2) a post-doctaogrpm of scholarship (research or creative agjiend a record
of successful sharing of this work with professisri#yond the campus, and (3) a record of sereicatious levels
of the university, to the profession, and/or to éxéernal community.

i. Criteria for Teaching

Excellent-- has developed an outstanding recoeffettive teaching across a range of courses thmguasts the
mission and needs of the discipline/school.

Satisfactory-- has developed a record of effedinaghing in an appropriate range of courses thaimts the
mission and needs of the discipline/school.

Unsatisfactory-- has not developed a record ofcéffe teaching in an appropriate range of coursasadequately
supports the mission and needs of the disciplihetic

ii. Criteria for Scholarship

Excellent-- has developed a post-doctoral progristiolarship and has produced an outstanding desfasharing
this work within the profession.

Satisfactory-- has developed a post-doctoral pragrscholarship and has produced a record of ssfdesharing
of this work with professionals.

Unsatisfactory-- has not developed a post-docfmagram of scholarship and/or has not produced@rdeof
successful sharing of the work with professionals.

iii. Criteria for Service

Excellent-- has developed an outstanding recosstofice to various levels of the university, thefpssion, and/or
the external community and is a contributing mendfehe academic community.

Satisfactory-- has developed a strong record aficeto various levels of the university, the pssien, and/or the
external community and is a contributing membethefacademic community.

Unsatisfactory-- has not developed a strong reobsgérvice to the university, the profession, anthe external
community and/or become a contributing member efatademic community.

b. Promotion from Associate Professor to Full Psete

To achieve the rank of professor, faculty are etgueto establish while at the rank of Associatdféasor (1) a
record of effective teaching plus evidence of fiorihg as a senior model and leader within theiplise, campus,
university, and/or profession, (2) a record of cimitions to scholarship within the area of exmertihrough sharing
of original research or creative work and/or cotadidn based on established expertise, and (Jadef extensive
service and leadership to various levels of theemity, the profession, and/or the external comitgun

i. Criteria for Teaching
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Excellent-- has developed a consistently outstanobiord of effective teaching and evidence of uallg effective
functioning as a model and leader within the disog campus, university and/or profession.

Satisfactory-- has developed a consistent recoaffettive teaching and evidence of functioningasodel and
leader within the discipline, campus, universitg/n profession.

Unsatisfactory-- has not developed both a condisemord of effective teaching and evidence of fioming as a
model and leader within the discipline, campusyersity, or profession.

ii. Criteria for Scholarship

Excellent-- has developed a consistently outstanobrord of scholarly contributions within the aaof expertise
through sharing of original research or creativekaand/or consultation based on established exggerti

Satisfactory-- has developed a strong and consistenrd of scholarly contributions within the ai®aof expertise
through sharing of original research or creativeknand/or consultation based on established exgerti

Unsatisfactory-- has not developed a strong andistamt record of scholarly contributions withir threa(s) of
expertise through sharing of original researchreative work and/or consultation based on estaddisxpertise.

iii. Criteria for Service

Excellent-- has developed a consistently outstanoboord of service and leadership to various kwéthe
university, the profession and/or the community ena contributing member of the academic community

Satisfactory-- has developed an extensive and steméirecord of service and leadership to varieusl$ of the
university, the profession, and/or the communitgt @na contributing member of the academic commyunit

Unsatisfactory-- has not developed an extensivecandistent record of service and leadership tmuadevels of
the university, the profession, and/or the comnyuaitd/or been a contributing member of the acadeoritmunity.

c. Balanced Case

Normally, a candidate will be evaluated using thteda and standards described above. Howevexdeptional
cases, a candidate may present evidence of balatresgths in teaching, scholarship and servicat fihomise
excellent overall performance of comparable benefihe university over time." (modified from th&®4
University Faculty Council amendment to the Academic Handbook)

4. Criteria for Tenure

After the appropriate probationary period, tenugg/rbe granted to those faculty members whose wiofesl
characteristics indicate that they will continueséwve with distinction in their appointed rol€Bhe principle of
faculty tenure imposes reciprocal responsibilitipen the university and upon the faculty membeg:uthiversity
provides academic freedom and economic securigyfabulty member, on the other hand, is obligabethaintain
high standards of professional performance ancepsifnal ethics. Tenure means that the faculty reems
become a full and permanent member of the academaiy of the university. Tenure will generally benéerred
only to those who have achieved, or give strongenie of potential to achieve, promotion in rankoading to the
criteria at Indiana University Southeast. The granof tenure will also reflect careful considéoatof the
gualifications of the faculty member in terms of tinissions, professional standards, and needs/biehi
division/discipline, the campus, and the university

5. School/Discipline Criteria Document
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The faculty of each school shall draft a missi@teshent describing the unique role of the schothiwithe overall
mission of the university. The mission stateméualldoe adopted by a majority vote of the full-ticentinuing
faculty of the school.

The mission statement will be the basis for theetBpecific and/or discipline-specific promotiaitire criteria
document. This document:

* will be created by the faculty of the school farddiscipline.
* will include lists of valid evidence used to doaent valued performance.

* will include the school-specific and/or discipd-specific definition of "excellent" and "satisfag” within the
general guidelines in Sections B-13-3, B-13-4 dmadltU Academic Handbook (1992, pp. 26-28).

* will be reviewed by the school/discipline, resis(if necessary), and readopted at least eveeg i{®) years.

The school-specific and or discipline-specific pation/tenure document will, after its original adiop and after
each readoption, be submitted to the Faculty Sdoatliscussion.

The vice chancellor for academic affairs is changét the responsibility of:
* reviewing such documents with respect to whethey are consistent with such documents at hikgvets,
* maintaining a current file of such documents,

* providing each probationary faculty member watlsopy of the document at the beginning of prolaitip
service.

6. Grandfather Clause

A candidate will be evaluated using the rating deéaids and scales for promotion and tenure set fioitte 1US
Faculty Manual in effect at the beginning of the candidate's @atidn period. A candidate may, however, indicate
in writing no later than the time of dossier sulsios that s/he chooses to be evaluated usingdheatds and
scales in place at the time of the promotion andre decisions.

B-14. Procedures for Promotion and Tenure

1. Initiation of the Promotion Review Process

In the spring semester of each academic year itieechancellor for academic affairs will issue stehedule for
promotion reviews for the next academic year, whiilhcontain deadlines for each review activit.period of at
least two weeks must elapse between each levebdiation.

2. Nominations

A faculty member's promotion may be self-initiatd#dmay be proposed by any other member of the thaclhis
nomination is given in writing to the faculty menmnlseschool dean who then notifies the nominatedlfaenember.
The nominee may withdraw his/her candidacy attang prior to the final decision by the president.

3. Preparation of Dossier and Gathering of Evidence

The complete dossier of a candidate will consist ofndidate-prepared dossier and a confident&siglo Timely

preparation of the dossier is the responsibilitthef candidate. As a part of the dossier, theidatelwill provide a
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current vita. Guidelines for the preparation @& ttossier should be provided at the time of hiree schedule for
dossier preparation may be obtained from the offfdfie vice chancellor for academic affairs.

The body of the candidate-prepared dossier shaulibtmore than 100 pages. The candidate's evidepg®rting
promotion/tenure should be clearly spelled ouhia tlossier and should reflect the candidate'sitonion toward
fulfilling the mission of the school/discipline,dltampus, and the university. The candidate peepdossier, along
with the confidential dossier, constitutes the regireview material for subsequent evaluatorsppmentary
files, if submitted, should be concise, includaldlé of contents, and are intended only for refegeand/or
verification. Extraneous material in the dossiesupplementary files may actually be detrimerdahe candidate's
case.

The candidate may add appropriate material (e ficenof acceptance of publication) at any timedonsideration
of subsequent reviewers.

Support for promotion to a higher rank shall reffleisly activity generated since a previous succgggbmotion.

Prior to review, a candidate will submit a listr@mes to the dean of the school from whom letterst foe
requested. Normally, this list will include collasgs, current and former students, as well as ifuéessionals in
the discipline outside Indiana University Southed&te school dean and/or the SRC may request frgmatother
sources.

The scholarship portion of the dossier must beetgged by two or more appropriately qualified extémaluators.
The candidate must provide a list of potential @exdrs to conduct the review. The dean and/or SRZreguest
evaluations from one or more additional sources.

The candidate's confidential dossier will be coegbiby the dean and will contain all letters satidiby the dean
and/or SRC as well as the annual reports and anevals of the candidate for the time being evslda Third-
year reviews will not be included in the candidat@nfidential dossier. The candidate may or n@yntlude any
or all of these documents in the candidate prepadosdier.

The confidentiality of the dossier, particularlytées of recommendation, is the responsibilityhaf tlean as well as
other reviewing bodies.

These lists of materials relevant to promotion tmdire decisions are intended to serve as gengid®lmes for
candidates and decision makers. They are devefopedthe preceding statements on General Expeotafor
teaching, scholarship, and service (see SectioB-B}1 These general guidelines will be made mapdiat in each
school's/discipline's criteria document (see Sadiel 3-5).

Appropriate supporting materials for the candidaiepared dossier follow.

a. Teaching

Evidence of appropriate student learning outcorses@asured by pre-post test scores, scores orasiiret tests,
success in subsequent courses, student or aluporiseadmission to graduate programs, placement setc.

Evidence of being an effective teacher as manifiegbod course design, current course contentysivand
effective teaching techniques as measured by tegetwards won, analysis of organization and cordénburse
materials;

Evaluation of teaching by students, colleagues/aarttie candidate; review of the teaching techréqueed by the
candidate, the reasons for their use, and evatuafitheir effectiveness.

Evidence of fair and positive interactions withdstnts as measured by self report, classroom olig@ryatructured
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interview and/or student responses to surveys.

Evidence of effective mentoring of students as messby solicited and unsolicited letters from fernstudents
and colleagues, awards or acclaim for effectiveesttmentoring.

Evidence of effective student advising as meashyeeported levels of activity, student feedbackb
effectiveness, self evaluation, letters from indindls knowledgeable about the candidate's advisitigities.
Evidence of participation in the pedagogy of teaghtas measured by participation in aspects of psideal
organizations focusing on teaching, publicatiomespntations related to effective teaching, antigiaaition in
workshops and seminars designed to enhance teaeff@ugiveness and/or increase diversity of effecteaching
techniques.

Especially for promotion to professor, evidenceféctive mentoring of other faculty, especiallywee faculty, as
indicated by self reports, reports of mentees dhdraolleagues.

b. Scholarship

Description by the candidate of area(s) of expewisd the systematic manner in which contributamesbeing
pursued.

Evidence of productivity as measured by statusrtsgm work in progress.

Evidence of quality of the contributions as meadurg evaluation of the scholarship in materialshsas reviews or
comments received by the candidate.

Evidence of sharing with professionals beyond #mapus as indicated by publications, exhibits, adsiit
presentations at professional meetings, and dociatiem of application of expertise to applied sitoas.

Evidence of grants or awards applied for and/oeixed.
Description of future plans.
c. Service

Evidence of being an effective member of the umiitercommunity which includes participation in deddership
of discipline, division, campus and system comragtdask forces, and projects.

Evidence of effective service to students througimtoring, support of student organizations, anemstudent
related activities.

Evidence of participation in professional organiaas through attending meetings, participatinghim operations of
the organization, serving as an officer.

Evidence of service to community and governmenaoizations through volunteering, presentationfi¢sé
organizations, consultation, membership, and/ariceias an officer.

Evidence of recognition of service through awaditstions, or commendations earned.
4. Responsibilities of Reviewers and Rights of Gaaigs during the Review
All evaluators at any level of the review processr@quired to review the candidate-prepared doasie the

confidential dossier for each candidate. Evalisatoay use the supplementary files for additionfarmation
and/or verification.
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Each evaluator will rate each candidate and, irfitta¢ analysis, a candidate will be considerededirat in a
particular criterion if a majority of the memberfsaoreview committee rate the candidate as beiwcglent in that
criterion.

All recommendations by the School Review Committee,dean, the Campus Review Committee, the vice
chancellor for academic affairs and the chancetiost include 1) specific ratings, consistent with tating scales
applicable to the candidate, in each of the theeegnized categories for faculty evaluation (temghscholarship,
and service) and 2) a written indication for theibaf each of those ratings. Recommendationr$ette promotion
must be separate from recommendation letters forée Candidates should receive copies of allmesendation
letters at the same time that they are sent toesuigst reviewers.

The affected faculty member has the right to redporwriting to the recommendations at any levethie process
and to have the response(s) included and sent fdmwi¢h the other materials. If the candidate desoto respond,
the recommending party at the same level may chimoseeonsider and/or respond to the candidatiés leAll new
documents become a part of the permanent record.

Each recommending party in evaluating the candislad@ld consider prior recommendations. Howevevili
render its own distinct recommendations.

The candidate-prepared dossier and the confideddigdier including all prior recommendations muesphssed
along to the next evaluating party including theuaiversity level. Supplemental files provided thye candidate
will not be sent to the all-university level butlMde available if requested.

At any level, prior to a recommendation, the exiseeand general content of evidence leading t@ative decision
must be conveyed to the candidate so that the datedimay respond.

Each evaluating body must conform to the ratingdiads for promotion and tenure set forth in th& Raculty
Manual in effect at the beginning of the candidate's @atbn period.

a. School Review Committee

Each academic unit and the library will have ae@avcommittee. The School Review Committee (SR@)asnsist
of a minimum of four members. Each school wiltide whether it will elect the members or have ttagpointed
by the dean.

The SRC will receive, discuss, and evaluate theptetm dossier of each candidate and submit itsmewndation
to the Campus Review Committee (CRC) through the ghancellor for academic affairs, with a copyhe dean

and to the candidate.

The candidate must be given a written invitatiomtet with the SRC to answer any questions or cosgarior to
the SRC's reaching a final recommendation.

A member of the SRC shall not serve on the CR@ifomotion or the CRC for tenure in the same ye#gaathere
is an insufficient number of eligible members ie ticademic unit.

The candidate for promotion or tenure may not beeaber of the SRC in the year that his/her cabeiiw
considered.

A person may sit on a SRC for an individual for whthat person has written a letter of informatidiowever, the
SRC member should refrain from including a positiveegative recommendation in the letter.

At least four weeks should elapse from the timesios are submitted to the SRC until it transnhiesdossiers to
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the dean.
b. Dean of the Candidate’s School

The candidate must be given a written invitatiomtet with the dean to answer any questions orezrasrior to
the dean's final recommendation.

The dean will submit his/her recommendation tovise chancellor for academic affairs.

The dean will not make a recommendation in his@tvan case for promotion and/or tenure.

c. Campus Review Committee

A Campus Review Committee for Promotion (CRCP) afi@ampus Review Committee for Tenure (CRCT) will be
elected each year. Each committee will be compo$ede tenured member from each school, who wilelected

from the two highest professorial ranks in the sthdhe dean of the school may not be electedthercCRC.

The CRC will receive, discuss, and evaluate thepteta dossier of each candidate and submit itsmewndation
to the vice chancellor for academic affairs, witbopy to the candidate.

A person may sit on a CRC for an individual for whthat person has written a letter of informatidowever, the
CRC member should refrain from including a positivenegative recommendation in the letter.

A member of the SRC shall not serve on the CROR®CRCT in the same year unless there is an ingirft
number of eligible members in the school.

The candidate for promotion may not be a membénefCRCP in the year that his/her case is beingidered.

A person may not serve on both the CRCT and theZRGhe same year unless there is an insufficiantber of
eligible members in the school.

d. Campus Administration

The vice chancellor for academic affairs will makerritten recommendation to the chancellor, whauim, will
prepare a recommendation to the president of thestgity or his/her designee. The chancellor wiltify the
candidate, the dean, the School Review Committeffee Campus Review Committee of the actions thledore
the recommendations are sent to the president.

5. Procedural Violations

When a case is reviewed by the Faculty Board ofdRe{BR) and that body finds evidence of procetura
irregularities, the case must be reevaluated as as@ossible beginning at least with the earfiggie in the review
at which an irregularity was noted. In a tenurgecan FBR review can come only after the finalgies has been
made.

B-15. Salary Policies

IU Southeast adheres to Indiana University poliiywespect to determination of annual faculty salacreases.

In general, this policy recognizes that a numbdactors affect salary increases, including megtary minima,
remedial equity, and inflation. The policy statiest “Merit has primacy among these.” See the ademic
Handbook for the full text of the university policy

Further details about campus practices and polafi@asademic units with respect to faculty salacias be found by
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going to the Office of Academic Affairs website.
B-16. Policy for Faculty Members Holding Administrative Positions

The following Board of Trustees approved policylsapply to the Vice Presidents, Chancellors, \@&ancellors,
Deans, Directors, and other administrative positias identified by the Chancellors or Presidentsdradl be used to
determine the salary of an individual who holdshbmfaculty and administrative position when thdividual
relinquishes or is removed from the administrapesition.

At the time an individual assumes both faculty addhinistrative positions, a memorandum shall batexktthat sets
forth the twelve month salary of the individualdatermination shall then be made by the appoirtffigial that
establishes the portion of the salary that shattdsesidered the faculty component of the indivithialary and the
portion of the salary that shall be consideredatthministrative component of the salary. From yeardar, as raises
may be given, the raises shall be apportioned letwlee faculty component of the salary and the atnative
component of the salary. These figures shall betamied by the appointing official with a copy pided to the
faculty member/administrator and to the appropriat®pus faculty records office.

At such time as a faculty member relinquishes oeiisoved from the administrative position, the facmember’s
salary shall return to the faculty component ofghkary and the faculty member shall no longerrigled to the
administrative component and the faculty compowétite salary shall revert to ten twelfths (10/d2jhe faculty
component if the individual returns to an acadeyeiar teaching position.

B-17. Sabbatical Leaves of Absence

1. Purpose of Sabbatical Leaves

Tenured and tenure-track faculty members have mieeipal academic functions: teaching, servarg] research
or creative work which enriches their own teachang that of their colleagues. The sabbatical lga@gram
enables a faculty member better to perform thesetiions. It provides time for research, and ferattendant travel
to libraries, research centers, and to areas wieddenvestigations may be conducted. It enaldesity members
to keep abreast of developments in their fieldsen¥ice to the university.

The sabbatical leave is granted on the basis ataaptable proposal from the faculty member, indigehe
manner by which these general objectives are tchived. It is expected that the plan will beeadH to with
reasonable diligence. The faculty member shouwldsadhe dean for research and the Research amisGra
Committee abouany change in sabbatical plans which might occur atsabbatical proposal has been approved.
If the changes result in a completely new projén a new proposal should be submitted for review.

Within three months after the termination of thavie, the faculty member will submit a report to @féice of
Academic Affairs on a form designed for the purpo®me copy of this report will be delivered to typropriate
dean and one to the Office of Academic Affairs, @mill be available to the Research and Grantm@ittee for
use in evaluating future applications for such ésav

Acceptable programs for the use of time may include

a. Research on significant problems.

b. Important creative or descriptive work in anyamg of expression, for example, writing, paintiagd so forth.

c. Postdoctoral study along a specified line attaranstitution.

d. Retraining to teach in a new discipline or area.

40



e. Other projects satisfactory to the ResearchGradts Committee.
2. Terms of Leave

Sabbatical leave will encompass one semesterladialry or one academic year at half salary. Bbatical leave
need not be taken in a single academic year buthealjvided over several academic years. The siahbkeave
program requires that persons on sabbatical leavetd full time to the scholarly activity for whidsave is granted
and will receive no salary or stipend from otheurses than the university except that:

(1) persons on leave for a year at half pay maygadn other scholarly activity consistent withttfta which leave
is granted and receive salary, stipend, or horeofesim other sources in such amounts that totahgastipend, and
honoraria do not exceed approximately the annealme normally earned, and

(2) persons on leave may receive grants from aberces for travel and research expenses incidentiadir
scholarly activity. Faculty members who receivebsdical leave for a full year at half salary slibdiscuss the
potential impact on their retirement benefits witik human resources staff.

Once a full-year sabbatical has received final eyl it cannot ordinarily be shortened to one ssare In special
cases the vice chancellor for academic affairsherrecommendation of the dean of the applicacti®sl and the
Research and Grants Committee, may make an exodpttbis rule. Approval of such a change wouldetel
upon the establishment of a legitimate need forctir@nge and evidence that the quality of the ptejetld not be
seriously compromised. The faculty member shouliharily be compensated on the same basis assathegiving
one-semester sabbaticals. However, other persoomehitments or fiscal stringency may sometimesipcke full
payment for the sabbatical-leave semester andiamréo full-time status for the other semester.

Under special circumstances permission may be epldot a faculty member to augment a full-yearf-salary sab-
batical stipend through part-time teaching at & husditution. The purpose of such an exceptioto imake it
possible for a faculty member lacking outside supgopursue an opportunity for research or creasigtivity
during a full-year rather than a half-year sabladiieave. The faculty member must explain in wgthow the
prospects for a productive sabbatical leave wilkbkanced, and must specify the nature and ext¢iné @roposed
teaching. The dean of the applicant’s school rthest recommend the exception to the vice chanciltaacademic
affairs, who will make the final determination asithether or not it can be allowed. Under no citstances may
total stipends, salaries, etc., exceed the saharfatculty member would have received had he obska on normal
appointment at 1US.

3. Eligibility

A faculty member is eligible for one sabbaticae during each period of seven years full-tim&iser(including
time on sabbatical leave), following the completarnis or her first six years of full-time serviaelUS. For
example, a faculty member may be granted one sabbkave in the seventh, eighth, ninth, tentayehth, twelfth,
or thirteenth year of service, and one in the feemth, fifteenth, sixteenth, seventeenth, eighkeembeteenth, or
twentieth year of service. Ordinarily, howevemlsatical leave will not be granted within less tfieur years
following a preceding sabbatical leave. For examnalfaculty member who is granted sabbatical léawés or her
twelfth year would not again be eligible until lisher seventeenth year. Leaves without pay deouit as part of
the period by which eligibility for sabbatical leais determined. The sabbatical leave prograniegpphly to
persons who will return to their positions at I &t least one academic year following a periogatibatical
leave. For example, a sabbatical leave will nogtaated for the last year of a faculty membern‘gise prior to
retirement.

4. Scheduling

As far as possible, departmental schedules shaufttfanged so as to permit eligible members ofabelty to take
sabbatical leaves. In order to facilitate budgetind scheduling, faculty members should notifyndez their

41



schools of their intent to apply for sabbaticalviedn the spring of the year preceding their foreqgblication. In
arranging schedules, an attempt should be madéimize the cost of substitute instruction and disruption of
the department program.

5. Administration

Application for leave will initiate with the eligie faculty member. In order to facilitate plannigugd budgeting and
to assist faculty members in developing viable psats, application is made in three stages: Adyishmtification,
Preliminary or Draft Proposal, and Final Proposatlvisory Notification is by memorandum, a form féreliminary
and Final Proposals is available from the acadaiffiiirs office. The form is described, and theeddiy which
proposals are due are specified, inlti& Research Policy Manual. The successive administrative stages through
which proposals are routed are as follows:

a. School

The dean of the school will forward the preliminarydraft application to the dean for researche @han of the
school will attach a statement confined to showh®gproposed schedule adjustments to permit thve laad the
additional staff or other expenditure that will hecessary.

b. Dean for Research

The dean for research will forward the applicatiothe Research and Grants Committee with any gpipte
remarks concerning budgeting or scheduling.

c. Research and Grants Committee

The Research and Grants Committee will review tleéiminary version of the application and make
recommendations for revision if necessary. Upaeikeng the final version of the application, thedearch and
Grants Committee consider it and formulate an gmpte recommendation for action. In arrivingtat i
recommendation, the committee may call on the @sahother members of the applicant's disciplinscbiool for
an evaluation of the worth of the proposed projécimay also call on the dean of the school ifesitiing problems
are the only bar to the leave.

The committee will recommend approval or non-apptdased upon the acceptability of the proposepgirin
terms of the criteria specified above. The applicihall be given the opportunity to make represtént to the
committee, if he or she considers it advisableuggport the application. The committee will noggch applicant
for sabbatical leave of its recommendation to tiee ¢hancellor for academic affairs as soon asohemittee’'s
decision is made, and a copy of the notificatiolh bé sent to the appropriate school dean.

Notification that the committee recommends appro¥application for sabbatical leave will includstatement that
leave is not granted until approved by the vicenclk#or for academic affairs, the chancellor, thesplent, and the
Board of Trustees. A favorable recommendationhignice chancellor establishes sufficient likelida a grant of
leave so that applicants are justified in procegdiith plans and arrangements for leave.

d. Vice Chancellor for Academic Affairs

If the cost of leave applied for or its prospectiligruption of schedule appears excessive, thechiaacellor for
academic affairs may, personally or through an @gmte committee, review with the school or dioip
concerned the problem of scheduling,

B-18. Leave Without Pay

REQUEST FOR LEAVE
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When a faculty member or other academic employa#sia take such a leave (LWOP), he or she shaitidte a
request through normal administrative channelds fidgquest should be accompanied by a brief staittaf¢he
reasons for which the leave is sought. Leavebsérce without pay are limited to one year. Unotersual
circumstances, exceptions can be approved.

STATUS OF TIME SPENT ON LEAVE WITHOUT PAY

A year or semester on LWOP does ootint as a year or semester of service to theddsity. This means that such
leave will notbe counted in reckoning:

1. University obligations to make contributionsédirement funds.

2. Year's credit toward tenure, except that it rhaycounted if the leave is spent as a full-timaltganember at
some other institution.

3. Year’s credit towards sabbatical eligibility.

4. Years of service which may be relevant underathgr University regulations, such as those coresbwith

early retirement.

BENEFITS WHILE ON LEAVE WITHOUT PAY

Group Life Insurance

During leave without pay, the University will comtie the insurance in force for three months. dfléave extends
for more than three months, the insurance willuspsnded unless the employee elects its continuanttee
advance payment of premiums at the campus humanroes Office. If the insurance is suspended dutie
leave, when the appointee returns it will be autizally reinstated in accordance with the planitiedte.

Group Medical Insurance

It is the policy of the University to continue @tsntributions toward medical insurance for facatystaff members
on leave of absence without pay for as long agfip@intee continues paying the employee sharesgframium.
The appointee must make arrangements with the lthiiyén advance of the beginning of the leavedy the
employee’s share of medical insurance premiumati@aation in the plan is optional. If it is droguh re-
enrollment procedures are necessary to re-entgane either immediately upon return from leaveatthe annual
open enrollment date.

IU Retirement Plan Contributions

It is the policy of the University not to make retnent plan contributions while an appointee iseave without
pay. A participant in an IU retirement plan wharms to take leave of absence without pay shoulderapkropriate
arrangements with his or her prospective employgrantor agency to cover his or her contributio8sich
contributions can be made directly to the plan mlewby the employing institution whether or naattimstitution
participates in that particular program. Alteraaly, the employing institution could set the lesécompensation
at a figure which would permit the individual to kegpayments to the plan provider, although taxdliaatages
would usually result from such an arrangement.

B-19. Family and Medical Leave

TheFamily and Medical Leave Act (FMLA or the Act) became effective on August 5939 This law gives
eligible IU employees the right to take up to 122k of leave in a calendar year because of:

1. Birth of a child and to care for a newborn child
2. The placement with the employee of a son or keudor adoption or foster care;

3. The need to care for the employee’s spousegistezed same sex domestic partner, son, daugitearent with
a serious health condition;

4. A serious health condition that renders the egg® unable to perform the functions of his orjbbr
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Each of these four situations is considered a fyiradi reason under the law.

In the case of iliness or other qualifying situatia full-time academic employee shall be paidigeks’ full salary
and one-half salary for the balance of the semé@sigase the illness or situation lasts that loWhere prognosis
for early recovery is favorable, the University megtend this leave beyond the limits of one semésta total
maximum of six weeks at full pay and nine additiomaeks at one-half pay.

In the case of the birth or adoption of a childarthe serious health condition of the appointesgisuse or
registered same sex domestic partner, child ompafevhom the appointee is primary or co-primaayetaker, after
three years of service and with a frequency neitteed once every three years, a full-time acadeppointee is
eligible forpartially paid leave. For the birth or adoption of a child, such leawast be concluded within twelve
months of the date of the birth or placement famitn of the child. The partially paid leave dhwd for a period
not to exceed fifteen weeks or the end of the staneshichever occurs first. During the partighigid leave, the
appointee shall be paid an amount not to exceedhalfi¢he appointee’s salary; contributions to ¢neployee’s
retirement plan shall be based on the salary dgtpald. During the period of leave, a teachingulty member is
relieved from teaching duties while continuing @esh, creative work and service activities, andrugedurn to
regular duties shall not be required to assumeagideteaching load than normal. The continuintieduof a
librarian or of a clinical faculty member shall begotiated.

B-20. Retirement and Emeritus Status

Any faculty member may submit a recommendatiorafgarding emeritus status to a retiring faculty membrhis
recommendation should be submitted early in tHes@ahester. The chancellor will solicit the advidehe dean of
the candidate’s school, the vice chancellor fodaazic affairs, and the full professors of the cdaté's school
before making a recommendation to the presidenttam@oard of Trustees. Emeritus status is awairded
recognition of the individual's contributions teethniversity and the profession.

In the spring semester of each academic year, HiReaources will arrange a social event to honcgrajployees
who are retiring after ten or more years of fuli employment. Their names and dates of servitdaengraved
on the retirement plague located in the lobby efAldministrative Wing of the University Center.

Retired personnel who wish it will be placed on ¢ireulation list for the student newspaper ancdeottampus
publications and receive these publications witlatatrge. They shall also retain all faculty lilyrarivileges and, if
it is desired and feasible, will be provided withaffice. Office assignments will be on a spacailable basis and
will in all likelihood be different than the officesed while on active status.

Retired faculty members may be asked by the detaatdh on an adjunct basis if their services aegleg and the
vice chancellor for academic affairs approves. chea by retired faculty members must be approwethb Board
of Trustees and is typically restricted to one seyser semester. Only in cases of exceptional, rggaoved by the
dean and the vice chancellor, will retired facuitgmbers be asked to teach additional courses toisec

B-21. Grievance Procedures

Faculty members with a problem or complaint shquikekent it first to the dean of their school. Tiisy be done
orally, or in writing if either the faculty member the dean thinks this is preferable.

If the faculty member is not satisfied with the idamn of the dean, he or she may appeal the decisiariting to
the School-Level Grievance Committee (if one eXistéthe faculty member is not satisfied with the
recommendation of the grievance committee or tle'deesponse to that recommendation, he or sheppeal in
writing to the vice chancellor for academic affairs

If the faculty member regards the decision of tlee ehancellor as unfair, he or she may appeatiting to the
Faculty Board of Review (FBR) except in promotioddenure cases. Procedures for handling an FB& axa
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described in By-Law No. 3 in the Appendix. The FBNR not take appeal cases regarding promotiontandre
until after the chancellor has announced a decisiothe promotion or tenure recommendation.

B-22. Discrimination Grievance Procedures

These procedures are drawn up solely for case$vingadiscrimination grievances related to gendacge, minority
status, national origin, sexual orientation, religiage, handicap, or status as a disabled orafietera veteran.

A discrimination grievance review should be vievesda final attempt to settle a complaint. It ingally expected
that an employee requesting a review will have ipresly attempted to work out a solution throughcdisions with
the appropriate supervisors and/or through the atiedi efforts of the Office of Equity and Diversity Human
Resources.

Initiating and Conducting a Grievance Procedure

If an employee has an affirmative action grievaaued, after talking to the Affirmative Action Officewants to
request a formal review, he or she should obtgrievance review request form from the Office ofigand
Diversity and return the completed form to the clioe of this office.

The Affirmative Action Officer, who directs the @fe of Equity and Diversity, performs the first @stigation
using the Guidelines for Investigating and Resgv@omplaints. The Affirmative Action Officer wilhvestigate,
and make a written report of the findings and rem@md a final decision to the chancellor within thivorking
days of receipt of the complaint. This report khalalso sent to the parties directly involvedhe complaint and a
copy shall be kept in the Office of Equity and Dsity. An appeal may be made of the Affirmativetidn Officer
decision within fifteen working days of the finaport.

For more details regarding the procedures, cotii@cDffice of Equity and Diversity at (812) 941-230

B-23. Sexual Harassment

1. Policy (as approved by the Board of Trustee5/6A)

Harassment on the basis of sex is a violation @érfal and state law. Indiana University does olgrate sexual
harassment of its faculty, staff or students. \liatlials who believe they are victims of sexual banaent, as well as
those who believe they have observed sexual haesgsare strongly urged to report such incidentsnmtly.
Indiana University will investigate every sexuatdssment complaint in a timely manner and, wherettsea
finding of sexual harassment, take corrective adtiostop the harassment and prevent the miscoffrdunat
recurring. The severity of the corrective actiop,ta and including discharge or expulsion of thierder, will
depend on the circumstances of the particular case.

Once a person in a position of authority at Indiaiméversity has knowledge, or should have had kedgé, of
conduct constituting sexual harassment, the Urityersuld be exposed to liability. Therefore, aagministrator,
supervisor, manager or faculty member who is awleexual harassment and condones it, by actiamection, is
subject to disciplinary action.

2. Definitions

Following federal guidelines, Indiana Universityfides sexual harassment as follows:

Unwelcome sexual advances, requests for sexualsaand other verbal or physical conduct of a sexature
constitute sexual harassment when:

a. submission to such conduct is made either attplar implicitly a term or condition of an indidual’s
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employment or academic advancement;

b. submission to or rejection of such conduct bynaividual is used as the basis for employmerdeardemic
decisions affecting such individual; or

c. such conduct has the purpose or effect of uorednly interfering with an individual’'s work or ate@mic
performance or creating an intimidating, hostilepffensive working or learning environment.

3. Application

This University policy is designed to protect aktmbers of the University community. It appliesetationships
among peers as well as to superior/subordinatéaeships. It also applies to all individuals, aegless of their
gender or sexual orientation.

4. Provisions

a. Faculty, staff, and students have the righatserthe issue of sexual harassment. Furtherdraess against
complainants or retaliation against complainantstbers who participate in the investigation obanplaint will not
be tolerated. Appropriate and prompt disciplinaryemedial action will be taken against personmébto be
engaging in such further harassment.

b. The University will deal with reports of sexirdrassment in a fair and thorough manner, whicludes
protecting, to the extent possible and to the exiermitted by law, the privacy and reputation&tiests of the
accusing and accused parties.

c. Education is the best tool for the preventiod aelimination of sexual harassment. Each deasactdir,
department chair, and/or administrative officereisponsible within his/her area of jurisdiction foe
implementation of this policy, including its dissieation and explanation.

d. It is the obligation and shared responsibilityalb members of the University community to adhtrehis policy.
5. Enforcement Principles

Enforcement and implementation of this sexual lamasit policy will observe the following principles:

a. Each campus must have procedures - consistdnhations of due process - for implementing tlaqy
including where complaints are made, who investigabmplaints, how complaints are resolved, whatgatures

are available for appeals, and how records are kept

b. At IUS, the Affirmative Action Officer shall see as a resource with regard to interpretatioreafial harassment
guidelines.

c. Confidentiality of information relating to inviigations of complaints of sexual harassment dielhaintained to
the extent practical and appropriate under thaioisgtances and to the extent permitted by law.viddals charged
with implementing this policy shall share infornmatiwith regard to given incidents of sexual harasgnonly with
those who have a “need to know” in order to impletikis policy.

d. Investigations must be conducted promptly andatghly.

e. Whether particular actions constitute sexuad$sment will be determined from the facts, on a-tgscase basis.
The University will look at the record as a whas,well as the context in which the misconductioed.

f. Both the charging party and the respondentlvéglhotified of the outcome of the investigation.
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g. In the event it is found that sexual harassrhastoccurred, corrective action, up to and inclgdiischarge or
expulsion of the offender, will be taken througk #ppropriate channels of the university. Theexdive action
will reflect the severity and persistence of thealsament, as well as the effectiveness of any gueviemedial
action. In addition, the university will make fol-up inquiries to ensure the harassment has satired and the
complainant has not suffered retaliation.

B-24. Sexual or Amorous Relationships
1. Relations with Other Employees

In the interest of avoiding actual or perceivedflionof interest, academic personnel should ne¢atly supervise
employees with whom they are having sexual or ansrelationships. Academic supervisors shall dikiyua
themselves from employment-related decisions coimgisuch employees and, in consultation with theleyee
involved and other appropriate persons, the viencéllor for academic affairs or other equivalearhpus
administrator shall take steps for the appointnoémat surrogate supervisor.

2. Relations with Students

With regard to relations with students, the teracUity" or "faculty member" means all those whacteand/or do
research at the university, including (but not fedito) tenured and tenure-track faculty, lectyrévgarians, holders
of research or clinical ranks, graduate studentts teaching responsibilities, visiting and partdifaculty, and
other instructional personnel, including coachesjsors, and counselors.

The university's educational mission is promotegimfessionalism in faculty-student relationships.
Professionalism is fostered by an atmosphere ofiahtitust and respect. Actions of faculty memlzerd students
that harm this atmosphere undermine professionalisirhinder fulfillment of the university's educatal mission.
Trust and respect are diminished when those irtiposiof authority abuse or appear to abuse tleirep. Those
who abuse their power in such a context violaté thety to the university community.

Faculty members exercise power over students, whettgiving them praise or criticism, evaluatihgtn, making
recommendations for their further studies or thatinre employment, or conferring any other benefitghem. All
amorous or sexual relationships between faculty begmand students are unacceptable when the fanatiyber
has any professional responsibility for the studeéich situations greatly increase the chanceghbdaculty
member will abuse his or her power and sexualljaixthe student. Voluntary consent by the studerstuch a
relationship is suspect, given the fundamentaljyrasetric nature of the relationship. Moreover,eststudents and
faculty may be affected by such unprofessional bieihdecause it places the faculty member in atjpwsto favor
or advance one student's interest at the expershafs and implicitly makes obtaining benefitstomgent on
amorous or sexual favors. Therefore, the universgillyview it as a violation of th€ode of Academic Ethics if
faculty members engage in amorous or sexual rekatigth students for whom they have professional
responsibility, as defined in number a. or b. belewen when both parties have consented or appéwve
consented to the relationship. Such professi@sgdansibility encompasses both instructional andinstructional
contexts.

a. Relationships in the Instructional Context

A faculty member shall not have an amorous or decel@tionship, consensual or otherwise, with aetu who is
enrolled in a class being taught by the faculty tnenor whose performance is being supervised duated by the
faculty member.

b. Relationships outside the Instructional Context

A faculty member should be careful to distance kifnsr herself from any decisions that may rewargenalize a
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student with whom he or she has or has had an aimomsexual relationship, even outside the insbmal context,
especially when the faculty member and studeniraifee same academic unit or in units that arealli
academically.

B-25. Safety and Security

For the safety and security of all concerned, figamembers should report all accidents, injuriess af vandalism
or threats of harm to persons or property promjothe University Police, UC 027, ext. 2400.

Firearms Prohibitions:

Unauthorized firearms, weapons, ammunition, explssiand other items that the campus police contidee
dangerous are prohibited on university premisesatiid events. This policy includes activities s
introducing, possessing, using, buying or sellinggims even with a valid state firearms perminlyQaw
enforcement officers and others, in exceptionaurirstances, who have prior approval by the polidefcare
authorized to carry a firearm. This prohibitiortends to all University-controlled sites where Wssity employees
are working or University-directed activities areirig held. For additional information on this pglirefer to theU
Personnel Policies for Professional Staff and Support Staff.

Alcohol & Drug-Free Campus:

The unlawful manufacture, distribution, dispensatipossession or use of a controlled substancal{yseaferred to
as illegal drugs listed under the federal Conttbibstances Act) and alcohol is prohibited on Birsity property
or in the course of a University activity excepspecifically authorized events. The complete @rsity policy on
this subject is available in th&) Personnel Policies for Professional Saff and Support Saff.

Tobacco-Free Campus:

Effective July 1, 2007, tobacco (all types) isclyi prohibited on all University grounds and Unisigy-owned or
leased buildings to include offices, hallways, lges, rest rooms, elevators, classrooms, meetimggodining areas
and all community areas. Tobacco is permitted anlyne’s personal vehicle (University-owned orsiec
automobiles remain tobacco-free). This policy asplo all employees, students and visitors. Tdmepiete
University policy on this subject is available hetOffice of Human Resources.

Building Security

Normally, campus buildings will be open from 7:Qéhato 11:00 p.m. during the period of time wheassks are in
session. On weekends and days which classes &iresession, buildings will normally be lockedéa®0 p.m. In
the interest of security, buildings may be closadier in the event that scheduled activities teaté at an earlier
time or there are no scheduled activities. Buddiwill remain closed and locked until 7:00 a.mthaf day on
which regular scheduled activities resume. Thevites Building, the Library, and Student Compugibabs will

be open in accordance with the schedules estadlish#éhose departments. Copies of those schedrde® be sent
to the University Police Department. If a buildimyst be open for a specific University-sanctioeeent, the
University Police Department should be notifiedeatst 48 hours in advance. All buildings will besed and
locked on holidays and other announced days tleatdimpus is officially closed.

B-26. Alcohol and Drug Abuse
1. Basic Philosophy
In fulfilling its purpose as an institution of higheducation, IU has many responsibilities, one/luth is that of

employer. In this role, the university developdiqes and practices of employment to obtain aratife staff and
maintain the respect of employer and employeedohether.
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One aspect of this philosophy is an Alcohol anddibuse Procedure, the objectives of which are:

a. To establish and maintain a safe, healthy wgrkimvironment for all employees;

b. To reduce the incidence of accidental injurpéoson or property;

c. To reduce absenteeism, tardiness, and poodiffeirent job performance;

d. To insure the positive reputation of the uniitgrand its employees as worthy of the responsibdientrusted to
us; and

e. To provide assistance toward rehabilitatiorafoy employee who seeks help in overcoming an addior
dependence on alcohol or drugs.

2. Regulations

The university does not and cannot accept or com@dgohol or drug abuse by its employees. Alcaimol drug
abusers do not suffer alone. Their abuse is afrintental to the university, to fellow employeand to the public
we serve. Therefore the following applies to facahd all other employees.

a. No alcoholic beverage will be brought onto anszamed on U or IUS property except for specificallithorized
events. Further, no illegal drug will be brought@or consumed on university or campus propergngttime.

b. Any employee whose off-work use of alcohol args can reasonably be established to be the cheseassive
absenteeism or tardiness, or the cause of accideptsor work performance will be counseled to seddabilitation
from available community resources.

c. Rehabilitation itself is the responsibility dietemployee. An employee seeking medical atteitioalcoholism
or drug addiction is entitled to appropriate healgurance benefits. Such treatment is an accleppaibpose for a
leave of absence subject to consideration of theratonditions listed in the leave of absence parsbpolicy.

d. An employee’s request for assistance will betéxkas confidential by the supervisor receivirani only those
personseeding to knowwill be made aware of the request.

B-27. Service Recognition

Full-time faculty members with five years of see/iwill receive a certificate of appreciation. Thagho complete
ten years of service will be given a certificaté&r@tognition Day ceremonies.

A reception for the entire IUS community will beléh@ach year to recognize ten, fifteen, twenty, vehty-five
year honorees. They will receive a certificate andU service pin. Twenty and twenty-five yeanbees will
receive a gift from the university. A colored pbgtaph, appropriately identified, of each twentyefyear veteran
will be displayed in the Administrative Wing.
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C. INSTRUCTION
C-1. Calendar and Schedule of Classes

1. Holidays:
A) Martin Luther King, Jr., Day, Memorial Day, ahdbor Day will all be recognized holidays with no
classes.
B) The Fourth of July will be a holiday when itlfabn a Monday, Tuesday, Wednesday, or Thursday.
When the 4th falls on a Friday or Saturday, it Ww#l a school holiday, but no classes will be mis3afthen
the 4th falls on a Sunday, the following Mondaylw# a holiday with no classes.
C) Thanksgiving break begins after the last clasthe Monday preceding Thanksgiving; classes resume
the Monday following Thanksgiving.

2. Semester start dates:

A) There should be a two-week break between theoésdmmer Il classes and the beginning of clakses
the fall semester.

B) There should be at least a two-week break betwhezend of classes for the fall semester and the
beginning of classes for the spring semester.

C) The spring semester will start on a date thitoause grades to be due during the week before
commencement.

D) Summer session | classes will begin the Tuesdi@y commencement.
[As a guiding principle: Spring — start Monday; I[Faktart Monday; Summer | — Tuesday; Summer |leniiay]

3. Final Exams:

A) In the fall and spring semesters, faculty teagtriegular weekday classes will have at least ttiegs to
grade final exams.

B) Faculty teaching weekend classes will haveagtlevo days to grade final exams.

C) Students will have one full study day betweanl#st day of class and the beginning of the exarog.

D) Final exams in summer sessions are to be giueing the last scheduled class period, with ndystlay
planned.

4. In the spring semester, grades will be duemiek before commencement.

5. The spring recess will be listed as "to be ameed." The current policy for setting spring sdates is as
follows: “Spring recess shall be held in conjunatigith spring recess of the public schools in the@inding
counties unless the latter falls later than thdfttveveek of the semester. Should the spring i=oéshe public
schools fall later than the twelfth week of the sstar, then the Indiana University Southeast speogss would be
held following the eighth week of classes.” Therent policy of the local public schools is to hslgring recess
during the last full week of March.

The Academic Calendar for each semester is publishtheSchedule of Classes. Instructors are expected to hold
classes upon the basis of the regular schedulasgas. The number of class meetings and thehlefigiach class
period have been set to meet university and adorgditandards. They should not be altered witipoiotr
clearance with the dean of the appropriate schottlevice chancellor for academic affairs. Thstfclass meeting
of any course should run for the major part ofdbleeduled period.

An instructor who needs to change the locationinoe f an individual class meeting should cleas thith the
school dean and registrar's office. A master rgohedule to prevent conflicts in room utilizatismiaintained at
the Information Desk; therefore, room change fomust be completed and approved by the dean anddie
chancellor for academic affairs prior to initiatindong-term change in class meeting locationroeti
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C-2. Course Cancellations

Whenever registration for a section is considensdfficient, the university reserves the right éamcel that section.
Lower (100 and 200) level classes will ordinalily canceled if enroliment is below 15. Upper lealrses will
usually be canceled if enroliment is below 10.

When it is necessary to cancel a section taught fiojl-time faculty member because of low enrollméhne
university reserves the right to replace part-tingructors in other sections with full-time fagult

C-3. Assignments

Instructors are expected to develop a course sidlétalendar and assignment sheet) for each coBrseh syllabi
should give definite instructions to the studerstscaassignments, library references, term repex&minations,
make-up policy, and other course requirements patidies. Faculty members are encouraged to detiopies of
each course syllabus to the dean for files maiathin the office of each school, and to post tegliabi on the
internet via their personal homepages or Oncourse.

Library assignments and reading lists should beld@ed with the advice and assistance of the Wfeulty.

Most students in courses on the 100 and 200 leed massistance in the development of efficientyspuidcedures.
It is essential that assignments be definite, tiwsts be given within the first five weeks of tieerester, and that
written work be graded and returned to studenty @athe semester. Conferences with studentsldiziregarded
as a part of the process of instruction in mostsesl Students should be given a clear sensenoied they are
progressing before the last day to withdraw fromrses.

C-4. Delay or Cancellation of Class Meetings

Unless a decision to the contrary is announcedéyffice of the Chancellor, IUS will operate abextuled and all
instructors are expected to meet every scheduess cl

If the chancellor or a designated representativédds that weather conditions are so hazardousrbating classes
should be delayed, an announcement will be madkenampus web site and area radio and televisiioss to
follow the "SNOW SCHEDULE" as follows.

Monday through Friday:

8:00 a.m. classes meet at 10:00 a.m. for 50 minutes
9:30 a.m. classes meet at 11:00 a.m. for 50 minutes
11:00 a.m. classes meet at 12:00 Noon for 50 nsnute

Saturday:
9:00 a.m. classes meet at 10:30 a.m. for 90 minutes

When the Snow Schedule is in effect, faculty memiséouldnot come to the campus before 10:00 a.m. to avoid
interfering with snow removal from driveways andkiag lots.

If conditions are so hazardous that classes cdrmebeld, it will be announced via the web site eadio and
television stations that the campus is CLOSED adlfy members should not report. If the campudased, off-
campus classes are also cancelled. If an off-carmlags is offered at a public school or othedifgdhat is closed
due to weather, the class is cancelled even ifdisecampus is open.

Information about delays or cancellations may als@btained by dialing the IUS “Scoop Line” at 2d62. This

information will also be sent to campus e-mail ssgrder the heading “Important Notice” highlighteith an
exclamation mark.
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Since many students come from distant places whereieather may be quite different from that atdéeapus,
faculty members are urged to be lenient in excuabsences and arranging for making up work misseidgl
periods of severe weather.

If it is necessary to miss a scheduled class beoafu#iness, death in the family, or other urgeratter, the faculty
member should:

1. Arrange for a replacement instructor, if pogsilslo that the class will not have to be canceRalyment of a sub-
stitute or "colleague coverage" is the personalanrsibility of the regular instructor.

2. If cancellation is unavoidable, the instructieosld notify the secretary in the office of thetimstor’s school,
who will notify the Information Desk to help inforstudents.

3. If class meetings must be canceled, the sessiandd be made up by special meetings or by thigrasent of
additional academic work.

C-5. Copying and Duplicating

Requests for copying and duplicating of materiasud be given to the secretaries who will prodessrequest and
return the materials at the time and place desighat

Only examinations, syllabi, and other brief itentsiah are essential to the course should be dupticat university
expense and distributed free to students.

Syllabi which are longer than ten pages shouldabe through the Campus Bookstore or distributedtedaically.
To facilitate the sale of materials, the instructarst provide the Bookstore with typed mastersopychat is
camera-ready for duplication. A "Request for Clslsgerial to be Copied and Sold by the Bookstoeeirf (each
school secretary has a supply) should be preparedicate the number of copies, the type of dapiiiy process,
and the style of binding. If desired, the Bookstpersonnel will assist the faculty member in mgkhrese
decisions.

C-6. Oncourse™

Oncourse™ is |U’s online teaching and learning mmment. It can be used to supplement face-to-dseses or to
teach classes on-line. Faculty is encouraged ténssictional technology including web-based téagtand
learning. For assistance in using Oncourse™ cotiselliLTE staff. Also se@-18 for information about the
Indiana College Network (ICN), which is importaot fmarketing on-line courses.

C-7. Writing Across the Curriculum

It is recommended that some expository writingdmpuired in all courses and that, whenever feaséiXaminations
should include some discussion or essay questidhsvritten work submitted by students should lzeefully
checked for English usage. Grades might reflecqgtnality of English usage shown by the student.

C-8. Final Examinations

The final assessment activity for a course shoalddnducted during the week set aside for finairéxations. This
period is part of the 15-week semester and shaailgtibzed to be fair to students and to meet sdasislacceptable
to accrediting agencies. A final examination scheslappears in thechedule of Classes for each semester. The
instructor should inform the class of the scoptheffinal assessment activity early in the semesighat students
can plan accordingly. As a general matter of pplegiprior to week 14 of the semester, studentslightave
already earned the majority of the credit posditte¢he course. Every effort should be made to detepll grading
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and give feedback to students on their performémciate before the final assessment activity.
C-9. Examinations and Proctoring

Copy for examinations which are to be duplicatenlsth be given to the appropriate secretary at leastweek
before they are needed.

If a faculty member wishes to give an examinatiarirdy a class period when he or she must be alibenfaculty
member should arrange to have a colleague on thdtfasupervise that examination. Clerical emptsyer student
assistants should not be asked to proctor examitats neither has the authority to handle cheatisgs.

C-10. Academic Dishonesty

All members of the faculty have a responsibilityfdster the intellectual honesty as well as theliettual
development of students. They should carefullytatize their methods of teaching and assignmentsder to be
sure that they encourage students to be honesecéssary, the faculty member should explain lgi¢lae meaning
of cheating and plagiarism as they apply to thesmu

The following suggestions and comments should Ipdiexpby instructors in order to minimize the inete of
cheating:

1. Insure security of examinations while they agang prepared.

2. Provide for adequate and thorough proctoringxaiminations.

3. Consider the possibility that students may hhegeacher's guide to the texts currently beirglus

4. Require arbitrary seating of students at exatioina so as to break up pre-arranged groups.

5. Avoid the use of the same form of an examinafiwrsucceeding sections and for makeup examirgtion

6. A request for an incomplete may be considerfedira of cheating when it is used to avoid low grmded protect
grade averages. The common approach is to reguéstomplete when grades are low, and then peestinad
instructor to remove the incomplete with a grad&\of

Should the faculty member detect signs of plagians cheating, it is enost serious obligationto investigate these
thoroughly and to take appropriate action as dsedisn theCode of Student Rights, Responsibilities, and Conduct.
The Code contains definitions of cheating, plagiarism, pbispenalties, and procedures for handling cases.
Students' attention should be called to the apatgppages in th€ode.

C-11. Office Hours

Consultation with students is an important paiinsfruction. Full-time faculty members should sile a
minimum of six hours per week during which studer@s meet with them in their offices. Part-timeuity
members should be available to students befora#iadclass and by appointment.

To facilitate these meetings with students ands/tadainterruption at other times, each full-timstiructor should
post on the office door and announce at the flestscmeeting of each class, office hours for thatester.Having
announced office hours, he or she should then makespecial effort to be on hand at these timesSecretaries
will prepare a summary of office hours for the imfation Desk so that agency will know when instoustare
available to inquiring students.

C-12. Student Development Center
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The Student Development Center, located in Unityef3enter South, Room 203, provides academic loglp f
students by means of placement testing, CLEP examosing, and a learning skills center, as wel§pscial study
skills seminars and developmental courses in rgaalil study skills. The center has a lending ibaand study
skills videotapes.

C-13.  Writing Help Center

The Writing Help Center, located in Knobview Hall& provides free assistance and tutorial supposiriting to
all IUS students through individual tutorials amdadl workshops. Center services are availableudents at all
levels and in all disciplines.

C-14. Mathematics Resource Lab

The Mathematics Resource Lab located in LF101 eysptarrent technology to support teaching and legrof
guantitative and problem solving skills. The l&ves all students in all disciplines with resosraad tutoring.

C-15. Library Services

In addition to holding over 600,000 books, periatliolumes and microforms, the Library subscritmesver 1,200
periodicals, newspapers, and offers access tocaedasing array of Internet and World Wide Web resest The
Library also houses several special collectionduiting a map collection and a K-12 Curriculum Matks Center,
as well as the IUS Archives, the archives of th8 Oral History Project, and those of Ars Femina duedwilliam
L. Simon Sheet Music Collection. Additionally, thiorary is a selective depository of U.S. Governine
Publications.

Library hours are as follows:

Monday — Thursday 8:00 a.m. - 10:00 p.m.
Friday 8:00 a.m. - 5:00 p.m.

Saturday 9:00 a,m. - 5:00 p.m.

Sunday noon - 6:00 p.m.

Special hours are posted.

If questions or problems arise about any libraryise or policy described below, please contactDiector of
Library Services or a Reference Librarian.

IUS Library operations are grouped into severatfiomal areas, each of which is coordinated by mber of the
Library Faculty. The areas are: Public Servicésrdry Instruction; Technical Services and Elecitdystems;
Access Services; Collection Development and Sp&mndéctions; and Electronic Resources.

Access to the IUS Library collections is throughCQAT, IU's online public access catalog. The datakiacludes
the holding of all eight IU campuses.. Severaiquiical indexes as well as selected full-text éetcare also
accessible through the Library’s webpage. Thesgablic access terminals and printers in the kjbrahe IUS
Library webpage and all its features can alsodsessed from anywhere on or off-campus via thertet and the
Library’s proxy server at all times. (Please cheith the Library for further information.)

General circulation policy provides for a studemeck-out period of 45 days and electronic renewdltalephone
renewals are accepted. Fines are 25 cents pdodagich item. The check-out period for facultg 20 days. The
Library uses an on-line computer based circulagigstem, and an 1US i.d. card is required in ordeshieck out
materials. A book return box is located on the masmnext to the bus stop shelter.
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Special services offered to faculty include placimaterials on reserve, , faculty privileges akahtuckiana
Metroversity and IU libraries, inter-library loarrsices and other reference and bibliographic &ssis.

To place materials on reserve, the instructor shoaimplete the appropriate reserve request forratwikiavailable
to faculty in the Library or on the Course Resemabsite. The form should be brought to the Libmarynailed,
together with any personally owned materials wiiakie been listed on the form, to the CirculatioslDat least
three weeks prior to the time the material is t@bailable to students. Print Reserve materi@shelved at the
Circulation Desk under the last name of the instnu&lectronic Reserves are available for cenaaterials. The
IUS Library follows U.S. Copyright law when placimgaterials on reserve.

Faculty privileges are accorded to IUS faculty memshlwho visit the libraries of any Kentuckiana Megrsity
campus or any of the IU system libraries. In addijtthe IUS Library can secure materials for facahd students
from these and other libraries through interlibrgn. Request forms for these services are dlaitan the
Library’s website. Please allow at least 10 dayseceipt of materials.

Library Instruction:

Library instruction refers to single or multipleask sessions, taught by reference librariansjrittratiuce students
to library research strategies and the basic irdtion sources needed for effective use of theybiabrary
instruction sessions are designed to complemetitplar courses or fields of study. In addition;gEiYear Seminar
(FYS) students are given a library instruction g#sas a part of the program requirements. InSbncovers use
of local resources including the library’s websited online catalog (IUCAT), as well as electromidexes and
databases, subject-specific print indexes, andmhéjtiographies and reference tools. Procedurethioretrieval
and use of information resources are also covered.

For further details about library instruction, @edook at the IU Southeast Library’s instructiatiqy
http://www.ius.edu/library/pdf/instructionpolicy.pd

The Technical Services Staff is responsible fomtaaning the on-line public access catalog (IUCAAQquisitions,
cataloging, processing periodicals and other seréadd binding.

These requests should be submitted on the appt®foian which is available on-line. Faculty memshare
encouraged to submit requests for library matedabsctly to the library staff via the web-baseduest procedure.
Faculty members will be notified when materials rrreeived. Please allow at least three monthprimessing,
receipt and cataloging of materials.

Selection of Library Materials

The importance of wise selection of library matisrtzas grown in proportion to the increase in giaof available
materials, the cost of these materials, and theresof acquiring, cataloging, housing, and sewgithem. Faculty
members are largely responsible for recommendie@duguisition of materials in their special subfestls. Any
member of the faculty or staff may request thaitem be added to the collection by completing attebnic
purchase request form on the Library’s website.

The IUS Library General Collection

The objectives of the Library General Collectiog:ar

A. To support the curriculum with adequate matsiiathose subject areas taught by the Universityis involves
supplying books and periodicals for required, sappntary and ancillary reading for courses, ancdbadbased
reference collection.

B. To provide a basic collection aimed at the depeient of the humane and liberally education pers@udition

to curriculum requirements. This involves a cdil@t of standard authors and works, representatiylections of
the best modern fiction and non-fiction, and aextibn of outstanding current periodicals and Hdek.
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In striving to meet its objectives within the liiof its resources, the Library will be guided byg following
policies and procedures:

1. To meet the needs of students with differinglswf ability, the Library will acquire materialanging in
difficulty from those for junior college to thoserfgraduate students.

2. In the acquisition of new titles, the major emgis will be on current publications, and amongthavorks which
promise to fulfill future as well as current needs.

3. If materials are judged to be of marginal usth&ocollection, the holdings of 1U system librarigill be consulted
to avoid unnecessary duplication. Highly speceimaterials needed for research can be obtainewigth inter-
library loan.

4. Electronic resources, including online accd3¥D or CD-Rom will be included in the collection asecessary
tools in the research process. The inclusion edatresources will be based on curriculum requinésrend
financial considerations.

5. Multiple copies of titles will not be purchased.

6. Materials in foreign languages which are useddaching and exercises in language courses dffatéhe
University are desirable purchases for the Librdfgreign language materials, other than referéoals, will be
purchased for non-language subjects only when ikereidence of their immediate usefulness to sitsgdand
faculty.

7. No materials will be excluded from the colleatisecause of the race, gender, sexual orientatioatmnality of
the authors; or the political, moral, or religiotisws expressed. All sides of a controversialéssinould be
represented in the collection.

8. For back files of serials publications, (elentedformat over mf/paper/) microforms will be sakst over paper
copies when both are available.

9. Gifts of either library materials or money taghiase them will be accepted provided they fit thi® above
policies and provided there are no restrictionschied. The library must be free to dispose ofraaterials which
are not needed.

10. The removal of obsolete materials for purpadete-selection is considered an integral parheftotal
organized effort to develop the collection. Badamaged copies will be withdrawn and items willWeeded if
they contain outdated or inaccurate information.

The 1US Library CurriculunMaterials Center (CULAB)
The objective of the Curriculum Materials Centetoigrovide a collection of K-12 print and non-ginmaterials for
students in Education to support their practicehl@ay, methods courses and research.

To meet its objective within the limits of its resoes, the Curriculum Materials Center will be guddy the
following policies and procedures:

1. To maintain a collection of commercially pubkshtextbooks for grades K-12. Presently, theses t@ne acquired
through donations from publishers as part of tlkalima Textbook Adoption Cycle. IUS is one of tegioaal Public
Textbook Review sites in the state.

2. To acquire high-quality non-fiction trade publions to supplement the textbook collection, dre¢aised
independently for instruction. (Materials whichveo the history or theory of education are locatethe IUS
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Library General collections.)

3. To build a collection of children's and youngithditerature including the winners of Newberryda@aldecott
awards. This collection includes picture booksyeg&aders, intermediate and adolescent fictidktdies and
fairytales.

4. The Curriculum Materials Center Reference Ctibbecincludes dictionaries, encyclopedias, and otbference
sources as would be used by K-12 students.

5. A collection of non-print media representatieélmse currently used in elementary and seconsizrgol
classrooms includes video materials, audio recgsjimultimedia kits, games and manipulatives.

The Center for Cultural Resources

Housed in the Library, the Center collects and oizgs resource materials to provide diverse culemechment
activities with a global perspective for classrodnasn pre-K through the university level. Trainirggprovided for
pre-service and in-service teachers who wish toowosets of materials. More information is avaitabia the
webpagehttp://homepages.ius.edu/Groups/CCR/

C-16. IT Media and Web Services

IT-Media and Web Services (MDSV) is a unit of tiféog of Information Technology and is the instincial media
technology support organization for the universitihe department is charged with providing asststaand
advocacy for classroom and conference technologgeMDSV provides a broad range of traditiona an
advanced technologies to support classroom, rdseand professional activities for faculty and ftaf is also the
home of the IU Southeast Web Development teamlanddmpus Satellite copier operation (the fleatffi€e
machines).

Location and Office Hours:

MDSYV is located in Knobview Hall, Room 014. Wheasses are in session, hours are Monday thru dayr$
am-8 pm, Friday: 8 am-5 pm, Saturday: 9 am-1 pm.Saturday hours during the summer), and closed&un
(When classes ar®t in session hours are Monday thru Friday: 8 am-fapohclosed on Saturday and Sunday.)

Equipment Services:

Most "traditional” audio visual media equipmentnfiats are still available for use as well as madivanced"”
technologies. MDSV does not provide classroomm@gent operators and users are expected to knolbagie
operation of the equipment unit. It is the polafithe department to deliver the equipment to drpiested location
in a timely manner. To the greatest extent possib&unit will be positioned, focused, pluggedétt. and "ready
to go." Larger and more delicate equipment suchdgideocassette units, video projectors, compguteitimedia
units, are building specific and not moved overdoor surfaces. There are usually adequate numbéiese
mobile units to meet the campus needs, howevisraidvisable to reserve early and check with MD8&Woerning
availability. If LCD projection and computer aceeme needed continually, it is best to contacRégistrar to
request having the class moved to a room with peemidy installed equipment. Equipment from thesstoom
pool is not available for private office use, howevn many cases, the Institute for Learning aedching
Excellence (ILTE) can provide individual facultytviequipment from their non-classroom pool.

How to Reserve AV Equipment:

Requests are handled through an online web regamatstem. Go to the Media Services website
(http://it.ius.edu/MediaServicgsthen, click the'Reserve Equipment Now!" button; fill in your request and
submit it. You'll receive an e-mail confirmationyur "pending” submission and a second e-mailicoation
when your order is approved and placed on the elglischedule. If you have any problems with theimma form,
please call 2257 for assistance.
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The equipment will be delivered directly to youas$ or meeting room by one of our technicidfmi must be a
member of the IUS faculty or staff to use this sefice.

AV Equipment Reservation Policy

1. Media Services requird8 hours advance noticeo fulfill equipment requests. The request is pthon the
daily delivery schedule and handled as a routihgps&quipment availability is first-come, firstrsed.

2. Only faculty members may request equipmernef the equipment will be used by a studentass.

3. Media Services equipment is for on-campusomée It is not insured for off-campus use. Fagutiay reserve
some portable equipment from ILTE that is insuréilevoff campus.

4. Please do not take AV equipment from any roomallway without permission. You will be robbiggur
colleagues of equipment they have requested.

5. The primary purpose of the AV equipment gedb support classrooms. University staff may esju
equipment from the classroom pool for on-campustimge and events. However, classroom requests alvedge
precedence.

If you have questions, call Media Service94it-2257

Scheduling equipment - for STUDENTS:

If students need to use equipment for a class ptatsen (i.e., a PowerPoint presentation), theriresbr must
request the equipment via the web form described¢abOnly faculty and staff can use the ONLINE
RESERVATION form. Such requests are subject testimae 48-hour advance notice requirement.

Equipment types available for classroom use:

overhead projector *

audio cassette player

audio cassette player/recorder

CD player w/speakers

VHS videocassette player w/ 25" TV monitor

VHS camcorder on mobile cart w/ 13" TV monitor (upeovides blank tape)

LCD Video projector with computer

DVD players

Document camera w/ 25" TV monitor

Tripod screen

Display and flipchart easels

* Each classroom and lab on the IUS campus is eedipvith its own overhead projector. Thereforés ot
necessary to formally schedule these units. Ifetli®not an overhead in a classroom, call ext. 24257

Digital Video & Audio Production:

IT-Media and Web Services can videotape lectigesgial campus events and guest lectures (withiggion), and
assist with faculty projects. Besides shootinguideo, MDSV can also do editing and add finishiogches. We
have a small TV studio in Knobview for taping intiews.

Current production services for faculty and stafflide:

1. VHS tape duplication (user provides bléagie stock)

2. Off-air broadcast videotaping (only onatisin at a time)
3. Videotaping of campus events
4, Studio taping of faculty lectures

In-Service Programs and Training:

IT-Media and Web Services offers a variety of ti@nopportunities for faculty and staff in the foohworkshops,
seminars, demonstrations, and one-on-one helpultifarr staff members may request a demonstrationdividual
training session on any equipment or process stgghbly MDSV. Call 2259 to reserve a time for thagn

Repair/Maintenance Services:
MDSV provides repair and maintenance service faaréety of campus technical operations includirig al
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audiovisual equipment and peripherals, web seragic the video network. There is generally no tmst
departments or divisions except for parts. Sere@ebe arranged by calling ext. 2257.

Technology Enhanced Classrooms:

The classroom technology scene is an ever-chamgnugcape of new installations, capabilities, awations. IT-
Media and Web Services is deeply involved in theesyatic upgrading of classrooms with the latesirielogy,
providing up-to-date expertise on best equipmetibop available and can perform permanent instaliat
Instructors with special needs for high-tech classr support should contact the MDSV office for ldtest
information. MDSV works directly with the 1U Sowhst Classroom Committee to review and prioriteeds.

Video-Conferencing Facilities:

IU Southeast offers three dedicated, state-ofatth@ideoconferencing facilities. Knobview Hall 1 X2illside Hall
102 and Hillside Hall 105 provide two-way video aautlio for meetings, seminars, and instructiongbpses.
These rooms are linked with the Indiana Univergitieoconference system. Contact MDSV office (2267)
arrange for use and for training and operationat@dures. Thanks to the advent of IP-based Polycom
videoconference systems, there are numerous attaidns on campus where videoconferences forithais and
small groups may be held. Call MDSV at 2257 ornydiuision or school for details.

AV Trouble Number:
Technical malfunctions and scheduling errors oceadly occur. If you have any problem with medidated
matters, call ext. 2495. In the event of a clamsremergency, MDSV is usually able to respond witth minutes.

Web Development:

The development team working on the campus welssiteated in MDSV. The team includes graphic giesis
and programmers, and is assisted by individual @xfm other campus departments to build an gifeand
accessible presence for IUS. This team creatsspar schools and departments. Help with indiaidaculty
pages and Oncourse materials can be obtained fredmstitute for Learning and Teaching Excellence.

C-17. IT Support and Communication

IT Support and Communication provides computingesupfor academic and administrative activitiehio3e in
need of any computing assistance should contad¢iéigdesk 941-2447.

1. Local Area Network

IU Southeast maintains a campus-wide local areaarkt(LAN) and supports local electronic mail fdr students,
faculty, and staff. A large number of general apdcialized computing applications are availabledth stand-
alone and network versions on windows and AppleiMash computers, including word processing, spsbaslt,
database management, statistical analysis, programanguages, and computer graphics.

2. 1U Computing Network

IU Southeast also participates in the IU Compubiegwork. These connections afford users accessrt@rous
mainframe and network computing resources througialiana University and the world. Of particulaterest to
students, faculty, and staff are OneStart (Indldniversity's Web-based application portal), Onceyen online
course management system (CMS)), and IUCAT (Indizmaersity’s online library catalog).

3. Policies
Persons logging on to the IUS LAN implicitly agreeuse the IU Computing resources appropriatelgopy of all

IU technology policies can be foundhdtp://www.itpo.iu.edu/policies/university.htraihd in the Crestview Hall
computer lab (CV 112).
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4. Classroom Computing

There are a number of classrooms equipped witteatUeiC or MAC workstations and classrooms withrirctor
workstations and LCD projectors across campus.reT@ee also mobile units with computers and LCOgutors
that can be requested for specific class sessioastioe semesters from Media Services (941-22&7),notebook
computers available for periodic classroom use filoeninstitute for Learning and Teaching Excelle(itdE: 941-
2506).

The routine scheduling process through the registodfice will be used for scheduling computer-gped
classrooms for semester use. Faculty members wéobanéacility for only one or two sessions may wouk
informal exchanges of rooms, but they should attdmmake arrangements as far in advance as pessibl

At the discretion of the instructor, students nutodled in a course may use available work statiortee above
rooms.

C-18. Disability Services

The Disability Services Coordinator assists acadaltyi qualified students with documented disalgitin getting
the appropriate accommodations they need in oocdeate equal opportunities during their collegeegigmces.
The coordinator acts as a liaison and helps torergapd communication between faculty and studefits;
guestions about accommodating a student or vegfgidisability should be directed to the coordinataformation
regarding availability of services for studentshadisabilities should be included on all syllaBi.sample syllabus
statement follows:

“Disability Service$
Students with disabilities who require accommodeitacademic adjustments and/or auxiliary aids or
services) for this course must first contact theability Services Coordinator (UC207; 941-2243).

Information regarding disabilities is strictly caséntial between the student and the Disabilitwiges Coordinator.
The Disability Services Coordinator can relay mfation to faculty only when given permission bg student,
and only what the professor needs to know in oiaeneet the students’ needs.

If a faculty member does not have official notid@ocommodations from the DSC and a student res|aast
accommaodation, the student should be referredet®@®C—accommodation is not to be provided. Pragdin
accommodation for a student without documentati@sents problems for that student, other studdregyrofessor
and the institution.

C-19. Emergency Evacuation Procedures for Personstv Disabilities

Students with disabilities in your classrooms stdag notified of this policy.

Students or others with disabilities on the fitebf of any building should be given assistancaeexled to evacuate
the building with everyone else.

The following procedures should be followed for pleonvho are mobility impaired or use wheelchairovalne in
the basement or second floor or above.

1. Take person to a safe area, preferably neairavetl.
2. Have someone stay with the person.

3. Assign someone to inform emergency personnefenine person with a mobility impairment is in thalding.
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4. Do not attempt to evacuate the person unless thémminent danger of death or injury and neralative safe
area is available, in which case, use whatever maad assistance is available to get the perssaféty with
minimum injury to you or the person with a disalili Allow the firefighters to establish whetheeth is imminent
danger before attempting to evacuate the persdnawitobility impairment. There is a stair climiberated in
Crestview Hall that can be used in cases of extemergency. The individual with a mobility impagnt is the
best authority as to how to be moved out of théding.

5. If a person is visually impaired, escort thesparout of the building by having them hold on ¢ayelbow.
Inform them of steps.

6. If a person is hearing impaired, make sure Kmyv that there is an emergency and that theyviodleeryone out
of the building.

C-20. Student Evaluation of Teaching

The Faculty Senate has adopted a standardizedrsf@tastudent evaluation of teaching. This sysédiows the in-
structor to select appropriate questions from gtlgnmaster list of questions. Questionnairepaepared by
Computer Services. The instructor may obtain mfmtion about this system and a master questioaddtitem
selection sheet from the school secretary.

Every part-time faculty member is required to hawtudent evaluation for each section taught ardyeull-time
faculty member is encouraged to do so.

C-21. Outcomes Assessment

In accordance with a campus-wide plan approvedhéyHigher Learning Commission (HLC) of the Northn@al
Association of Colleges and Schools (NCA) in 198&ch academic program uses multiple measures thucbn
regular and continual assessment of student lepmitcomes, reviews the results and systematiaglbjies the
findings for program improvement. The results s§essment and the actions taken in response amecko the
Office of Academic Affairs where they are combineith those of other programs to produce a campds wi
assessment. Assessment findings are incorpargtegrogram reviews.

C-22. Program Review

In accordance with the policy adopted by the Ursitgr=aculty Council (April 13, 1993), IUS has ireptented a
system of regular periodic reviews (once everyyedrs) for all academic programs. In each cadsjdmipeer
reviewer(s) mutually agreeable to the faculty adichiaistration are used. Appropriate support seviand
information are provided to the unit and the rewefs). The faculty of the program under review prep a mission
statement and a statement of goals to be usecehetiewer(s). All reviews address certain esaéqgtiestions:

a) What are the students learning? Is the cutmowf the unit consistent with the unit's mission?

b) Are the teaching, research, and service a@sviti the faculty consistent with the unit’'s misslo

c) Is the unit better than, the same as or worse ithwas 5 years ago?

d) What changes are needed in the next five years?

C-23. Institute for Learning and Teaching Excellene

The Institute for Learning and Teaching Excelleit&E) plays the leading role at IUS in preparirgitlty to meet

the challenges presented by the increasing empbiasistive learning, corresponding changes in fegch
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pedagogy, and rapidly changing instructional tetdgy The Institute, under the direction of a iaggmember, is
responsible for creating, coordinating, planningnpoting, developing and sponsoring a range oYiiets that will
promote excellence in teaching and provide meauniragsessment of learning.

The ILTE provides a central location for teachiegaurces on the IUS campus and equipment for meitiia
productions. Lap top computers and mobile projscéoe available for presentations on and off campu

A newsletter and electronic communications alestify to ILTE activities and resources. More infation can be
found at their website: http://ilte.ius.edu.

C-24. Improvement of Instruction

A fund has been established to support innovatiegepts for the improvement of instruction. Instars with
projects for the improvement of teaching and leagrshould submit written proposals to the Improvenuod
Learning Committee (IOLC). The proposal shouldue a budget as well as details of what the insiryadans to
accomplish with the funds, the number of studerite will benefit, an assessment or evaluation daud, similar
data.

The chair of the IOLC or the Office of Academic aiffs can provide forms and instructions regardiegdiines and

procedures for submitting proposals. There is mgion about IOLC funding opportunities in the &iteersion of
the lUS Research Policy Manual.
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D. STUDENT RECORDS AND SERVICES
D-1. Admissions

Requirements for admission to Indiana UniversitutBeast are available in the IUS Bulletin. Thedateersion of
the bulletin is available from each any office @mpus or on the web http://www.ius.edu/Bulletin/

D-2. Academic Advising

All newly admitted students will be assigned to A&wdemic Success Center (ASC) where they willdasad
regarding their academic programs and receive atbsstance as they begin their work at IUS. Tearsdudents
with 26 credit hours or more and have completedé¢heirements to go to their major are admitteddally into that
school or division.

By the time students in the ASC have completedr8@ithours, they are expected to select a ma&tudents in
good standing (2.0 cumulative grade point averagiéjhen transfer to the academic unit of theipbide and will be
assigned an academic advisor from among the faotittye chosen course of study. Each studentfsogexl
Schedule of Courses must be approved by this adviser or the apprapdatin. Academic advisement is very
important in student retention and success, andtfacan play a positive role in helping to achi¢kre desired
outcomes.

While the ASC counselors, school deans, programdouators, and advisers will help direct studehtsuigh the
maze of regulations and requirements for compledidiggree program, the ultimate responsibilitynieeting
degree requirements rests with the student.

D-3. Registration and Enrollment

The registrar is responsible for the planning, Enpentation and supervision of all registration\aii¢is. Under the
direction of school deans, members of the faculty professional staff, members of the Registraffc®assist
students during registration periods and verifyodment.

Course offerings are available to students thrau§lchedule of Classes booklet. The course offerding also
available on the web: http://onestart.iu.edu. iRegtion for currently enrolled students beginsappointments
several weeks prior to the start of a semestekrefjistration is conducted through the web anapisn almost
continuously until classes begin. Copies of tlasglschedule booklet are available at school amihétrative
offices and at other distribution points around pam The class schedule lists registration ang/ddual dates and
times, academic advising opportunities, registrafitocedures, course section offerings, and otbeimgnt
information concerning academic programs and emsoit in classes.

REGISTRATION PROCEDURE: Students are expected sl the class schedule or web for registration
information and procedures. In order to registercfasses at IUS, a student must 1) be admitténtliana
University 2) seek academic advising from desighatdvisers; and 3) verify he/she does not have'lamigs”
(service indicators) due to academic restrictioninancial obligations to the University. If ausient has holds on
their record, he/she will not be permitted to reggigor classes until the appropriate office oratépent removes the
“hold”. Students must obtain necessary permissiongstructor approvals to enroll in restrictedaiment course
sections from the school offering the restrictedrse. Sections that require permissions have “PERId after
the course section number. Other restrictionsitolenent in a particular course section could ide being
enrolled in a particular academic unit. In theases, the course section will be identified with $sishool code:
RSTR (restricted), in which the student must beksu, listed after the course section number.d&tts must pay
registration fees at the Bursar’s office.

Late Registrations and Course Additions Duringtiime between the end of the first week of classthedend of all
fee refund periods a student must have the wrtegmission of the instructor to add a class. Attterend of all fee
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refund periods, a student cannot expect to be atiow enroll in a course for the current semestary exceptions
to this policy would be for extraordinary, well-donented circumstances only, and will require apakby the
instructor, the dean of the school offering thersepyand the vice chancellor for academic afféirstudent should
not attend a course in which he or she is notiafficenrolled. Doing so can be construed as amBacademic
dishonesty or as a theft of services and couldibgest to appropriate disciplinary or legal sant$io Students are
encouraged to pursue the deferred payment optiaikgble through the Bursar's office, if needed.

D-4. Attendance

Attendance is required. lliness or religious otiaaces are usually the only acceptable excuseofmrace from
class. Absences must be explained to the saiiwfiact the instructor who will decide whether ot mmnitted work
may be made up.

The office of each school can supply instructorhWotice of Excessive Absence forms which sho@dént to
any student whose absences are considered bystinecitor to be excessive. A student who fails terat class or to
withdraw officially from class after having beenmad, may be considered to have withdrawn unofficend be
given an FN grade in the course. A grade of FNg§iven for a student who has never attended class.

D-5. Withdrawals and Changes in Enrollment

In order to process a withdrawal or change in aesten or session enrollment, the student mustmifthiout, and
submit a Drop/Add form at the registrar's office.

If a student withdraws from a course prior to orinigi the official drop/add period scheduled durihg first week of
each semester or session, no record of that erawilor grade will be recorded on the student'siaffacademic
record (Official Transcript).

If a student withdraws from a course after theoidfidrop/add period scheduled during the first kveeeach
semester or session, a record of the student'ireart and a grade of W will be recorded on thelsti's official
academic record (Official Transcript) subject te tithdrawal policy and restrictions printed in Suedule of
Classes for a particular semester or session.

A grade of W is given automatically to the studehb files an official withdrawal form before thedeaf the tenth
week of a semester or the fourth week of a six-wsegkmer session. Termination of class attendaitbeut
processing an official withdrawal form will resirtta recorded grade of F on the student's offigebrd. A
completed withdrawal form will be dated and proeglssn the day it is submitted by the student tadiggstrar's
office.

There can be no withdrawal after the tenth week eémester or fourth week of a summer session efaregrgent
reasons related to extended illness or equivalstreds. The student who finds it necessary taesigwithdrawal
for these reasons must obtain the appropriate fiaom the registrar's office and appeal in writinghe vice
chancellor for academic affairs. The desire tadadow grade is not an acceptable reason fordmdtival after the
tenth week of a semester or fourth week of a sunsmssion.

Special withdrawal procedures are available to negmbf the military reserves who may be calledctiva duty.
Information is available in the registrar’s office.

D-6. Grades and Grade Reporting
IUS uses the following grading system:
A+

A = Outstanding
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A-

B+

B = Good

B-

C+

C = Average

C-

D+

D = Poor but passing

D-

F = Failed

FN = Failed, not attending
FNN = Failed, never attended

| = Incomplete
NC = Audit

R = Deferred

S = Satisfactory
W = Withdrew

Note: ZZ = Grades automatically given for studentthe Perdue Programs in OneStart and Oncourse.

One of these grades must be reported at the ethe gemester for each student in each course ichvit@ or she is
enrolled. No grade is recorded for a student wiopsla course during the first week of classesdetts who
enroll under the Pass/Fail option will be givenulag grades (A, B, C, D, or F) by the instructdihe S grade will
be recorded by the registrar for those receiviraglgs of A, B, C, or D. The use of the W gradenfithdrawals is
explained in Section D-5.

The grade of S may be used only under the followimrgditions:

1. prior to the beginning of the course, permisssoreceived from the appropriate dean and the alieacellor for
academic affairs,

2. the only other grade permitted in a course ifcivkthe grade S is used will be F, and

3. hours of credit with the grade S will count ted/graduation but the course will not be computethe grade
point average.

Final grades must be submitted in person by thaltiamember by the date and time listed in the an@d calendar
for each academic session. Online grades submissagrbe made only via OneStart or Oncourse website.

1. Grade Point Average

A student's grade point average is determined \agidp the sum of the grade points (credit hoursaxth course
multiplied by the numerical equivalent of the graldg the number of credit hours completed. Graalatp per
semester hour are:

A+ or A =4 points, A- = 3.7,
B+=3.3, B=3.0, B-=2.7,
C+=23, C=20, C-=17,
D+=13, D=1.0, D-=0.7,
F = 0.0 points.
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A minimum cumulative grade point average of 2.6eguired for graduation. See specific degree pogr
requirements for more detailed information. Stusl@vho maintain an overall grade point average @fa2e
considered to be in good standing in most programs.

2. Grading policy

The faculty of each department or school shallttierguidance of individual faculty members, essdbh policy for
the awarding of letter grades, which policy shallfied in the office of the Dean of Faculties dc& Chancellor for
Academic Affairs. (IU Board of Trustees policy)

Faculty members shall provide students with writtateria for grading course assignments and irelvdtten
grading criteria in their course syllabi. (Faculignate policy-circular 96-9D)

3. Incompletes

The grade of | (Incomplete) indicates that the stuidhas completed satisfactorily the major portba course but
is prevented by extraordinary circumstances frompleting the balance of the course. The gradendll bnly be
given if the instructor has sufficient reason ttidwe that the failure to complete the requiremerithe course was
due to factors beyond the student's control, aatlitivould be unjust to hold the student to theetilimits normally
fixed for completion of the required assignmentée grade of | will not be awarded simply to exemstudent
from paying tuition for a repeated course.

In order to assign a grade of I, an instructor résdhe grade on the Official Grade Sheet and cetapla
"Documentation of Assignment of an Incomplete Gfddam available from the registrar. The instruatoust
indicate the conditions for removal of the |. Apgds sent to the student. If the instructor doetsotherwise act to
remove the I, the registrar will automatically cbarthe | to an F at the end of one calendar yBath the student
and the instructor in whose course the studentuedehe Incomplete will be notified of this changfegrade.

4. Grade replacement policy

The following policy replaces the previous FX pglend takes effect at the start of the fall sermesft@003.

With approval from the student’s dean, an undenggisel student may repeat a course in which he oresleéved a
grade of A, B, C, D, or F (including plus/minus dea) and have only the new grade (A, B, C, D, oné¢iuding
pluses/ minuses) count in determining the studemtisle point average. The former course and gréltleeymain on
the transcript with an appropriate notatiblote: A grade of W or | in a repeated course will noalify to remove
the original grade.

The grade replacement policy is subject to thewailhg restrictions: (1) the option to replace gsadéA, B, C, or

D applies only to courses taken since the fall stene1996; (2) students must notify their schadigision during
the semester in which the course is retaken if fHag to repeat a course to replace a grade, atelsarch a request
is submitted, it cannot be withdrawn; (3) a studaay exercise this option for no more than fiveudilergraduate
courses totaling no more than 15 credit hoursuitiog any courses replaced under the previous FiXypd4) a
student may use the replacement policy only twiceafgiven course; (5) academic units retain thletiio consider
a student’s complete academic record for purposadrission to an academic program or selectiomfaards; and
(6) grade replacement is available for coursestakeny Indiana University campus; however, tlocy affects
computation of GPA only for courses taken at IU8dent records from other campuses will reflecirtheade
replacement policies.

For more detailed information on the grade replaa@molicy, contact the Office of the Registrar.
5. Academic Bankruptcy Policy (effective Fall setees1996)

Students who have not attended IUS for at leastyars, are undergraduates pursuing their firdtddac's degree,
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and are returning to 1US for the fall semester 180k&ter may request academic bankruptcy. Bankyumpieans that
all grades earned during the term(s) in questidhhaive a notation on their official transcrigicademic bankruptcy
may be requested for no more than two academicstefdiS course work. Two consecutive summer sassicay
be considered a single academic term for purpdstbésgpolicy. The petition must be submitted dgrihe first
semester back at IUS. Academic bankruptcy may Vieked only once in a student’s academic careerd@cec
Bankruptcy Petition forms are available from yooademic school or division.

6. Grades for Credit Earned by Examination

When credit is earned by examination, only the gsanf S and A will be used in recording. Ordinatiile grade of
S will be awarded with the grade of A assigned amlinstances of clearly superior performance @n th
examination.

D-7. Change of Grade

After a grade other than | (Incomplete) has beeonted to the registrar's office, it may not bergfed without
permission of the vice chancellor for academicieffaOnly cases of error in recording or compuotativill be
considered by the vice chancellor in granting suetmission. Neither student pleading nor additiovark
completed will constitute grounds for changing eorded grade other than | (Incomplete). Changgade forms
are obtained from the registrar.

D-8. Mid-semester Grades

Effective Fall 2007, midterm grades should be stieaiifor all degree-seeking freshmen (1-25 credglitr). This
includes students in Academic Success Center whe ihat yet declared a major and exclude visitingleshts and
non-degree students. Mid-semester grades shoutdimmitted to the students not later than thettvirals point of
the semester. To facilitate ease of posting andsagdt is strongly recommended that these gragl@osted on
Oncourse.

D-9. Holds (Service Indicators)

A “hold” is placed on a student’s record that lisnsiervices to that individual. A student with ddhis not permitted
to register or receive certified records or an ahke dismissal without authorization from the wnsity office
responsible for mandating the hold. Students wifioaacial accounts with the campus are delinquehtg owe
library or parking fines, or who have been suspdrfdenot meeting required academic standards hawad
(service indicator) on their record.

D-10. Application for Degrees

Students planning to graduate must submit an Aatitio for Degree form to the office of their schdeln. After
approval by the dean (signifying that the studeilitpmobably be able to meet the degree requiresesithin the
time limits), the completed form is forwarded te tlegistrar's office by the secretary. See clelssdule for appli-
cation for degree due dates.

D-11. Personal Counseling

In addition to the counseling available from theulldy and staff, a professional counselor is onmasrto assist
students with their personal problems. This personhelp students resolve conflicts and problesas@ated with
college attendance, family life, or personal depeient. Appointments should be made through theetaey in the
ASC office. There is no charge for the serviced @hcounseling is completely confidential.

D-12. Financial Assistance
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A complete range of scholarships, grants, shont-md long-term loans, and employment is availabkudents.
Faculty members who encounter students who neaddial assistance should refer them to the Officgtodent
Financial Assistance.

D-13. Student Activities

Student activities are considered to be part okthecational process. This philosophy is based ugsearch which
has indicated that learning is influenced by peeups in out-of-classroom situations, and thatettduccess and
student relation is positively correlated to invaivent in the life of the campus. Consequentlydesttiactivities are
perceived as a chance to provide experiential tgpésarning opportunities for interested students.

Of special concern to faculty members is the adgisif student groups. The adviser is expectedeet with the
group at its regular meetings and attend its ams/i Advising a student group can be a rewardiqugerience. Itis
hoped that faculty members will accept such respdities as a proper part of their involvementiwe academic
community. Interested persons should see the Dire¢ Campus Life.

D-14. Standards of Student Conduct

Students enrolling in the university assume angalilbn to conduct themselves in a manner compatittfethe
university's function as an educational institutigks any other citizens, students have rightsabigjations.
Students are responsible for their personal conghudér federal, state, and local law, and thetustas students
neither excuses nor protects them from civil anhioial sanctions. All faculty members have themssibility and
general authority to help preserve order, ethiehldvior, and honesty at the campus, especiallyein tlasses.

Please see tHadiana University Code of Sudent Rights, Responsihilities and Conduct for a complete discussion of
student conduct and procedures for handling conchsss.

D-15. Sex Offender Screening

In compliance with Indiana law, Indiana Univers8gutheast periodically checks the names of enrsligdents
against the names listed in the Indiana Sex OffenBeqgistry. It is the policy of Indiana UniveysBoutheast that
no students who have been convicted of sex offemgaimist children shall be eligible for admissiorot
matriculation in any academic program which plabesn in direct proximity to children (people undee age of
18). Such students will be given alternative assignts to any class projects, field experiencestipums or
extracurricular activities that would put them roximity to children.

D-16. Medical Care

The university assumes no obligation to provideica@dare. In the case of emergency, universitplegees may,
if qualified, render first aid, and university veleis may be used to take an injured person todbpital emergency
room. Physician and hospital charges are payabteebpatient. University Police officers haveaiwed first aid
training and may be contacted at ext. 2400. Theylsl be contacted if a student appears to beed né
assistance.

D-17. E-mail Communication

In accordance with Indiana University policy, IUSes electronic mail (email) as an official means of
communication with IUS students. A student’s fadltio receive or read official university communicas sent to
the student’s official email address does not alesthiie student from knowing and complying with doatent of the
official communication. The full text of the IU Roy on Use of Email as Official Correspondence vthdents can
be viewed ahttp://reqistrar.iupui.edu/iu-email.html

D-18. FERPA and data security
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Indiana law makes one personally liable, with natgction from 1U, for violation of the Family Eduganal Rights
and Privacy Act (FERPA), Faculty needs to be avlzaiesending grade spreadsheets to the entirg plasting
their working gradebook to their website, or jushgrally storing information containing student esmUIDs, and
grade information on their computer and not inrtipedtected network storage space may incur sadlility. The
links below provide information as to the specfflices:

Link to the annual FERPA notice that IU is requitegrovide students:
http://www.ius.edu/Reqistrar/Release.cfm

FERPA Tutorial:
http://webdb.iu.edu/arms/compliance/ferpa.cfm

Protection of Sensitive Institutional and Persddaia
http://itpo.iu.edu/policies/bestpractices/
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E. ADMINISTRATIVE AFFAIRS
E-1. Compensation
1. Appointment Dates

Academic year appointments officially begin on Asgli and end on May 31. Appointments for thedalhester
begin on August 1 and end on December 31. Appoimtsrfer the spring semester begin on January eaddn
May 31.

Appointments for the summer sessions begin onitsieday of classes and end on the day on whidi §irades are
due. Resignations or terminations prior to thevatiermination dates shall result in proration ay pnd fringe
benefits, as determined by the payroll department.

In the case of twelve-pay appointees, effectivesi&dr pay purposes are the first day at work heddst day at
work. Partial months will be prorated for paynolrposes.

2. Pay Dates
University employees are usually paid on the folfayschedule:

a. Full-time faculty members on academic year agpwnts receive one-tenth of their base annuatysatathe last
working day of each month beginning in August, anding in May. New faculty members will receiveittfirst
check on or about September 15.

b. Full-time faculty members, administrators, litmas, and professional staff members on 12-moppiviatments
receive one-twelfth of their annual salary on st Wworking day of each month.

c. Part-time faculty members are employed on a stambasis and are paid five times per semester.

Paycheck stubs are only available electronicaligugh OneStart. Faculty members must have thguhmcks
deposited directly to financial institution of thehoice. Forms for this purpose are availablin@Office of
Human Resources. Any questions regarding grossdealyctions, fringe benefits, or net pay shouldibected to
Human Resources.

E-2. Equipment and Supplies

Commonly used items such as examination books rpdips, and other classroom and office supplieg ba
obtained from the secretary in each academic drie unit budgets are charged for these items alydtloe dean is
authorized to order them.

Requisitions for supplies, materials, and equipnagetto be prepared by the secretary of each ndiapproved by
the dean. After approval, the requisition showdddrwarded to Accounting Services/Purchasing fdding and
ordering.

A university purchase order must be issued to ticeesssful bidder in order for the transaction t@alegal contract.
Without this order, the university is under noigation to accept or pay for merchandise or sesvaféered. Only
the purchasing office personnel are authorizeddod purchase orders in the name of IU, and ingi$dwho order
without going through Purchasing may be persoriahle for payment of the invoice.

The same procedures are followed for supplies, maggeand equipment charged against internal tareal grants,
except that required approval is that of the actaanager.
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E-3. University Vehicles

IUS has university vehicles which are availableuoiversity business only. Mileage costs musthmrged to a
specific account. In general, they will be resdrf@ use on a first-come, first-served basis, autiregard to
destination or duration of the trip. Reservatitorsadministrative and committee meetings out-e#tphigh school
visitations, conferences, and instructional figlds can be made as far in advance as desirecenRei®n of the
vehicles for local meetings and errands, perforngirayups, athletics, consultation about coursemrjbresearch, or
for student activities wilhot be confirmed more than three days in advance.s @hrofessor wishing to go to
Bloomington on Friday to do library research may mserve a vehicle before Tuesday. However, thate
reservation is confirmed, it shall take prefereacer other users.

Vehicles must be reserved at and returned to tiisiqdd plant office. Each person driving a univtgrsehicle must
have a valid operator's license. To be eligibleegerve a university vehicle, the driver must haeempleted
Authorization Form for Motor Vehicle Records Chexkfile with the campus police (form is availablerf the
campus police). The driver is expected to replaet dsing the credit card provided and to seetti@tehicle is
returned to its regular parking place in as goadradition as it was when received.

Only faculty and staff may reserve and operatevéfecles. The university encourages pooling aésidzthenever
possible to save travel expense.

E-4. Parking

It is recommended that faculty and staff purchas&ipg decals which allow them to park in the pagkiots.
Those who do not purchase the parking decal muktipa metered space. Violators will be ticketeith the fines
going to the scholarship fund.

Blue parking decals are issued to faculty and stadf red decals to students. Parking areas aigndésd as either
blue (restricted) or red (unrestricted), and camud be parked only in the appropriate space ogy®f the IUS
Parking Regulations may be obtained from the UsitqePolice, Room UC 027.

Faculty and staff are urged not to park in red @iiktere are blue spaces available, since suitnamay deprive a
student of a parking space.

E-5. Mail Handling

Mail Services is located at the loading dock atfeth® Service Building, and is under the supervisibthe Director
of Physical Plant. Mail Services is responsibletf@ pick-up and delivery of all incoming and anitgy United
States Postal Service (USPS) mail including Fitas€and First Class Presort, Bulk Mail, Librantd&@8usiness
Reply, Express, Certified, Registered, and Air Maflail Services also delivers Inter-campus andaksempus mail
and all packages. Outgoing USPS mail is procelsgedthird party mailing service. The USPS guitkedi, under
which Mail Services is allowed to operate, reqtiva mailing activities be confined strictly to iofél, bona fide
university business. All employees who wish todsparsonal mail from IUS should take it to the USRSI box
located beside the bus stop adjacent to the McQgttid’laza. Personal mail, whether stamped oramgstd, must
not be intermingled with university mail. Mail S&res is liable only for university-related packagand mail, and
will not be liable for any mail or packages of agmnal nature.

The person or office originating mail should bentiiged by typing the person's name and officehia teturn
address area on the envelope. This will facilitetedling in case there is some question abouagesir if the mail
is returned for some reason.

UPS pick up service is available in the Bookstdgdipments may be charged to university or persacabunts as
appropriate.



Each faculty member, full-time or part-time, is yided with a mailbox near the office of his or laeademic unit.
Each person should check the mailbox daily or wireisent on the campus. Otherwise, announcements of
meetings, grade sheets, notices about student).&dail may be missed. Many notices of meetiagd other
important pieces of information are communicatectlegtronic mail (e-mail). E-mail should also becked
regularly.

E-6. Offices and Keys

Each full-time faculty member is assigned an offigehe dean. Office space for part-time faculgnmbers is
provided if available. Part-time faculty memberaynalso use the study space in the Library to domsth students
or reserve other space through the appropriate. dean

Keys to offices, laboratories, and storage roorassaued by the University Police, UC 027. A clean§$3.00 is
required for replacement of a lost key. Keys naker needed should be returned to University Politen
employment is terminated, the keys must be retupmied to receiving final pay.

E-7. Bookstore

At the time of preparation of this manual, Indidsaversity has entered into a contract with Baraies Noble to
manage all its bookstores. Therefore, the poliaies practices stated below are subject to change.

As soon as the schedule for the next semesterdeasdecided upon, the Bookstore manager contattsfeeulty
member (or dean) requesting the list of textbookfgrence books, and supplies that will be neededdch course.

Instructors are responsible for obtaining their alesk copies of textbooks. Desk copy order forrasamailable
from unit secretaries and/or the Bookstore. Ireadsan emergency, where there is not sufficienetio obtain a
copy of a text before a course commences, the Boakwill sell the instructor a copy with the unstanding that
the purchase price will be refunded when the copmfthe publisher is turned in. It should be ndteat the
Bookstore cannot accept replacement copies of vexitsh are marked "desk, not for resale" or "exation copy
only."

Faculty and staff members are allowed a 10% discomall purchases over $1.00.
E-8. Faculty Professional Travel

Professional travel money will be budgeted to andadeinits on a per capita basis but it may be atied among the
members of the faculty in a manner judged approphs the dean and the unit provided it is conststéth
university and campus travel rules. Most professidravel for faculty will come from this traveliiget. Travel
authorized by the Office of Academic Affairs wiflitially be charged to unit travel accounts andragimbursed by
Academic Affairs.

Travel expenses to professional meetings withirctmginental limits of the United States and Canaillebe
reimbursed to faculty members in accordance wighfétiowing regulations:

1. Generally a faculty member will be compensatedravel to only one professional meeting perdisear (July 1
to June 30). Exceptions to this policy must berapgd in advance by the dean. Limited funds aeslavie for
award on a competitive basis for faculty membees@nting papers or taking other active roles iacaisd
professional meeting in a given fiscal year. Infation regarding requirements and procedures isaalain the
Office of Academic Affairs.

2. Round trip rail fare, economy air fare, mile@&geniversity vehicles, mileage in private vehic{sabject to



university regulations), limo or bus service, régison fees, and lodging will be reimbursed to theulty member
in accordance with the procedures as stated iRdheies and Procedures Manual and the publications of Travel
Management Services. Receipts must be furnistreallfexpenditures.

3. Visiting faculty, part-time faculty, and faculon leave are not generally reimbursed for traygirbfessional
meetings.

4. Reimbursement shall not be made for porterafeptione charges, or other expenditures of a palrsature.

5. Professors who are authorized in advance byitigechancellor or the chancellor to recruit fogithschool at
professional meetings may be approved for an iser@athe travel allowance by the vice chanceltart@ancellor.

Professors wishing to attend international confeesrmay apply for partial travel support to the Qeas
Conference Fund, which is administered by the landef international programs. They must demorestizt
attendance at the conference will benefit bothpmticipant and IU. Forms and information are @é from
Academic Affairs.

While it is not the general practice of the univtgrto pay for enroliment fees, travel costs, or giem for
participation in discipline-specific profession&wtlopment seminars, limited funds are availabiefeard on a
competitive basis to faculty members wishing tdipgrate in some professional development actisitie
Information regarding requirements and procedwsevailable in the Office of Academic Affairs.

If faculty members are being paid to give a lectorprofessional or other groups, their travel $tidne defrayed
either by part of the stipend or by additional payt) but not from university funds.

E-9. University Travel

All travel paid for by University administered fusidhust be done in compliance with University traegjulations.
These regulations apply to federal research gotsacts, (when grant regulations are more libah University
regulations, the latter will be applied) auxiliaperations, general funds, restricted funds andamys
administered through an 1U account. At the disoretf the department account managere stringent guidelines
may be applied.

As a state-funded institution Indiana Universityasel regulations follow policies established hg tndiana State
Legislature and the State Budget Agency. Persangling on IU business, those responsible for gregdravel
documents, department heads, and account managea @sponsible for remaining current on |Ussvél
regulations and procedures.

The basic rationale underlying all University triregulations is tancur the lowest practical travel expense
while completing the travel process in an efficienand timely manner. When evaluating the most cost effective
means of travel the individuals' schedule and tiorestraints must be taken into account. Howevetaice
restrictions are required by State Travel Reguati@.g., IU cannot reimburse for First Class osiBess Class
travel. Persons traveling on official Universitysimess represent IU and have the duty to exeraigeto avoid
impropriety. University administered funds shou&Ver be used for personal gain.

If a circumstance arises that is not addressetiiswieb site consult with Travel Management Ses/foe guidance
before taking any action. Travel Management persbare here to provide legitimate options and iaté the
travel procurement and reimbursement process.

For details regarding making travel arrangemendsraimbursement questions, including necessarydotravelers
should consult the Travel Management Services webiitp://www.indiana.edu/~travellThe website contains
travel guidelines for:

Instate Travel
Domestic Travel
Foreign Travel
Ticketless Travel
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Group Travel
Combining Business & Personal Travel
Non Employee Travel

Also, it provides resource materials to help with:

Planning a Trip

Instate Requests

Travel Authorizations
Prepaid Expenses
Registration Fees
Designated Travel Agencies
Traveling by Car

Online Reservations
ExpediaCorporate.com
Getting Started

Booking Fees

FAQ

Travel Discounts

Air Expenses & Discounts
Hotel Expenses & Discounts
Rental Car Expenses & Discounts
Travel Resources

Travel Forms

Corporate Credit Card
Passport Services

Mileage Information (MapQuest)
Planning Tools & Info

Big 10 Travel Links

Trip Reimbursements

E-10. Community Relations

One of the prime missions of the Office of Univeréddvancement is to keep the public informed afgrams and
activities at IUS. It is important that the gerigrablic have an accurate perception of the nadfithis campus. In
accomplishing this goal, the office operates a Qamnypews Bureau and provides general coordinatiaoiofacts
with the news media.

While any member of the campus community has & tmbxpress an opinion in public, it is importémrealize
that only the chancellor has the authority to sgeakhe university. The chancellor delegates a pomibthat
authority to the Office of University Advancemenhieh serves as the source of official informatiegarding the
campus. When other offices or departments arémipaith representatives of the news media, idigisable to
check with the Office of University Advancementd® certain that facts (i.e. enrollment figuresglesf appropria-
tions, etc.) provided reporters are accurate hisway, confusion in the mind of the public canaveided.

The Office of University Advancement welcomes sigiigas for possible news stories from individualsademic
units and departments. In providing informationrelease to the news media, care should be takeeetthat the
names of individuals are spelled accurately antititmes and dates are correct. It should be rereezahtoo, that
the Office of University Advancement distributefoirmation to the news media but editors and newectbrs make
the final decisions regarding which informationiMaé used in newspapers and on radio and televisioadcasts.

E-11. Speakers Bureau
Faculty members are invited to participate in tampus Speakers Bureau. Each year the Office ofdusity

Advancement prepares a brochure listing facultystaff speakers and topics on which they are wjltmspeak.
This brochure is made available to clubs and @viganizations in the region.
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Scheduling of speeches is done directly by therorgéion and the speaker. The willingness of figcalembers to
speak to community groups has been a beneficidiqdiations tool.

The Visiting Scientist and Visiting Scholar progmmadministered by the Schools of Natural ScieaogsSocial
Sciences, respectively, provide information on Epemavailable to K-12 schools. Faculty membeeseaicouraged
to participate in these outreach programs as well.

E-12. Alumni Affairs

The Director of Alumni Affairs and Special Eventsocdinator of alumni activities is a member of theiversity
Advancement staff. The director has responsibiiitymaintenance of alumni files and coordinatiépmgrams

and activities for alumni in this region. An alunassociation for graduates of this campus has bstablished as a
constituent society of the IU Alumni Association.

E-13. Governmental Relations

In order to coordinate contacts with governmentfitials, agencies, and foundations and to keeptesident of
the university and other chief administrative adfie informed of such contacts, 1U has establisime@ffice of
Governmental Relations.

Each person needs to distinguish between his goérspnal interest (including those involving pesienal
societies) and the university's interest. Persandlprofessional contacts with elected officialgavernmental
agencies, whether in person or in writing, showdlbne in the name of the individual or the pratess society.
The U letterhead shoulibt be used and it should be made clear that the segurot being made on behalf of the
university.

When it appears that the university should takeesstand with respect to legislation or other matédithe federal,
state, or local level, the chancellor and the uisitye director of governmental relations shouldcbesulted.
Appearances on behalf of IU before federal, stateaal bodies should receive prior approval frdva tiniversity
director of governmental relations or the president

To be effective, a request to an elected offiaaldupport of grant proposals and other univeisigrests requires
knowledge of the relationship between the univesitd the official and the granting agency. Retpiasthe
federal, state or local level are to be coordinditedugh the director of governmental relations.

The university welcomes visits by elected officjialdether they visit as private citizens or in thegipacities as
governmental officials. Invitations to electedicitils to visit the campus in their official capycshould be
approved in advance by the chancellor, with pritifitation to the director of governmental relaiso

Responses to requests for information, reports statistics from elected officials and their s&tibuld be
coordinated through the Office of Governmental Retes.

E-14. Development

The campus is a public institution of higher leagnand relies on a state appropriation to help ropetating
expenses. In reality, it is a "tax-assisted" rathan a "tax-supported"” institution. State fuedspled with student
fees permit the campus to meet the expenses ategbueiith the operating budget. However, thesecsasuof funds
are not sufficient to permit sophisticated develeptrof facilities or to establish scholarships attter
special-purpose funds designed to give the campomegin of excellence.”

In order to respond to those needs for financippsat which cannot be met by the operating budgetposition of
vice chancellor for university advancement has letablished to develop private-sector suppoti@icampus.
IUS encourages gifts from individuals and corpanagi

E-15. Use of Facilities

The trustees of IU reserve the right to controlubke of university facilities to assure that evextsducted in those
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facilities is compatible with the mission of theiwersity. The university will at all times seekdssure students and
faculty groups opportunity to meet, hear and exgkddeas and views, however controversial, bubésdchot
license and will not tolerate activities which dkegal.

The term “facilities” include grounds owned by tin@versity as well as structures which are univgnsioperty.

Individuals wishing to reserve university facilgiéwith the exception of the Paul W. Ogle Cultiat Community
Center) should obtain a reservation request foom fihe Information Center located in the Universignter.
Generally, there is no charge for the use of usitiefacilities by university groups so long as theversity does
not, itself, incur additional expense because efefent. A charge may be assessed to cover editragy expense
for custodial/security/technician assistance, aviioal needs, supplies, damages to universitygtppr other
related expenditures. A charge for custodial/teghn assistance will be made if the event is salestifor a time
when the facility is not normally open for univeysiise.

Individuals who wish to reserve a university fagifior an income-producing program must secureifipec
authorization for the event from the director ofngaus life. The university does not make its féedi available for
fund-raising purposes if the funds are designeshtach an individual or commercial sponsor. In amgnt,
individuals or organizations wishing to utilize aiversity facility for income producing purposes shwrite the
director of campus life setting forth the naturdghe income producing activity, its purposes anérgHunds will be
directed. If proceeds from such an event are tddmated to IUS or the Indiana University Founda(i®JF), no
facility usage charge will be assessed, exceptraordinary costs. If the income is not to baated to IUS or
IUF, a facilities’ usage charge will be assesseglcitordance with a schedule of facility fees om ifil the director of
campus life’s office.

The university reserves the right to reject any alhdpplications for the use of facilities. Thaiversity reserves
the right to make adjustments in confirmed resé@matfor facilities when such action becomes neargssFurther,
the university reserves the right to determine wihenassistance of security/custodians and /achanteian is
necessary.

All requests for the use facilities should be sutediin writing (completion oFacilities Usage Form) and
submitted to the director of campus life, not e four days before the scheduled event. Questigarding
these policies should be directed to the directmampus life. For Ogle Center usage policies&Eel6, for
availability contact the Ogle Center Manager at 2%44.

Bulletin boards and kiosks have been erected thauwigthe campus primarily to publicize universigtated
activities, including those of students and stuadgganizations. A number of bulletin boards, sastihe ones
located outside academic unit offices, are desgghtr the posting of official university announaams and are
limited to such uses. The director of campusiié post other material of interest to the uniigr&ommunity
where space is available. No posting is permittedrick, window or painted surfaces. Those wighimplace
announcements on the bulletin boards or kioskgyldrsend the materials to the director of camesclearly
identifying the person or group requesting the miatés posted.

The above regulations are intended to preservbehaty of the campus and to assure the nonpadisaacter of
the institution. They are not intended to limiéddom of expression or to discourage politicavagtdf students,
faculty and staff.

E-16. Paul W. Ogle Cultural and Community Center

The following scheduling priorities apply to schédg events in the building and amphitheater:

1. 1US Music, Theater, and Fine Arts Departments their activities;

2. community arts groups with established resideotip status, and performing arts series;

3. other community arts and educational groups;

4. other university programs as appropriate tantiesion and purposes of the facility;
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5. other community programs as appropriate tartlssion and purposes of the facility.

It is understood that once an event is schedulatidypuilding manager, its booking may not be ssgded.
Requests for booking events should specify requeremfor rehearsal and set-up times and thesedhbeul
scheduled when the event is scheduled.

For specific dates when bookings for the coming yegin, consult the Ogle Center Manager at ext42% the
IUS Palicies and Procedures Manual 8K.

E-17. Food Service

Campus food service is provided on a contractusisbaCatering is available through the food serand other
designated vendors. Individuals and /or groups nuyengage in food sales or catering of foodschvkiould be
considered to be in competition with the vendors.

The director of campus life has been designateétdeaaniversity’s representative to work with thedcservice
vendors, and all suggestions, questions and constiould be addressed to that office.

Individuals and /or groups wishing to plan a bangreeeption or host a party should contact the-dioator of
conference & catering, located in the Campus AtitigiOffice, for information, menus and procedures.

E-18. Child Care

IUS provides child care to its faculty and studehtsugh the IUS Children’s Center. The center established in
1978 through a proposal presented by the Studemt@ment Association. The center provides canma fktonday-
Thursday 7:45 a.m.-10:00 p.m., Friday 7:45 a.m0Jafn. while classes are in session. Times duhiagummer
term may vary depending on need.

The center is a drop in facility, open to child@gears of age (potty trained) through 10 yearsnidimal family
registration fee is assessed per semester (suramas &re considered one term). Users are chargexiest hourly
rate for the service. The services are only abkglavhile the user is conducting university busing., class,
studying, working).

For further information contact the coordinatotté children’s center or director of campus life.
E-19. Physical Plant
IUS uses ten buildings at its Grant Line Road canpu

Activities Building (AB):
facilities for recreation and sports
offices of the athletic and recreation staff

Crestview Hall (CV):

Applied Research Education Center (AREC)
classrooms (largest number of classrooms)
computer services facilities

IT Systems and Operations

School of Social Sciences

Student Technology Center

Hillside Hall (HH):
classrooms
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School of Business
School of Education

Knobview Hall (KV):

IT Media and Web Services
classrooms

Department of Supervision
Division of Continuing Studies
School of Arts & Letters

fine arts studios

foreign language laboratory
Writing Help Center

Library Building (LB):

IUS archives

Library

Institute for Learning and Teaching Excellence @)T

Life Sciences Building (LF):

classroom and laboratory space for

biology, mathematics, nursing, and psychology
School of Natural Sciences

Division of Nursing

Mathematics Resource Lab

Paul W. Ogle Cultural and Community Center (OG):
Ronald L. Barr Gallery

Box Office

IUS Amphitheater

Recital Hall

Robinson Theater

Richard K. Stem Concert Hall

black box theatre

green rooms

scene shop

rehearsal and studio space for music and theaparieents

Physical Sciences Building (PS):

classrooms

offices and laboratory facilities for

chemistry, earth sciences, physics and scienceaddnoc
Purdue Statewide Technology Program facilities

Service Building (SV):

mail services

maintenance shops and central air-conditioningpement
Physical Plant Department

University Center (UC):
Academic Success Center
administrative offices
Bookstore
Bursar/Accounting Services
Campus Life
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conference rooms and offices

Office of Equity and Diversity

food service

games room

Human Resources

Information desk

IT Support Services

IU Credit Union

Office of Admissions

Office of Campus Activities and Student Life
Office of Career Services and Placement
Office of Financial Aid

Personal Counseling

Registrar’s Office

student commons and lounges

Student Development Center

Student Government Association
student organization offices

student technology center (24/7 lab)
University Police

E-20. Hospitality Expenses

Hospitality expenses are costs incurred in theitgstf non-university individuals (and in some cgsaniversity
employees) for a bona-fide university purpose. dsumave been budgeted in a Special Expense accoanaged
by the Vice Chancellor for Administrative Affairg cover the cost of meals or refreshments incupsethculty and
staff of Indiana University as part of their offitiduties. These expenses must meet Indiana Witlyguidelines
for allowable hospitality expenses covered by ursiitg operating funds, excluding IU Foundation fands
follows:

- Recruitment of faculty, staff or students;
- Official, ceremonial functions of the University;

- Receptions for which the primary purpose is titenalance and benefit of a group of students centiat
students;

- Employee recognition receptions (service annargs, retirements);

- Refreshments for official HumarsBerces training sessions or when training is plexiby an external
consultant.

These funds are to be used for institutional béaefil never for personal benefit or privilege ofwénsity
employees. For pre-approved use of the Speciatfisgaccount, use tBpecial Expense Account Billing
Request for IUS Food Service Conference & Caterinfprm, available from the Administrative Affairs fizfe.
Alcohol beverages will not be reimbursed. For &ddal information or questions on hospitality empes, contact
the Administrative Affairs Office (ext. 2202).

Meals for Candidates Purchased OffCampus:

In order to insure that food expenditures are moessive, the following maximum reimbursement sctetias
been established:

Breakfast: $5.00 each  Lunch: $7.00 each n@&in$17.50 each.

In addition to reimbursement limit for each typenadal, when entertaining prospective employees| oeages
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will be limited to the cost of the meal for eaclegtiand the cost of the meal for the member obUthigersity
faculty or staff who is serving as the host. Amsuspent above these limits must be borne by tee H@riginal,
detailed receipts must accompany the forms; chaggpts are not acceptable. Alcohol will not bienfrursed. For
reimbursement of funds expended, Bersonal Reimbursement Request for Purchase of MesdFood Products
should be completed in duplicate and forwardedhéAdministrative Affairs Office for approval andogessing.
Once approved, the request for reimbursement fowiradetty Cash Form #45or the approved amount will be
forwarded to Accounting Services for payment. Téguestor will be notified when the approval hasrbgent to
Accounting Services. Accounting Services will disde cash payments Monday through Friday from 8:80 to
4:30 p.m.

Meals for Candidates Purchased OrCampus:

Candidates who are dining at the IUS cafeteria beaissued a dinner meal pass that will allow themrharge the
cost of the food being consumed to the Special BEspaccount. These passes may be obtained bpdtiech
department upon completion oDanner Pass Charge Authorization This form should be sent to the
Administrative Affairs Office. Upon approval, dienpasses will be provided to the requestor. Amysed dinner
passes should be voided and returned to Admiriigraffairs (UC 156).

E-21. External Grants

All grant proposals (including preliminary propasaio governmental agencies or private foundatioast be
routed through the dean for research. The propoegliibe sent to the Sponsored Research ServEBRSYin
Bloomington and must be accompanied by forms cotagland signed by administrators on this campwso T
weeks should be allowed for this process to be detexp.

If members of the faculty or staff are considetiing contracting with an outside agency for reimborsnt of
special services, they should advise the OfficAa#demic Affairs as soon as negotiations beginy gurch contract
or agreement must have the approval of the Statig&uAgency, and the SRS office needs as muchtilsadas
possible in getting approval from the budget agency

A wide range of resources is available to ass@tlfg members in identifying sources of funding aedeloping
proposals. These include reference books, elaectsearches, proposal writing guides in severahéds, and
sample proposals. Information may be obtainetiénQffice of Academic Affairs research website:
http://www.ius.edu/AcadAffairs/research.cinthrough the dean for research. The associa&ctiancellor for
academic affairs may assist with teaming, projeafiguration, written material sharing, and otherds of
institutional grants writing support.

E-22. Fee Courtesy

Fee courtesy, an IU employee fringe benefit, ofédigible employees, their spouses or registeretkessex
domestic partners, and children the opportunitgrimll in IU courses at a reduced fee rate undeptiicies and
procedures described on the fee courtesy applicédions. Sample copies of the "Application for Famurtesy -
Employee/Spouse” form and the "Application for Eamirtesy - Dependent Child" form are provided an th
following pages. Procedures for applying for feertesy are included on page two each form. Apfibo forms
are available in Human Resources, University Ce®terth Room 244.

E-23. Collections and Donations

No canvassing, peddling, or soliciting is permittedthe grounds or in the buildings of the univgraiithout the
permission of the chancellor. An annual canvassliaritable contributions to the United Way hasrbapproved
by the university. The chancellor has also autteatia canvass for the Greater Louisville FundHerArts. Each
member of the faculty and staff is urged to pgrtité in these united appeals, but of course tkare bbligation to
contribute.
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E-24. Identification Cards

Full-time faculty and staff will be issued an officphoto identification card
1. Obtain books and materials from any Metroverksibyrary.

2. Purchase U athletic and special events tickieteduced rates.

3. Identify oneself as an IU employee when at agrotmpus.

4. Use the recreational facilities in the ActivitiBuilding.

5. Purchase U Software at the Bookstore
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