N N

N ' -~ ,. .
Faculty Handbook 2021 [

~.
N
:

Claflin University
FounQded 1869

_ oo .
’ ~ ;“ q. - -" % -~ - O‘“
) dé,‘ o o - .
) ' p 1)
“@%a ™
L 0
> 9

Office of the Provost

__-‘1



Table of Contents

FOTEWOIT. ...ttt ettt sttt e bt ettt et e s at e e st e e s ate e sase s e bt s ebte e st e enateasabeaeabeeeases vii
.0 OFGANUZATION .ottt bttt te e e aaaaaaaasasasaaasasaaaasasasssasesessessssssssssssssssssssssssssssssns 2
1.2 Official Copies QNG DISTIIDULION ..........cccceeeeeeeeeeeeiieeeeeetee e et e e sttt e e e stee e e st s e s ssesesasssesessssesasassesassnsesans 2
LY, Lo [ [ole L1 [o T K3 USRS 2
1.4 The Claflin UniVersity PRIIOSOPRY ..........cc.ueeeeecueieeeeiiieeeieestiee ettt e sttt e s sate e s ettaasasteasssssesasasssasssasseeen 2
1.5 The ClAaflin UNiVersity MISSION ............ueeecueeeeeiiieeeseieesetteeestteassstsaaeesaeeasstsesessssesssasssessssssesasassesssnsseeas 2
1.6 TRE ClAfliN UNIVEISItY VISION.......oeeeeeeeeeieeeeeeceeeeeseeeeeetea e ettt e ettt ea e et aea e e ataeaessssasasasssaaeassssaeasssesansssesans 2
1.7 The Claflin University GUIdiNG PriNCIPIES .........ccueeeeeeeeeeeeeeeeiiieeee e eesccttea e e eestetttaaa e e e s sstsaaaaeeesssssanaaeeans 3
1.8 The Claflin University COAE Of ELNICS........cccouveeeeeeeeeirieiieeeeeeeceteeeeeettetteeaeeeetssstasaaeeessssssasesesssssssasasees 3
1.9 The Claflin University Policy AGainst DiSCrimiNGLiON ............c..cceecuveeeeiiieesesiiiireesisieeesisesessiseseesisessssiseeens 5
1.10 Equal Employment Opportunity and Affirmative ACEION ..............oeeecvueeeeccieeeeeieeescieeeecieeeesiveaessisenann 5
1.11 Compliance with Other Federal REGUIGLIONS ............cccuueeeeeuieeeiciiiieeiiieseeieeessieeeesiteeessteeesasieasssseees 5
1.11.1 Title VI of the Civil RigQhts ACt Of 1964 .........uoueeeeeeeeiieeeeiee et e et e ettt s e s stte e s ssteaessseaeessseassnsseeaas 6
1.11.2 Title VII of the CiVil RiGhts ACt Of 1964 ........uueeeceeieeeeieeeeeeeeecee e ettt e et eaee e s tee e e atraaesssesaessseasassseeaan 6
1.11.3 Title IX of the Education AMendments ACt Of 1972 .....uu.ueeeeeeceeeeeeeeeeeceeeeeeeeeestteeeeseteraesisasesssenans 6
1.11.4 Section 504 of the Rehabilitation ACt Of 1973 .....oooeeeeeeeiiieeeiee et estte sttt eestee s s steaessaaassaseees 6
1.11.5 Section 303 of the Age Discrimingtion ACt Of 1975 ....oeeeeeeeeeeeeieeeeieeeesteeeeeceeeescteeeeseeaessaeasasseeas 6
1.11.6 The Americans With DiSADIlItieS ACE (ADA) .........ueeeeeeeeeeeeiieeeeeeeeeeiieeeeeeeeetsiaeeeeeeeeessiisssesseeesssissessseens 6
1.11.7 Family and Medical Leave ACt Of 1993 (FIMLA) ........ueeeeeeeeeeeeeeeeeeeeeeeeeeeeteee et tteaeesteaaesaseaaesaena s 6
1.11.8 Uniformed Services Employment and Reemployment Rights Act (USERRA) .......coeccveeviveecvveeienaannen. 6
1.11.9 Family Educational Rights and Privacy ACt (FERPA) .........eeeeeeeeeeeeeeeeeeteeeeeeeeetvea s tveaaesveasasaeaan 7
1.12 The Claflin University Intellectual Property AGQre€ment .........ceeeccueeeeciueeeesiveeeeiireeeesivesssisenens 7
1.12.1 Definition Of INtEHECLUQAI PLOPEITY ...ttt e et tee e e e ettt aa e e e e ssttsaaaaeeessssssenaaaaes 7
303 o) (o) e T Lo B ol Yol o [ [ =S 8
1.12.3 CONSlICt OF INEEIESTE POLICY ....veeeeeeeeee ettt ettt e e et e e ettt e e et e e e et aasestaa e e ateaaesanees 10
2.1 PhilosSOphY Of AQMUNISTIAUION.........ccc.ueeeeeiieeeeeee ettt e et e et e e et te e e ettt e e e tea e e s steaaessrssaeeessnaeesees 12
2.2 General AdMiniStrAtiVe OffiCErIS.......cuuimiiiiieeiiiieeeeiie et e et eee e ssee e e st e e setee e s s bta e s sastaeessbeaesnsees 13
I T > ToYe [ e ) A Y K (=2 = USSR 13
2.4 TRE PIESIAENT ...ttt sttt ettt sttt st sttt ettt 13
2.5 The Vice President for AQMINISTIALION .............c..oeeeecueeeeeeiieeeeceeeeeeee e et eestte e e e stea e e e tteraesssaaeessaaaesasees 14
2.6 TR PIOVOST ...ttt ettt ettt ettt ettt ettt e st e et e st e e bt e este e s st e sabe e s st e sabeaebtaenaneesaseenas 14
2.7 The Vice President for Institutional AQVANCEMENT ............ccceeeeeeciiieeeiieessiee et eestta e sira e cea e e 14
2.8 The Vice President fOr FISCAl AffQiIS ... eeeeee ettt et e e et e e stea e e e sraa e e sstaa e e staaaeerees 14
2.9 The Vice President for Student Development GNd SEIVICES ............uceeccvueeeecieeeeeeiieeeeiireeecireeeecieaaeeans 14



2.10 The Vice President for Planning, Assessment and Information Services .............cccccvoveeecvveeeccvneeannnn. 15

2.11 TRE PresSident’s CADINEL ..........ccocuueesuiieiiieeiee ettt ettt ettt et e et e st e st e steesbesenutaenaseesaseenas 15
2.12 The AdMiniStrative CONFEIONCE. .........cceeceeeeeeieieeeiee e eeee e e ette e e ettt e e e e ea e e ettt e e e s tea e e ssrtaaesartaaessseaaessees 15
3.1 Provost (S€€ CRGPLEI TWO.)...ccc..ueeeeeeeeeeeeeeee et e e ettte e et ee e et tta e e e ttte e e e e taa e e s taaaeessteaaestasasaasseaeesasasaeaasses 17
3.2 Vice Provost for ACAA@MIC PrOGITOMS.......ccececueeeeeeeeeeeeceieeeee e e eetttttaeaaeessstteaaaaesssssssesaaaessssssssnaaaesassines 17
3.3 ViCE ProvOSt fOr RESEAICH .....cccveeeeeeeiiieeeiie ettt e et e sttt e et e e ettt e s s tte e e s estaa e s sbeaessastaaessnseaasnasees 17
3.4 Assistant Vice President for ACOAEMIC AffQirsS........uuuueuuuieeeiiieeeeiiieeeiieeeeciee et estea e e eaa e e seaaee s 18
3.5 Director of Enrollment MANGAGEMENT ............c..ueeeeecueeeeecieeeeecieeeeteaeeeteeeestaeaeestaa e e s stesaessssaeesseaaesasses 19
3.6 Executive Director of Professional and ContinuUing SEUGIES .............ceeeeeeecciveeieeeeesiiiiieeeeeecccciieaaaeeeeins 19
R AN |14 1oV D =T (o] OSSPSR 20
R D =to [0 L) Yol Lo Yo ] KPR 21
3.8.1 Administrative/Fiscal Management and FUNA RAISING ............ccueecvueeeveeeeceeeiieeieeeieeeseeeeiveesisneens 21
3.8.2 INSItULIONGI LEAUEISNID ...ttt ettt e ettt a e e e e ettt a e e e e s stbtsaaaaeesassssssnasaaeassees 22
3.8.3 INStrUCtiONAI LEAEISAID ....oooveeeeeieeeeeeee ettt e ettt e e ettt e e e et e e st a e e s bea e e s artnaeesseaaenasees 22
3.9 DEPAITMENT CRGILS ...ttt e et e e ettt e e ettt e e et a e e e tee e e s ste e e e steaaeasasasaasssaeeasseaaenasees 23
3.10 Academic Program COOIGINGLOLS. .........uuueueeeciieeeseeeeeeeieeee s e e estttttaa e e e e st sssteeaaaeessssssesaaaessssssssnsassesssines 24
N O Y= =] 4o | OO P U UPUUPUOPTPUPPRPIPI 26
4.1 DePAIrtMENT IMEETINGS....ccceeeeeeeeeeeeeee sttt teaeasessssasasaaaaaaaaaaesesssssssssssesssssssssssssssnsns 26
B Aol Lo o WY I=T=1 1 | o Lo KPS 26
1 o Tol N1 VA LY =24 [ L 1TSS UERRE 26
4.3.1 Procedures Of the FACUItY MEELINGS ........cceecueeeeeeiie ettt eeeee e eeta e ette e e e stea e e s steaaessstaaessteaessasees 27
4.4 Committees INCIUSIVE Of FACUILY .......vueeeeeeeeeeeeee ettt e et e ettt e et e e stta e e s sta e e e staa e e sseaaeesees 27
4.5 Faculty SEtANAING COMMUTTEES .........vueeeeeeeeeeeieee et eeee e e e te e e et e e et ee e e sttt e e e st a e e s sreaaesersaaeesseeaeesees 28
4.5.1 Academic AffQirs COMMILLEE ...........oueeeeeeeeeeee e eeeeeeeee e ettt e e et sttt e e e e e et sttsaaaaaessssssssnaaaeesssnns 28
4.5.2 AdMiSSIONS COMMUETEE.....c...ueeeeieeiieieeeeeeet ettt ettt ettt ettt ettt e s e st e s bt e s besenateesaseesaseenas 28
4.5.3 Ath1EtiCS COMIMUEEEE........oooueeeeeieeeeeeee ettt sttt sttt ettt 28
4.5.4 EMmployment BENEfits COMMULLEE ...........eeeeeeueeeeeeiieeeeceeeeeeeeeeeetee e e tte e e e tte e e e stea e e e sraa e e s srtaaeesteaaeerees 28
4.5.5 Faculty Development COMIMUELEE ..........cueecereeeeeeeeeecieiee e e e eecstteee e e e e sttt e e e e e esstaeaaaeessssrsssnaaaeeaesnes 29
4.5.6 Faculty GrieVanCe COMMIEEEE. ..........ceeecueeeeeeieeeeeiee e esee e estt e e et e e sttt e e e s stte e e e ssteaeesstaaesastaeessseaaessees 29
4.5.7 FINANCIQl Aid COMMUIEEEE ...ttt sttt 29
4.5.8 General EQUCAtiON COMMIUELEE. .........coceeerieeeeieee ettt sttt st sinee e 29
4.5.9 INStitutioNQl REVIEW BOGIT. .........cocueeeiieeieeeee ettt ettt ettt et e et eesaneenaneenas 30
4.5.10 Intellectual Property COMIMUELEE............uueecueeeeeieeeecieeeeetteeeetee e ete e e s ttte e e e staa e e ssstaaesestaaesasseaaensees 30
4.5.11 Intellectual Property Conflict of Interest COMMILLEE.............cccvuveeecveeeeeiieeeeciieeeeiieeeecieeeeeceea e e 30
4.5.12 LiDIrary COMMUELEE .......eeeveeeeeeeeeeeeee e ettt e e ettt a e e e ettt e e e e e s s eussaeeaaaeesssststaasaeasasssssnnnasesssens 30



4.5.13 NOMINQEING COMMUELEE ...ttt ettt e e e e e s eaeaaaaaaaaaaaaaaaaaeasesesesesesesesesssnasanans 31

4.5.14 Pr REVIEW COMIMUTLEE .......eeeeeeeeeee ettt et e e e e et e s et e e e nanes 31
4.5.15 Professional and Continuing EQucation COMMITLEE ...........ceeeeeueeeeeciiaeesiiieeeeieeeeesieeeeceaeeeieaa e 31
4.5.16 Program COMMULEEE .......cceeeeeeeeeeeeeeeeeesasstststvtttaaee e aeasasasaasasasaaaaaaaaaaaeesasesesesssssesssssssssnsnsnans 31
4.5.17 Religious Life COMMUELEE ....ccco.eeeeeeeeeeee ettt ettt e e e ettt e e e e e ettt a e e e e s sttsaaaaeessssssssnnaaeenasnes 32
4.5.18 StUAENT AffAIrS COMMIULLEE .....oooeeveeeeeiie ettt e e st e e et e e st a e e s sta e e sastaeessseaassasees 32
4.6 Faculty Representative to the BoOGrd Of TIUSLEES .......cccuveeeeivieeeiiieeeeiieeeesieeeesta e e s tteaeesva e eieaa e e e 32
4.7 Guidelines for COMMITEEE ACHIVITIES............eeeeeceeeeeeeeeeeeeeee et eeetee e e tee e e e taa e e e stae e e s sreaaessssaeesteaaeesees 33
5.1 Personnel Policies: SCOpe and APPIICALION ........ooeeeeeeeeeeeeieeeeeeceteee ettt e e e ee ettt e e e e e e s staaaaeeeesnns 35
5.2 Faculty Excellence Vision Statement/Faculty EXPECLALIONS ..........cccvevvevevesveireseesreesresisesssesssesseenns 35
I N =3 = Tor o V=3 =T ol 11 T SRR 36
5.2.3 Research, Scholarship and GrantSmMANSAIP. ...............ueeeeeeeeeeiiiieieseeeecsieeea e eessscttee e s e e esssssenaaaaeeesans 36
5.2.4 Service to the University and the COMMUNILY...............ueeeeieeeeiiieiieeeeeeeecieeee e eeescitteaaaeeeesscssaasaeeessens 37
5.2.5 FACUILY DEVEIOPIMENL ..ottt e ettt e ettt e e et e e e s tte e e s stea e e s staaesastaaeesaseaassasees 37
5.2.6 ADAtioN QI ACRIEVEIMENTS ...ttt sttt sttt 37
5.2.7 Evaluation of the Performance POItfOliO .............cuioeceeeeeiiie e eeeiee e eettea e e ttaa e sraa e steaa e e 38
5.3 Qualifications for Appointment to Rank and T€NUIe TracCK ...........ccccvueeeeciveeeciiieesiineeeiiieeseieaessnens 38
5.4 NON-TENUIE TIACK FACUITY ...ttt eee ettt e e ettt e e e e e e e tasaaaa e e eesssasssasaaeesessssssssasenssisns 39
Vo |17 T Loy [ X1 L 47 Lo (o] TSP 39
A 14 R 1 gV [ Ao PSPPSR 39
O I Y=1 1] (o] =Tl 17| (-] PSPPI 39
5.4.4 Professionals/Practition@rs-iN-RESIAEICE ..........c..ccovevueevreveeireeieeireeseeesesesrsesssessseeseesssesssesssesssesssenns 40
5.4.5 RESEAICH SCIBNTIST ...ttt ettt ettt sttt ettt 40
RN 2t [ (=e I e TtV 1 | S EURE 40
I A 0K 1 g7 Lol o] PSPPI 41
5.5.2 ASSISEANT PIrOfESSON .....eeeeieieeeetieee ettt etee ettt e e ettt e e ettt e e e et e e e et e e e e e tee e e s steaesesteaeessesassstsaeessseaasansees 41
Rl WX o Yot [ [ A= o o) (=X X Te ) (SRS 42
NI 3 o) 2 Yo ] GRS USSR 43
5.5.5 AdMUNISEIQtIVE FACUILY c....vveeeeeeeeeeeeeeeee ettt ettt ettt ettt e et e ettt e e e ettt e e st a e e st aa s s antaaessaseaaesasees 44
SeB LIDIGIIANS ..ottt sttt sttt ettt sttt ettt ettt 44
5.6.1 Effectiveness Of G LIDIGQIIQN .............oococcuueeeeeeeeeeeeeee e eeee e ettt eette e e e tta e e et e e e s steaaessrsaa e e tenaeenees 44
5.7 FACUItY PEISONNEI RECOITS ......ceveeeeeieeeeeeeeeee e e e ettt e e e e ettt e e e e e e s e stttaaaaaessssstsaaaaasssssssssnnnaaeassnes 45
5.7.1 Files Maintained in the Office Of the ProVoSt ..........ccuueeeviiieeeciiieeeciieesciee e eset e seina e ea e e 45
5.7.2 Files Maintained in the Office of HUMQN RESOUICES ..........ccueeeeceveeeeiieeeeiieeeesiiaeesiesaeecivaeesiseaaeesees 45
5.7.3 Policy Against Disability DiSCrIMINGLION ...........cceieeeeeerieiieeeeeeciciieee e e esesste e e e e e ssitaeeeaeesssssseeeaaeesssens 46



5.7.4 IMMigration SATUS POLICY .......cooeeeeeeeeeeeeeeeeee e ettt e e e e ettt e e e e e e e st aaaeesssstsaaeaaessssssssnnaaaesssnes 46

B.8 EVAIUGLION. ..ottt ettt ettt ettt e e e e et e et e e bt eateesaseesabeesaseasaseaebeaenaneesaneenas 46
5.8.1 FACUILY EVAIUGLION ....oooveeeeeeeeeeee ettt ettt e e e et e ettt e e et e e e et te e e et a e e s staaesastaaeessseaassasees 46
5.8.2 Components of Faculty Performance EVAlUQLION ...............cccccvueeeecceeeesiieeeeeiieeeeiisaeeciiraaeeirenaeenens 46
5.8.3 Faculty Evaluation Of AQMUNISEIALOLS ............eveeeieeeeeieeee e eeeesctee e e e s et teaa e e e e e s ttaeaeaeesssssseneaaeesesanes 47
5.9 PrOMOTION ..ottt ettt ettt et e e st e e sttt e e et e e et e et e e e et e e e nanees 47
5.9.1 Eligibility for Promotion GNd TENUIE.............c..eeeeecieeeeeciieeeeceeeeestee e eeee e e s tttaaeestaa e e s sstaaessssaaeesseaaesasses 48
5.9.2 OULIINE fOr APPIICATION ..ottt e et e e et e e e ettt e e e et a e e e teaaeesassaeeesesaeeasens 48
5.9.3 Timeline and Procedures for Pre-tenure, Promotion and Tenure and Post Tenure .............ccc..c....... 49
I L O = 417 ¢ = PP PUPPOPPPPRON 49
5.10.1 PUrpoSe aNd PRITOSOPAY ......oooeeeeeeeeeee ettt ettt ettt e et e e ettt a e et a e e e staaa e s artaa e e s teaaennees 49
5.10.2 Progression TOWGAIAS TENUIE...........ueeeeeeeeeeieeeseeeeeeeieeeeaeeestttetaaaaesssssssseaaaeessssssssasaesssssssnssasesssssns 50
5.10.3 Criteria for Pre-tenure, Tenure, and POSt-TENUIE REVIEWS ..........cccuvveeeeeeeesiiireiereeseiiiisisesaseessinns 50
5.10.4 Promotion GNd T@NUIE APPDEAIS ......cc.eeeeeeeieeeeeiee et eete e e ttta s eta e e e ta e e s staa e e s srtaaesastaaesssseaaessees 52
I I o TtV 1 [ VA D =3V = o) o 0 Y=1 £ USRS 52
5.12 5ADDALICAI LEAVE ...ttt ettt ettt sate e st e st e snee s e enanee e 52
5.2, T PrIMQIY CIIt@IIQ . ...eeeeeeeeeieeeee ettt ettt e e ettt e e e e e ettt e e e e e e sasbtbeneaeesaasssaneaeessnaases 53
RN DA Y-Tole ) (1o (o] o VA O 4 1 1=1 4 (o ISUUUOO OSSO PURRRt 53
5.12.3 PrOPOSAI QULIINE ..ottt e et e e ettt e e et a e e et e e e et e e e e teaaeeasssaeesaseaaeaanees 53
5.12.4 REVIEW TN FIOIME .......eoeeeeeeeeeeee ettt e e e e et e s e e e e nnnees 54
5.02.5 CONATEIONS .ttt ettt ettt ettt ettt et e ettt e bta e s st e s bt e s st e sabeaebtaenaseenaseenas 55
5,13 FACUILY LEAVE Of ADSEIICE ...ttt e e ettt e ettt e e ettt e e e ettt e e et a e e s taa e e s astnaeesaseaaeeanees 56
5.14 POSE-TENUIE REVIBW ....cceveviiiiiiiiiiiiiiiitie sttt ettt sttt sttt et s s e e st essanees 56
5.14.1 POSE-TENUIE PrOCESS........uuveiiiiiiiiiiiiiiiiiiiiiittee ettt ettt e sttt e s sttt e e s e ssstseeeesssasnnns 57
5.14.2 POSt-TeNUIe ProCeSS OULCOIMES .......ccceiviriiuiiiiieiiiiiiiiieeeeesiittee e ettt e e s ettt e e s s sssneeeesssssanne 57
(I R =1 T=] o | PO OSSP UP PP 59
6.2 Notification of Non-Reappointment (Tenure-Track and Non-Tenure-Track) ...........cccceeeevvveeecvvneennnen. 59
(IR {=tot o) il @Y (11 g Loy SO PUS 59
6.2.2 Disciplinary Period for Faculty whose Performance is UnsatiSfactory ..........cccocueeeeecivvveeeeeenecivnnnn. 59
6.2.3 Non-ReappointmMent Of FACUILY .......cuueieeeeeieeeeee ettt ettt e s ee ettt e e et a e e s raa e e s ertaaeesteaaensees 60
6.2.4 Termination Because of Inability to Perform JOb DULIES ..............ccccueeeecueeeeciiieesiieeeesiiieeesscvesessanean 61
LY =1 (o 1o o | (o K-S S 61
6.3 Teaching Responsibility ANA LOOU. .............cooecueeeeeeiiiseeeiieeete et esea st e et a e es e e staaeseseaaessees 62
6.4 GrANES QNG CONTIACES ...ttt sttt s st e st e st e naeenae e st enaeenaees 63
6.7 INvoIvement in CUITICUIE ISSUBS ............ooevueeeiieiiesee ettt e sne e s 63



A N Yolo o =10 0 Y [oll al £ =12 o) 4 ¢ FOUUUUEuS 66

VA Ao ][0T VA Yol 1 =2e [V | -2 SRRRR 67
A N o |V =T o Yo KSRt 67
7.2.2 PAYIOI DEAUCTIONS ...t et e ettt e et e e e ettt a e sttt e e e tseaesatsaaasastaaaesssasesasssaasassnaeaans 67
7.3 Fringe Benefits fOr FACUILY MEMBEIS.........cccc.uuueeeeeeeeeeeeieiee e eeesctteaa e e e et tettaeaaaeessststaaaaessssssssaaaeeessnes 68
7.3.1 Grants fOr FACUILY SUAY ......ooeeueiieeeiiee ettt e ettt e ettt e e ettt e e et e e st aesestaaesssteaesastsassssseaenns 68
Y I A e ol L 5V I o 171 O SRPRRt 68
7.3.3 RELIFEMENT PrOGIAIMS c..cooeeeeeeeeeeeee ettt ettt ettt ettt ettt sttt et e e s e e aeaaaaaaaasasaaaaasaaaaaes 68
7.3.4 GEOUP INSUFQNICE.....cccceveeeieieeeeeeeeeeeeeitseeeee e e e e e ettt ee e e e s e e ee ettt ssa s e s e e e s eeetasssassesaaassetssssaassssassnaessssaannss 68
7.3. 5 ANNUGAI/SICK LEAVE. ... e ete e eaee et e et e et e et e st e seatseettsesassessteesesssasseeneeenseeen 68
VAN N lo] [ 1o [0 )V 3e T Lo IV {e Tole 11 [0 ¢ 30U USRSt 68
7.3.7 Absence from Campus fOr PErsonal REASONS...............ccccueeeeecueeeeiiieeeeeiieeeeiseeeesitaesesstsesaessssasesissesasins 69
8.1 GrievVaANCE ProCEAUIE--FUCUILY ..........uueeeeeeeeeeeeeeee ettt e e e e ettt e e e e ettt e e e e e s ssttsaaeaaessssssssaasaseassnes 71
8.2 Grievance ProCeUIe--StULENT .............cocueeeueeeieeeiie ettt ettt ettt ettt et s bt e st e st e e sbeeesatsesaseesseenas 71
8.2.1INFOIMQAI RESOIULION ...ttt e e ettt e ettt e e ettt e e et e e e s tte e e s astea e e s resaeaasssaeesssesaesasees 71
8.2.2F0IM QI RESOIULION ...ttt ettt sate e st e st e eneeenaneeninee e 72
8.2.3APPEAI PrOCEAUIES ..ottt ettt s ettt e et e e et e e s tee e s sbte e s s staaessseaeesastaeesssseaesnasees 72
8.3 Conflicts of Interest in PersonnNel DECISIONS ...........ccueieeevuvieeeiieieeesieseeeiieeessteeessieaesssisaesstsaeessseaaensees 72
8.4 Policy Against Harassment, Including Prohibition of Sexual Harassment..............cccccocveeeevveeeevvneennnn. 73
E Y Yoto o [T 0 1ol D K o oY =21 5V 2SS UERE 74
F RN I @oYo (=20} i (o] o] cFO USSP 74
8.5.2 Code of Honor Definitions ANd VIOIGLIONS.............c..cceeeueeeeeiiieeecieee e escieeeeciea e s steaeesiaa e s steaa e e e 75
8.5.4 CoUNCil fOr the COAE Of HONOI ..........ooeeeeeeeeeeeeeeee et e ettt e et e e tea e e et a e e s tea e e s srta e e s ertna e e s reaaeenees 75
8.5.5 Student RiGNLS ANA DUE PIrOCESS ........uuueeeeeeeeiieeeeeeeeectetee s e e estitttaaaaeeasststaaaaaeessssssssasaessssssssnaaasesssinns 75
856 SONCLIONS ..ottt ettt et e et e e et e e sttt e e et e e st e e e sae e e e aaneeeennneeeenanes 76
YYo= Lo [ (ol =2 USSR 78

Vi



Foreword

The Faculty Handbook represents one of several means adopted by Claflin University to
acquaint faculty with pertinent information concerning the institution. This handbook provides a
comprehensive view of policies and procedures which govern the faculty's professional actions and
interactions in job performance at the University and to which all faculty are held accountable.
Thus, each teaching and administrative faculty member should read this document completely
and carefully and keep it available for a handy reference at all times.

This document rescinds all prior Faculty Handbooks and will remain the policy of the
University until amended or replaced.

The statements contained herein shall be interpreted in accordance with all applicable laws,
and nothing in this Faculty Handbook shall be construed as creating contractual obligations
for Claflin University. Nor shall anything herein be construed to alter the at-will nature of
any person’s employment relationship with Claflin University.

THIS IS NOT AN OFFER OF EMPLOYMENT, NOR IS THIS A CONTRACT OF
EMPLOYMENT.

June 2021
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1.1 Organization

The material contained in the Faculty Handbook is organized by chapter, article,
section, and subsection.

Words used have their ordinary and usual meaning unless otherwise defined or unless a
technical meaning is clearly implied by the context.

All gender references should be understood as inclusive of all genders unless a more
limited meaning is clearly implied in the context.

1.2 Official Copies and Distribution

The Provost will be responsible for the distribution of the Faculty Handbook to all academic
faculty and staff; will maintain an official and current copy; and will be responsible for
disseminating new material to the Faculty Handbook subscribers, as necessary. Additional
official current copies will be maintained in the Office of the Provost.

1.3 Modifications

Proposals for change (by additions, deletions, and substitutions) of the official policies and
provisions of the Faculty Handbook may be submitted as needed by faculty, or administrators to
the Academic Affairs Committee, which then forwards it to the Provost. He/she presents
proposed changes to the faculty and then to the President for approval. No modifications to the
Faculty Handbook are effective unless approved by the Board of Trustees. Notwithstanding any
terms that suggest otherwise, nothing in this Faculty Handbook shall be construed to limit or
impair the authority of the Board of Trustees.

1.4 The Claflin University Philosophy

Claflin University was founded primarily to provide education for a people who were seriously
in need of intellectual training and spiritual support. Her founders were humanitarians—
courageous men with vision. These qualities are interwoven in the philosophy of Claflin.

From her earliest days, Claflin has been committed to certain principles. The Charter declares not
only the academic purpose but also the Christian responsibility of the institution. The University
is committed to academic enlightenment for the purpose of social justice. Service and
commitment to the development of humanity are core values that guide the work of the
institution.

The nucleus of this philosophy is the empowerment of students as future leaders and the
development of their intellectual, social, and spiritual potential.

1.5 The Claflin University Mission

Claflin University is a comprehensive institution of higher education affiliated with the United
Methodist Church. A historically black University founded in 1869, Claflin is committed to
providing students with access to exemplary educational opportunities in its undergraduate,



graduate and continuing education programs. Claflin is dedicated to providing a student-
centered, liberal arts education grounded in cutting-edge research, experiential learning, state-of-
the art technology, community service, and life-long personal and professional fulfillment.

Claflin is a diverse and inclusive community of students, faculty, staff and administrators who
work to cultivate practical wisdom, judgment, knowledge, skills and character needed for
globally engaged citizenship and effective leadership.

1.6 The Claflin University Vision

Claflin University will be recognized as a leading 21st Century institution of higher education
that develops a diverse and inclusive community of globally engaged visionary leaders.

1.7 The Claflin University Guiding Principles

At the center of everything that we do is a system of values which informs and guides all policies
and programs. These values, expressed through our decisions and actions, are defined by five
overarching guiding principles:

Commitment to Excellence

Commitment to Valuing People

Commitment to Being Student Centered
Commitment to Exemplary Educational Programs
Commitment to Fiscal Accountability

1.8 The Claflin University Code of Ethics

Claflin University’s mission to offer quality undergraduate programs, select graduate programs,
and viable continuing education opportunities relies upon the skills, abilities, expertise,
commitment, integrity and collective common sense of all employees. This Code of Ethics
embodies rules regarding our individual and University responsibilities to our students, faculty,
staff, administrators and university stakeholders and supporters.

We are cognizant of the importance of our work in being fiscally responsible which affects the
quality of academic programs and the overall quality of life for the faculty, administrators, staff
and students of the University.

We are personally committed to the highest professional and ethical conduct in furthering the
mission of Claflin University and nurturing relationships between our institution and supporters.

We hold paramount the trust, confidence, and integrity of each member of the Claflin University
Family.

We uphold and express, through practice, equity, and fairness in all aspects of our work, high
quality academic programs, student services, and outreach.

We are committed to consistently providing the highest quality of programs and services that are
innovative and responsive to students and other university customers’ needs and requirements.



We uphold the highest standards of honesty, integrity, truthfulness, and trustworthiness and shall
maintain the highest standards of professionalism in the performance of our duties.

We shall act in good faith, responsibly, with due care, competence, objectivity, and diligence.

We shall treat fellow employees in a fair and even-handed manner and foster a culture rich in
diversity that is based on trust, mutual respect, teamwork, and integrity. We shall treat all people
with civility, avoiding harassment and discrimination.

We shall treat all customers fairly, honestly, and objectively. We shall treat clients, colleagues,
and competitors with respect regardless of factors such as race, religion, gender, disability, age,
national origin or any other legally protected characteristic or status.

Employees who deal with issues and matters of a personal or sensitive nature shall be committed
to maintaining the highest degree of integrity by not disclosing such information to disinterested
parties except when authorized or otherwise legally obligated to disclose. Furthermore, except to
the extent authorized to act otherwise by Title IX of the Education Amendments Act of 1972 and
regulations issued thereunder (collectively, “Title IX”’) or by any other applicable law, no
employee shall disclose the details of any Title IX investigation, grievance process or grievance
procedure. Likewise, all employees shall comply with the confidentiality requirements of the
Family Educational Rights and Privacy Act (“FERPA”) and all other applicable laws governing
the confidentiality of educational records.

We shall acquire and maintain the professional competence and skills important and relevant to
delivering our programs and services to our students, faculty, staff, administration, and other
stakeholders.

In communities of which we are members, we will act ethically and as responsible and
responsive corporate citizens and comply with all applicable policies, statutes, regulations, and
laws.

We shall be accountable to adhering to this code.



1.9 The Claflin University Policy Against Discrimination

(Avrticles of Incorporation, Section V, 1869)

“No instructor in said University shall ever be required by the Trustees to have any particular
complexion or to possess any particular religious opinions as a test of office, and no student
shall be refused admission to, or be denied, any of the privileges, honors, or degrees of said
University on account of race, complexion, or religious opinions which he may entertain:
Provided, nevertheless, that this section, in reference only to religious opinions, shall not
apply to the theological department of said University.”

1.10 Equal Employment Opportunity and Affirmative Action

It is the policy of Claflin University to provide equal employment opportunities and reasonable
accommodation to all employees and job applicants regardless of race, color, religion, sex,
sexual orientation, gender identity, age, marital status, national origin, political affiliation,
disability, veteran status, or other legally protected status in accordance with applicable federal
and state laws. The University's policy of equal employment opportunity and nondiscrimination
includes, but is not limited to, recruitment, employment, advancement and promotion, training
and development, termination, working conditions, compensation, benefits administration, and
other terms and conditions of employment.

This policy prohibits any and all harassment on the basis of sex, pregnancy, race, age, disability,
and/or on the basis of any other protected classes. This policy prohibits sexual harassment
including unwelcome sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature when submission to such conduct is made either explicitly or
implicitly a term or condition of an individual's employment, or when submission to or rejection
of such conduct by an individual is used as the basis for employment decisions affecting such
individual, or such conduct has the purpose or effect of substantially interfering with an
individual's work performance or creating an intimidating, hostile, or offensive working
environment. Furthermore, this policy prohibits all harassment based on sex regardless of
whether such conduct would constitute “sexual harassment” as that term is defined under Title
IX.

Harassment in any form is a serious offense and will not be tolerated by the University. The
University's policies on Equal Employment Opportunity and Harassment are set forth in the
Policies and Procedures Manual and the Staff Guidelines.

1.11 Compliance with Other Federal Requlations

Claflin University is an equal opportunity employer. The University complies with federal and
state equal employment opportunity laws and strives to maintain a workplace that is free from all
forms of unlawful harassment. The University will not discriminate against any applicant or
employee because of race, color, religion, national origin, political affiliation, sex, sexual
orientation, gender identity, age, disability or any other legally protected characteristic or status.
Claflin University offers equal opportunity in its employment, admissions, educational activities,
and all other personnel actions in compliance with all applicable civil rights laws, federal



regulations, and other requirements, including the following non-exhaustive list set forth below:

1.11.1 Title VI of the Civil Rights Act of 1964

“No person in the United States shall, on the basis of race, color, or national origin, be excluded
from participation in, be denied the benefits of, or be subjected to discrimination under any
program or activity receiving federal financial assistance.”

1.11.2 Title VII of the Civil Rights Act of 1964

Claflin University is an equal opportunity employer and does not discriminate on the basis of any
grounds prohibited under Title VI of the Civil Rights Act of 1964, including race, color, sex,
national origin or religion.

1.11.3 Title I X of the Education Amendments Act of 1972

“No person in the United States shall, on the basis of sex, be excluded from participation in, be
denied benefits of, or be subjected to discrimination under any education program or activity
receiving federal financial assistance.”

1.11.4 Section 504 of the Rehabilitation Act of 1973

“No otherwise qualified individual with a disability in the United States...shall, solely by reason
of his/her handicap, be excluded from the participation in, be denied the benefits of, or be subject
to discrimination under any program or activity receiving federal financial assistance.”

1.11.5 Section 303 of the Age Discrimination Act of 1975

“No person in the United States shall, on the basis of age, be excluded from participation in, be
denied the benefits of, or be subjected to discrimination under any program or activity receiving
federal financial assistance.”

1.11.6 The Americans with Disabilities Act (ADA)

Claflin University does not discriminate on the basis of disability as prohibited by the Americans
with Disabilities Act.

1.11.7 Family and Medical Leave Act of 1993 (FMLA)

Claflin University provides up to twelve (12) weeks of unpaid/paid leave in a twelve (12) month
period for eligible employees under the Family and Medical Leave Act of 1993.

1.11.8 Uniformed Services Employment and Reemployment Rights Act (USERRA)

The Department of Labor has issued regulations on the Uniformed Services Employment and
Reemployment Rights Act. This federal law protects the employment and reemployment rights
and benefits of service members upon their return to the civilian workforce. It further protects
against discrimination and retaliation of service members when they return to the civilian



workforce.

1.11.9 Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act is a federal law that protects the privacy of
student educational records. Employees with access to student records, including financial
information, must remain in compliance with the FERPA privacy and security regulations.

1.12 The Claflin University Intellectual Property Agreement

Claflin University is an independent, liberal arts, coeducational, historically black institution that
is affiliated with the United Methodist Church. At the undergraduate level, the University
ensures that students receive a liberal education designed to produce graduates who understand
themselves as well as the historical and social forces that affect the world. At the graduate level,
students are provided instruction to enhance the analytical and comprehensive research acumen
necessary for professional growth and leadership. The intellectual pursuits and activities of its
employees, students, and/or other stakeholders may provide opportunities to enter professional
products into commerce. Such products may be the subject of a patent application, copyright, or
other tangible material addressed collectively as “intellectual property.” Specifically, this policy
sets forth the University’s purpose and basic objectives regarding the management,
identification, evaluation, protection, marketing, licensing and/or sale of such intellectual

property.

This policy is intended to:

e provide an incentive for creative intellectual effort and the advancement of research,
knowledge, and societal welfare;

e ensure that the rights, privileges and interests of the University and its employees, students
and/or other stakeholders are recognized and protected through the development of fair
agreements and procedures;

e encourage employees, students and/or stakeholders of the University to realize the tangible
benefits of intellectual property endeavors, and

e advance and encourage further research within the University from funds that may accrue
within the University from institution-supported intellectual property endeavors.

1.12.1 Definition of Intellectual Property

Any product created by an employee or agent of Claflin University as the result of activities in
which the University provided support for the development of the product may be perceived as
intellectual property.

Examples of intellectual property may include, but are not limited to, cures, chemical
compounds, inventions, machines, genetically engineered biological organisms, cell lines,
clones, and other scientific inventions, trademarks, creative arts, documents, software, books,
resource materials, research aids, modules, web-based courses, computerized exams, original
films, original musical scores, textbooks, study guides, research bibliographies as well as exams,
grants, and other items which facilitate the learning process.



Title 17 and Title 35 of the United States Codes of Laws protect Claflin University’s definition
of intellectual property. The South Carolina Ethics Act of the South Carolina Code, 8-13-100
and subsequent codes reinforce these guidelines.

This definition further assumes that any intellectual property created by an employee, agent,
consultant, or third-party person will be used consistently and for the public good.

1.12.2 Policy and Procedure

A. Intellectual property products produced at the University shall be used for the greatest
possible public benefit and to provide every reasonable incentive to the employees,
students and other stakeholders for the disclosure, evaluation and dissemination of such
products. When University support makes the research effort possible or when the
University provides support for the development of a patentable or copyrightable product,
etc., reasonable reimbursement for its costs is expected. To this end, the University
encourages the pursuit of patent and/or licensing for such products in the interest of the
public, the inventor (researcher), and the University.

B. Unless otherwise designated by the President, the Vice Provost for Research is the
executive officer responsible for the execution and administration of the policy on
intellectual property. The Sponsored Programs Office shall make available reporting,
disclosure, confidentiality, approval and other forms and administrative procedures
necessary to carry out the provisions of this Intellectual Property Policy.

C. The President shall appoint three members and the faculty shall elect three members to
the Intellectual Property Committee. This Committee shall have the responsibility of
recommending to the President or his designee interpretations of the University policy
herein stated, and changes needed.

D. Asa condition of employment, all faculty members, University employees, and students
performing research shall report to the Office of Vice Provost for Research any invention,
discovery, product, etc., which they have conceived or developed or which was
conceived or developed under their direction and/or work efforts during their
employment or enrollment both while employed by the University and thereafter.

E. In the event of conflicts of interest that may involve the Sponsored Programs Office
and/or other unusual conflicts of interest (or perceptions of conflict of interest), the
President of the University shall create a standing Intellectual Property Conflict of
Interest Committee. The Committee will be chaired by the Vice President for Fiscal
Affairs who will then appoint two (2) members to the Committee; two (2) additional
members will be elected by the faculty. This Committee will be vested with the
responsibility of reviewing and recommending resolution of conflicts of interest issues
that may not be appropriate for review by the Intellectual Property Committee because of
actual or potential conflicts of interest that may prevent the Intellectual Property
Committee from considering the matter.



F. Any such invention or discovery that meets any or all of the following criteria shall be
assigned to the University: (1) the result of research engaged in, by or under the direction
of any employee of the University and/or having the costs thereof paid from University
funds or from funds under the control of or administered by the University, or (2) made
by an employee of the University and which relates to the inventor’s field of work at the
University, or (3) developed in whole or in part by the utilization of resources or facilities
belonging to the University. The applicability of the above stated condition in any given
case shall be ultimately determined by the President of the University, based upon the
recommendation of the Office of the Vice Provost for Research. Thus, the University
President is authorized to assign any patent to a University-designated non-profit entity
that is established for University benefit and based upon full compliance with this policy
regulations promulgated therein, and appropriate state and federal law.

G. Each invention or discovery reported shall initially be reviewed to determine if it must be
assigned to the University under the standards set forth in section F herein. If the
invention or discovery is one that must be assigned, it shall be further reviewed to
determine whether the University desires to apply for a patent on it in the name of the
inventors. In making this determination, the benefits that might accrue to both the
University and the inventor shall be considered. The Office of the Vice Provost for
Research shall act promptly in carrying out these duties so that the property rights of the
inventor and the University may be protected. However, the Office of the Vice Provost
for Research may request further development of the invention before final action is
taken. If it is determined that the invention or discovery is not assignable and of no
interest to the University, then a release shall be executed by the Office of the Vice
Provost for Research, upon approval by the University President, in favor of the inventor.
If the invention or discovery is assignable, the University shall, in consultation with the
inventor, develop and protect the invention, etc., as appropriate.

H. In further consideration for the assignment rights set forth herein, the Office of the Vice
Provost for Research, acting on behalf of the University President, is authorized to
recommend entering into an agreement with the inventor(s) or his/her heir(s) or assign(s)
the following percentages of the royalties, fees or other financial returns received by the
University from such invention less a reduction for overhead costs and the cost of
patenting and protection of patent rights. The percentage paid to each party is as follows:

Distribution of Rovyalties

15t $500,000 Over $500,000
Inventor 45% 45%
University 45% 50%
Sponsored Programs 10% 5%

Any research contracts, grants and consulting agreements from or with the United States
Government or its agencies must be honored. Such documents that are at variance with

this policy may be referred to the Intellectual Property Committee for recommendations
for revision prior to approval.



1.12.3 Conflict of Interest Policy

The University regards its officers, faculty, staff and others acting on the University’s behalf as
individuals of high integrity and ethical standards. In this regard, they are expected to avoid
potential or actual conflict of interest situations. It is the University’s policy that its officers,
faculty, staff, and others acting on its behalf have the obligation to avoid ethical, legal, financial
or other conflicts of interest and to ensure that their activities and interests do not conflict with
their obligations to the University or the University’s best interests. In abiding by this policy,
officers, faculty, staff, and others acting on the University’s behalf are expected to disclose all
circumstances, including but not limited to, outside activities and financial interests that might
give rise to a conflict. The Sponsored Programs Office shall provide procedures for complying
with disclosure and reporting requirements and guidelines relating to implementing this policy as
may be appropriate.
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Chapter Two: General Administration

Philosophy of Administration

General Administrative Officers
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2.1 Philosophy of Administration

The University is committed to the belief that input from the administration, faculty, students,
and staff should be valued on all important issues affecting the University and that policies which
evolve from broad input are more readily supported by all. It, likewise, recognizes the
principles which place final authority for many decisions in the President of the University and the
Board of Trustees.

This belief in a responsive administration is predicated upon the following principles:

1)

2)

3)
4)

5)

6)

7)

Persons affected by a policy should:

a. know the reasons for the formulation of the policy or for changes in an existing
policy.

b. be aware of any impending changes in existing policy and of new policies under
consideration and avail themselves of opportunities to participate in the
formulation of new policies;

c. reactto proposed changes before they become effective.

While the entire faculty may participate in the formulation of educational policies, the
execution of policy is usually left in the hands of an administrative officer or delegated to
a small committee.

Responsibility must be accompanied by authority and vice-versa.

In general, proposals to be submitted to the faculty for action should be presented in
advance for study, and, if necessary, for intensive study by an appropriate Standing
Committee.

Once a policy or procedure has been officially formulated and adopted, it is incumbent
upon everyone to accept the approved policy and to act in accordance with it until it is
changed.

All policies and procedures should be continuously reviewed and evaluated. The
administration welcomes suggestions for improvement and questions about policies and
procedures from any member of the faculty and staff, any student or any patron.

The Faculty may expect that:

a. All directives from the administration addressing personnel, procedures, and
programs will be in writing unless there is a special unusual situation.

b. Administrative staff, Deans and Department Chairs, program directors and
other administrators will refrain from initiating, transmitting, or executing
policies beyond their normal range of responsibility unless they have written
directives from the appropriate source.
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2.2 General Administrative Officers

Claflin University is governed by a corporate administrative structure. The basic duties are
described below, but these provisions do not constrain the authority of the University’s Board of
Trustees or administration. In addition to these, each employee is expected to perform other
related duties as assigned.

2.3 The Board of Trustees

The Board of Trustees of Claflin University, within the limits of the provisions of the
University Charter and the By-Laws of the Claflin University Board of Trustees, has final authority
for University policies and regulations, including:

Setting general policies for the operation of the University

Appointing the University president

Approving the annual budget and requests for capital improvements
Approving the basic University curriculum

Approving basic admission and graduation requirements

Approving students’ fees, upon the recommendation of the president
Regulating the length of the academic year

Approving faculty appointments, promotions, tenure and dismissal policies

2.4 The President

The President is the chief executive officer of the University and is responsible to the Board of
Trustees for the proper execution of all policies, regulations, and the general direction of the
University. He/she is responsible to the Board of Trustees for the following:

Establishing an administrative organization that assures a reasonably satisfactory and
successful administration and proper supervision of all departments and areas of
operation of the University

Providing an atmosphere of excellence in learning and high-quality performance through
professional leadership

Making a continuous analysis of University needs, physical facilities, and programs

Recommending faculty for promotion, tenure, and sabbatical leave to the Board of
Trustees

Supervising the preparation of the University budget and all expenditures

Maintaining optimal public relations with city, county, and state school officials, the
Claflin University International Alumni Association, accrediting associations, and the
general public

13



2.5 The Vice President for Administration

The Vice President for Administration has responsibility for representing the President with
external and internal groups, working in conjunction with Vice Presidents and others reporting
directly to the President to resolve problems impacting the Office of the President, supervising
the Office of Human Resources, preparing documents and reports produced and issued by the
Office of the President, coordinating the management of correspondence for the Office of the
President, coordinating and serving as budget executive for the Office of the President and
representing and acting on behalf of the President in every aspect as may be delegated by the
Office of the President.

2.6 The Provost

The Provost is the Chief Academic Officer of the University and has responsibility for all
academic affairs. This responsibility includes the University’s schools, departments, other
academic support units, faculty, and students. This individual is responsible for the
implementation of actions relating to educational policies and academic appointees. He/she shall
be responsible for actions taken by the faculty and presides at faculty meetings. This officer
reports to and is responsible to the President.

2.7 The Vice President for Institutional Advancement

The Vice President for Institutional Advancement is directly responsible to the President of the
University and has primary responsibility for the initiation and implementation of fundraising
activities for the University. This individual also has responsibility for the coordination of such
fundraising programs as the annual fund, alumni giving, major gifts, planned giving, and
corporate, foundation and special projects. This individual also provides administrative
supervision for the Offices of Public Relations and Alumni Relations.

2.8 The Vice President for Fiscal Affairs

The Vice President for Fiscal Affairs is responsible to the President of the University. He/she
provides leadership, fiscal management and oversight of financial affairs and resources of the
University. Responsible areas of leadership include: Accounting Services, Student Accounts,
Purchasing, Payroll, Investments, Budget and Systems Coordination, Risk Management,
Physical Plant, Bookstore, and Auxiliary Services. The Vice President oversees preparation and
administration of the University’s operating budget; regulatory compliance and operational
effectiveness; and development of strategies for forecasting expenditures, revenues, and
allocation of resources.

2.9 The Vice President for Student Development and Services

The Vice President for Student Development and Services is responsible to the President for the
general administration and coordination of student development, relevant support services,
functions, and personnel. He/she is expected to contribute significantly to the advancement of the
University and the students. Responsible areas of leadership and oversight include: Enroliment
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Management, Career Development Center, Counseling, Health Center, Educational Equity
Programs and Services, Information and Academic Support Center, Office of Student Life,
Student Government Association, Student Financial Aid, Department of Public Safety, Religious
Life, and Residential Life.

2.10 The Vice President for Planning, Assessment and Information Services

The Vice President for Planning, Assessment and Information Services is responsible to the
President of the University. This individual is responsible for coordinating long range planning;
directing Institutional Research, Planning and Assessment; providing statistical data and
information for Presidential Reports including Board Reports; developing and applying measures
to evaluate the effectiveness of programs campus-wide; monitoring and reviewing regular
assessment processes for programs and functions campus-wide; monitoring effectiveness of
University standing committees; monitoring all accrediting initiatives campus-wide with respect
to institutional effectiveness and compliance; serving as a clearinghouse for all external surveys
and reports; developing and implementing the University Testing Program; leading technology
planning and implementation as a core competency in all areas including instruction, student
services, management, and communication; coordinating annual reports campus-wide and
preparing the President's Annual Report.

2.11 The President’s Cabinet

Chair: The President

Membership: Provost, Vice Presidents, Executive Administrative Assistant to the President, and
any other University personnel that the President and any other University personnel that the
President deems appropriate.

Purpose: The President’s Cabinet is expected to lead the cultural change necessary to move the
University to its future state of even greater excellence. Serving as an effective and dependable
communications hub for the University, the Cabinet maintains a balance between individuals’
needs and institutional needs. The Cabinet also assures that systems, processes and structures are
in place to continuously assess the Institution’s effectiveness in meeting accreditation
commitments and compliance measures. The members of the Cabinet lead strategic planning
efforts for the University and serve as conduits between the University and the world.

2.12 The Administrative Conference

Chair: President
Membership: President’s Cabinet, Middle Managers, School Deans and SGA President

Purpose: The Administrative Conference is a forum for coordinating University activities which
have a broad focus and impact. This body is used as a vehicle to communicate throughout the
institution items discussed in the Administrative Conference meetings that are of interest to the
University family. In addition, it is a source of input (sounding board) for people seeking
guidance and direction.
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Chapter Three: Academic Administration

...Academic Administrators

Their Duties and Responsibilities
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3.1 Provost (See Chapter Two.)

3.2 Vice Provost for Academic Programs

The Vice Provost for Academic Programs is responsible for the following activities:

a.

b.

m.

Adjudicating of academic student matters.

Ensuring teaching excellence through screening prospective faculty candidates and
through orchestrating faculty development training to include working with the Center
for Excellence in Teaching.

Coordinating the periodic review of academic programs and overseeing the post-tenure
review process.

Coordinating the ongoing review and assessment of the general education curriculum.

Interfacing with the Registrar and the Deans of the four schools on issues of scheduling
and advisement.

Interfacing with the Deans, the Library Director, Program Directors and other
Assistant Vice Presidents.

Facilitating, encouraging, and engaging in academic grantsmanship.

Managing and coordinating activities of the University related to the development,
implementation, and monitoring of the University's strategic plan and assessment plan.

Maintaining close and effective communication with faculty members, staff, and
administrators regarding the services and resources of the Office of the Provost. .

Developing a list and schedule of analyses and reports to be completed and presented
throughout the year.

Designing and implementing internal studies related to various functions of the University.

Exerting every possible effort to protect the confidentiality of certain data entrusted to
him/her.

Performing other such functions as may be assigned by the Provost.

3.3 Vice Provost for Research

The Vice Provost for Research is responsible for providing university-wide leadership and vision
for research, scholarship, creative activities, grant and contract activities, and resource
development at the University. Duties include, but are not limited to, the following:

a.

Working with campus constituencies and external funding agencies to identify and
promote opportunities for external funding that builds on faculty strengths and serves
institutional goals and priorities.
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Developing a comprehensive Undergraduate Research program and directing the Office
of Undergraduate Research.

Assisting with developing annual legislative requests for funding in collaboration with
the University and the Sponsored Programs Office.

Working closely with the academic deans and collaborating with offices across the
University, including the Office of Institutional Advancement, to facilitate, encourage,
and engage in fundraising activities for academic programs and student scholarships.

Providing leadership in developing and fostering University partnerships with industry
and government that support the application and technology transfer of faculty and
student research, discovery, and invention.

Assisting the Vice Provost for Academic Programs in developing strategies to promote
a working environment that rewards new ideas and innovation, builds collaborations,
encourages teamwork, and promotes diversity.

3.4 Assistant Vice President for Academic Affairs

The Assistant Vice President for Academic Affairs, reporting to the Provost, is responsible for
the following:

a.

Coordinating comprehensive efforts to garner, and assist students in identifying and
competing for scholarships, internships, fellowships, domestic study and study
abroad.

Coordinating and providing senior-level oversight for all international study and
domestic exchanges.

Establishing an institutional identification and development program that increases the
number of students selected for national fellowships and accepted by leading institutions
and programs.

Researching and providing accumulated information on opportunities for domestic exchange
programs to offices and program areas campus-wide.

Assuming responsibility for fiscal management and evaluation of programs within the Office
of the Assistant Vice President for Academic Affairs, including writing semi-annual and
annual reports.

Coordinating with the Provost in producing the Honors Convocation, Who’s Who and
Alpha Kappa Mu.

Teaching two courses per academic year.
Representing the Provost at special events, as requested.

Performing other duties as assigned by the President.
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3.5 Director of Enrollment Management

The Director of Enrollment Management, reporting to the Vice President for Student
Development and Services, shall be responsible for overall recruitment, admission, and
records functions of this office, and specifically responsible for the following:

a.

Planning and maintaining effective registration procedures, in consultation with the
Provost, the Vice President for Fiscal Affairs, and the Vice President for Student
Development and Services.

. Receiving grades and disseminating them to students and other appropriate University

officials and external entities at designated times and in prescribed formats.

Directing the Office of the Registrar

Monitoring and managing the University's standards for satisfactory academic progress.
Preparing biannual and annual statistics on enrollment and reporting them to the Provost.

Preparing official lists of candidates for graduation for approval and subsequent
transmission by the Provost to the faculty.

Planning and managing a marketing-oriented recruiting operation.

Preparing and transmitting transcripts of students' records, as requested and in
accordance with relevant laws.

Collaborating with the Admissions Committee in the formulation of pertinent policies
governing the admission of students to the University. These policies are then
recommended to the Academic Affairs Committee for approval.

Evaluating high school and University records of student applicants and referring
doubtful cases to the Admissions Committee for final disposition.

Working with the Admissions Committee in formulating and implementing regulations
governing the admission of students to the University. These regulations are
recommended to the Academic Affairs Committee for approval.

Receiving senior theses and forwarding them to the Library Director so that they can be
added to the library collection.

3.6 Executive Director of Professional and Continuing Studies

The Executive Director for Professional and Continuing Studies is appointed by the President on
the recommendation of the Provost, reports to the Provost and is a member of the Deans'
Council. The Executive Director participates in the University budget planning process and is
responsible for controlling budget expenditures within the Office of Professional and Continuing
Studies during each fiscal year. The Executive Director, in consultation with various other
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School Deans and departments will devise, plan and implement, improve and enlarge program
offerings for Continuing Education. Additionally, the Executive Director coordinates the
recruitment and admission of students for Continuing Education. Each year, the Executive
Director is recommended by the Provost to the President for reappointment or non-
reappointment.

Specific duties and responsibilities include:

a.

Initiating entrepreneurial approaches to target growth of programs offered through
Continuing Education.

Exploring potential new markets through research and in collaboration with appropriate
administrators, deans, and program managers.

Collaborating with deans, department chairs, and program managers to schedule semester
course offerings.

Monitoring course offerings and enrollments and making recommendations for course
cancellations.

Reviewing and initiating text changes to college publications to ensure that Continuing
Education programs are accurately represented.

Representing Continuing Education with constituents on and off campus.
Assigning, supervising and reviewing the work of staff and student personnel.

Directing the Institution’s Summer School Program.

3.7 Library Director

The Library Director is responsible for organizing and managing the human and material
resources of the library in support of the educational mission of the University. Each year,
he/she is recommended by the Provost to the President for reappointment or non-reappointment. The
Library Director is responsible for the following:

a.

Planning with the faculty for library reference materials needed in the instructional
program of the various departments.

Working with the library staff and Library Committee in formulating library policies
for administration and faculty approval.

Publicizing to the faculty new materials acquired for use by the faculty and students.
Providing displays of new materials to encourage reading on the part of students.

Assisting faculty and students in securing sources of information and data.
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f. Facilitating orientation of freshmen to the library.
g. Presenting lectures on reference materials and use of library resources.
h. Arranging for inter-library loans.

i. Receiving senior theses from the Alice Carson Tisdale Honors College and adding them to
the library collection.

3.8 Deans of Schools

At Claflin University, the Deans are considered to be major administrators and are members
of the academic leadership team. Deans have responsibility for the implementation of well-
constructed and high-quality educational policies. In addition, Deans have responsibility
for the effective management of School personnel, programs and financial resources. The
overall quality of the academic programs, and of the faculty, staff, students and graduates
within the School are matters for which the Dean is accountable. Deans also have the
responsibility for fundraising and for professional activities that support the
budgetary/fiscal health of the School and serve to enhance the reputation of the School.
Deans report directly to the Provost. All Deans should hold the rank of professor.
Additionally, anyone hired as Dean is eligible to apply for tenure during the second year of
the appointment. Each year the Dean is recommended by the Provost to the President for
reappointment or non-reappointment.

The duties and responsibilities of the Dean include, but are not limited to, the following activities in
three broad categories:

3.8.1 Administrative/Fiscal Management and Fund Raising

a. Receiving and reviewing of applications for promotion, tenure and sabbatical leave.

b. Conducting evaluations of department chairs and faculty including performance
portfolios.

c. Coordinating the recruitment and selection of faculty and staff for the School.

Processing and recommending salary increment for chairs and faculty.

e. Monitoring the assessment of graduating undergraduate students and, where applicable,
graduate students.

f. Reviewing departmental schedules to determine fairness to faculty and students and
to ensure the smooth interfacing of courses needed by students from the various
departments and submitting departmental schedules to the Provost.

g. Initiating the development of long-range plans and curriculum review and submitting
updates, as necessary.

h. Monitoring and assisting with the development of program budgets.

i. Facilitating the pursuit of accreditation for non-accredited programs, where possible, and
continued accreditation of previously accredited programs.

j.  Serving as a mentor to those faculty members who are aspiring toward the acquisition of
leadership roles in academe.

k. Serving as a role model to the School faculty for continued research and scholarship
involvement.

e
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I.  Securing an agreed upon percentage of the operational budget for the School.

3.8.2 Institutional Leadership

a. Demonstrating initiative in improving the academic programs of the University and
acting as an adviser to the Provost in academic matters, particularly in his/her School.

b. Facilitating the accomplishment of the institutional long-range planning goals.
c. Ensuring that the academic standards of the University are maintained.

d. Ensuring that the University’s prestige is enhanced through professional activities,
research, publications, and creative and scholarly activities.

e. Participating in non-mandatory cultural and professional activities of the School and
University and encouraging the attendance of other members of his/her faculty at
University-sponsored activities.

f.  Convening regular School meetings that deal primarily with the academic program.
Copies of the minutes of School meetings must be filed with the Office of the Provost and
the Office of the President.

g. Preparing an annual report for the School and submitting it to the Provost.

h. Performing other duties as assigned by the Provost.

3.8.3 Instructional Leadership

a. Providing leadership in the area of curriculum improvement and development to
include reviewing, assessing, revising, and, when needed, deleting programs.

b. Monitoring the accreditation standards for disciplines within the School.

c. Developing and maintaining contingency plans through which unforeseen changes
within the academic setting may be accommodated.

d. Implementing a well-defined academic advisement program for students.

e. Assisting with the implementation of effective student recruitment and community
outreach programs for attracting qualified students for programs in the School.

f. Providing leadership to faculty in the writing of proposals, in research and in other
scholarly/creative activities.

g. Assisting the Office of Alumni Affairs with follow-up mechanisms for tracking
graduates of the School.

h. Providing leadership in the implementation of student outcomes assessment in the
Schools.

i. Helping to formulate educational policy for his/her School and presenting it for

22



consideration to the Provost and/or the Academic Affairs Committee.

J. Recommending for degrees students who have satisfied the requirements in their major field
and who have the approval of their Department Chair.

k. Preparing an annual report for the School and submitting it to the Provost.

I. Performing other duties as assigned by the Provost.

3.9 Department Chairs

The Department Chairs are appointed on an annual basis, and renewal is based upon a review of
the administrator evaluations by the faculty of their respective unit in conjunction with the
recommendations of the Dean. Each year, the Department Chair is recommended by the Provost
to the President for reappointment or non-reappointment. In carrying out his/her functions, the
Department Chair is responsible for:

a. Exercising academic leadership in teaching, research, and other activities of the
Department.

b. Organizing and administering the academic program of the department.
c¢. Recruiting and mentoring and retaining faculty and other personnel.

d. Developing a department budget to be approved by the Dean, submitting it to the
Provost, and administering the department budget.

e. Encouraging and monitoring the professional development of each faculty member.

f. Evaluating the performance of faculty members within his/her department and
making recommendations to the Dean concerning promotion, tenure, sabbatical leave,
dismissal, or non-reappointment.

g. Recruiting students and coordinating activities directed toward student retention.
h. Providing a system of academic advising for students.

i. Recommending students for graduation when they have met all program
requirements.

J.  Constructing and recommending a schedule of classes to be offered in the
department each semester.

k. Encouraging the attendance of faculty at University-sponsored functions.

I.  Calling and presiding over monthly meetings of the department during each academic year
and submitting copies of minutes of these meetings to the Dean and the Provost.

m. Administering University policies and procedures.

n. Recommending library books to be purchased to meet departmental needs.
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u.

V.

Encouraging and monitoring faculty proposals for contracts and grants.
Completing inventories of departmental equipment annually or as required.

Preparing and submitting annual department reports and such other reports as may be
required by the University.

Preparing and implementing the assessment plan of the department and submitting
yearly updates.

Reviewing current offerings and syllabi, textbooks, and other instructional materials.

Seeing that regular office hours are kept and that administrative responsibilities are
carried out.

Protecting the confidentiality of certain data entrusted to him/her.

Performing other duties as assigned by the Dean or by the Provost.

3.10 Academic Program Coordinators

Department chairs serve as the principal academic administrators for their academic units. In
departments with major programs in multiple disciplines, academically qualified program
Coordinators are appointed on an annual basis by the Department Chairperson with approvals of
the Dean and the Provost. With written approval of the Dean and Provost, Coordinators may
receive release time based on the number of faculty and number of majors.

Academic program coordinators assist department chairs with

a.

b.
C.
d

keeping curricula updated in major programs,

ordering library books for their disciplines,

planning course schedules for specific majors,

ordering textbooks, and communicating with part-time faculty on curriculum and
learning resources.

other duties as assigned.
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Chapter Four: The Role of the Faculty in
‘University Governance

General
Department Meetings, School Meetings, and Faculty Meetings

Committees
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4.0 General

Claflin University embraces the concept of participatory governance as a process of
providing meaningful access and input, consultation, and recommendations leading to decision-
making in all major components of the University. Claflin University encourages a spirit of
collegiality in decision making, enabling the University to be more inclusive and effective.

The individuals who participate in the governance of Claflin University are the faculty,
students, staff, alumni, administrators, the President, and the Board of Trustees. Each
group may have varying degrees of influence in the decision-making process, depending upon
the issue under discussion.

The faculty has primary responsibility in areas of curriculum, determination of degree requirements,
recommending students for degrees, methods of instruction and subject matter, research, faculty
status and those areas of student life related to academics and educational processes.

4.1 Department Meetings

Department meetings are held at least once a month throughout the academic year. The
schedule and agenda for department meetings are established by the Department Chair, in
consultation with department faculty. Recommendations or requests formulated within a
department are forwarded to the School for further consideration.

4.2 School Meetings

School meetings are held at least once a month throughout the academic year. The agenda is
established by the Dean, in consultation with the Department Chairs, and/or other School
faculty, and/or the Provost. Recommendations and proposals formulated or approved at
this level are forwarded to the appropriate University committee, to the faculty, or to the
administration for approval.

4.3 Faculty Meetings

The faculty at Claflin University includes all full-time, part-time, adjunct, unranked, ranked,
and administrative faculty as defined in Chapter 5 of the Faculty Handbook. Faculty
Meetings will take place monthly throughout the academic year to consider matters of
academic related concerns and to formulate positions and generate information to be shared
with the faculty and administrative bodies. The Provost will convene all Faculty Meetings.

The voting members of the Faculty Meetings consist of all full-time unranked, and
administrative faculty who will receive information and/or take action on matters received from
committees, the Schools, the Provost, the President, or Trustees, upon request and in accordance
with policies and procedures of the University, as well as on matters originating from the faculty.
Additional faculty meetings may be called as necessary by the Provost. Except in extenuating
circumstances, appropriate time for discussion and/or voting on topical issues will be reserved on
each agenda issued by the Office of the Provost. Attending Faculty Meetings is a contractual
obligation for all full-time and administrative faculty.



All members of the full-time and administrative Faculty are expected to attend all formal
academic exercises of the University. Academic exercises include, but are not necessarily limited
to, Matriculation Day Convocation, Founders' Day Convocation, Spring Convocation, Honors
Convocation, Baccalaureate Convocation and Commencement Convocation.

In addition, full attendance of and participation by the Faculty are expected at all
departmental and School meetings. Faculty members on committees are also expected to
attend committee meetings.

4.3.1 Procedures of the Faculty Meetings

The following procedures will govern the action of the Faculty Meeting as a deliberative
body:

a. The Provost of the University or his/her designee will preside at all Faculty Meetings.

b. A quorum, defined as a simple majority of members of the faculty eligible to vote,
is required to be in attendance at a meeting of the faculty in order for official action to
be taken. A quorum, once established, cannot be defeated by the removal of members
from a duly constituted meeting.

c. For action items, the faculty should normally have at least five calendar days’ prior
notice. Such notice may be through distribution of an agenda or consideration of an item
at a previous meeting.

d. The Provost of the University will forward all actions of the faculty to the President,
as the Chief Executive Officer of the University, for final institutional
consideration. Decisions of the President and, when necessary, of the Board of Trustees
will be sent to the faculty from the Office of the Provost.

e. The faculty will meet on call by the Provost at the request of one-third of the faculty
with the consent of the Provost of the University or at the request of the President.

f. Roberts' Rules of Order apply in any instance in which the faculty has not
established an alternative procedure. A parliamentarian will be elected from the faculty
for a one-year term at the regular Faculty Meeting at which committee members are
elected. The parliamentarian's function is to advise the chair on questions of procedure in
conducting a meeting.

4.4 Committees Inclusive of Faculty

Faculty members make significant contributions to the University through participation in a
variety of University-wide committees. Each committee will establish rules and procedures for
conducting its business in accordance with the general procedures and rules set forth in the
Faculty Handbook and with parliamentary guidance provided by Roberts' Rules of Order.
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4.5 Faculty Standing Committees

4.5.1 Academic Affairs Committee

Personnel: Vice Provost for Academic Programs (Chair), Executive Director of Professional and
Continuing Studies, Assistant Vice President for Academic Affairs, Vice Provost for
Research, all Deans, Library Director, Director of Enrollment Management, Director of TRIO
Programs, Director of the Alice Carson Tisdale Honors College, six members elected from the
faculty, and three students appointed by the Student Government Association.

Duties: To consider and decide upon recommendations from the faculty and other
appropriate sources relative to general academic policy, and other matters pertaining to the
curriculum and concerns of the University, including requirements for admission and
graduation, number and identification of departments and Schools, deletion or addition of
courses, majors and minors, and matters of general academic interest to the faculty and the
University. Actions of this committee may go to the general faculty, may be reviewed by the
President, and may go to the Board of Trustees.

4.5.2 Admissions Committee

Personnel: Vice President of Enrollment Management (Chair), Director of Admissions, Director
of the Alice Carson Tisdale Honors College, Director of Financial Aid, Director of TRIO
Programs, three faculty members, and two students appointed by the Student Government
Association.

Duties: To recommend and implement policies for the admission of students to the University
within the framework established by the Board of Trustees; to readmit students previously
suspended for academic deficiencies, or to deny such readmissions; and to assist the Office
of Admissions and Records in other matters relative to policy. This committee shall report to
the faculty or the Academic Affairs Committee through the Vice President for Student
Development and Services in consultation with the Provost.

4.5.3 Athletics Committee

Personnel: Vice President for Student Development and Services, Director of Athletics,
Faculty Athletic Representative (FAR), five members of the faculty excluding the FAR,
Compliance Coordinator, Senior Women Administrator I, Athletics Department and two
student-athletes appointed by the President. The FAR shall serve as the Committee Chair.

Duties: To provide advice and oversight of the intercollegiate athletic program for the University
President and the Athletics Director. The committee will also work with the Athletics Director
and staff in formulating an institutional strategic plan for the athletics department. The committee
shall report directly to the President.

4.5.4 Employment Benefits Committee

Personnel: Vice President for Administration, Vice President for Fiscal Affairs, Vice Provost
for Academic Programs, Associate Vice President of Human Resources, three faculty
members and three staff members.
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Duties: To consider and make recommendations regarding changes in employee benefits and the
policies and procedures governing their delivery. This committee shall report to the President

and others as needed.

4.5.5 Faculty Development Committee

Personnel: Director of the Center for Excellence in Teaching (Chair), Faculty Development
Coordinator, and four faculty members appointed by the Provost and the Deans, two faculty
members elected by the faculty, two staff members appointed by the Provost and two students
appointed by the Student Government Association.

Duties: To provide oversight of faculty development activities at the Institution, including
the Center for Excellence in Teaching; to make recommendations to the Provost for the
allocation of funds for research and professional development and selection of faculty for
inclusion in faculty development activities; to approve the annual report of the Center; and
monitor the implementation of relevant grants.

4.5.6 Faculty Grievance Committee

Personnel: Five tenured members from the full-time faculty. Three members to be elected by
the Faculty, two members to be appointed by the President. The Chair of the Committee will

be appointed by the President.

Duties: To hear cases involving alleged violations of faculty contractual rights and other
faculty grievances excluding tenure and promotion decisions (see section 5.10.4 below
regarding tenure and promotion appeals). A faculty member having a grievance against
another faculty member should refer to the "Grievance Procedure for Faculty" section below
(section 8.1). This committee shall report its findings to the President.

4.5.7 Financial Aid Committee

Personnel: Director of Financial Aid (Chair), one Business Office representative selected
by the Vice President for Fiscal Affairs, Director of TRIO Programs, Director of Enrollment
Management, Executive Director for Professional and Continuing Studies, Director of the
Alice Carson Tisdale Honors College, four members appointed from the faculty, and two
students appointed by the Student Government Association.

Duties: To recommend and implement, within the framework of federal and state
regulations and University policy, policies for the awarding of financial aid to students and
to hear students' appeals regarding non-awards. The Committee shall also report to the
Vice President for Student Development and Services and the faculty.

4.5.8 General Education Committee

Personnel: Vice Provost for Academic Programs or his/her designee will chair the General
Education Committee. The Dean for Humanities and Social Sciences shall select two faculty
members for the committee; the Deans of the other three schools will select one faculty member
each for the committee. In addition, the Executive Director of Continuing Education and the
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University Registrar will be members of the committee.

Duties: To conduct an ongoing review of the general education curriculum and assessment
process. Findings from the assessment of the core curriculum will be used to make
improvements to the curriculum.

4.5.9 Institutional Review Board

Personnel: A minimum of five members, one of whom must be a scientist, one of whom must be
a non-scientist and one of whom must not be affiliated with the University or a member of the
immediate family of anyone affiliated with the University. Members are selected by the Provost
in compliance with the membership criteria in the Code of Federal Regulations Title 45, Public
Welfare Department of Health and Human Services, Part 46, Protection of Human Subjects.

Duties: The purpose of the Institutional Review Board (IRB) is to protect the rights and welfare
of human subjects in research studies conducted under the auspices of Claflin University. The
IRB also has the authority to approve, require modifications in, or disapprove all research
activities that fall within its jurisdiction. The IRB independently approves or disapproves a
research protocol based on whether or not human subjects are adequately protected. The IRB
reports to the Vice Provost for Academic Programs.

4.5.10 Intellectual Property Committee

Personnel: Three members appointed by the President and three members elected by faculty.

Duties: To recommend to the President or his designee interpretations of the University
Intellectual Property Policy herein stated and changes needed. See 1.12.2 in this document for
policy and procedures.

4.5.11 Intellectual Property Conflict of Interest Committee

Personnel: Vice President for Fiscal Affairs (Chair), two members appointed by the Vice
President for Fiscal Affairs, and two members elected by the faculty.

Duties: To hear conflicts of interest that arise that may involve the Office of Sponsored Programs
and/or other unusual conflicts of interest (or perceptions of conflict of interest). This committee
will be vested with the responsibility of reviewing and recommending resolution of conflicts of
interest issues that may not be appropriate for review by the Intellectual Property Committee
because of actual or potential conflicts of interest that may prevent the Intellectual Property
Committee from considering the matter.

4.5.12 Library Committee

Personnel: Library Director, one assistant librarian selected by the Library Director, one
member from each School, and three students appointed by the Student Government
Association. The members shall elect the chair of the committee.
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Duties: To consider and recommend policies governing library utilization and acquisitions.
This committee shall report to the Provost and the faculty.

4.5.13 Nominating Committee

Personnel: Vice Provost for Academic Programs or his/her designee (Chair) and the six
elected members of the Academic Affairs Committee.

Duties: To nominate at least one faculty member for each position requiring an election. No
faculty member will be nominated for more than two committees. The Nominating Committee
will recommend to the Provost the members of the other committees under its jurisdiction.

4.5.14 Peer Review Committee

Personnel: Five full-time, tenured faculty members, three of whom must possess, at a
minimum, the rank of Associate Professor. One member is elected by each School to serve on
this committee for a term of two years. The fifth member is appointed by the Provost to serve
a three-year term and to chair the committee. If a vacancy on the committee occurs as a result
of a resignation or for any other reason, the vacancy shall be filled by election or appointment
by the Provost, as applicable, in accordance with the terms of this Section 4.5.14. A school
representative may be requested to serve as a non-voting member of the committee, and/or
to act as a resource person involving matters pertaining to a particular applicant.

Duties: To review all applications for promotion, tenure, post-tenure, and sabbatical leave.
This committee makes appropriate recommendations to the Provost. A committee member
should recuse him/herself from any voting process that may represent a conflict of interest.

4.5.15 Professional and Continuing Education Committee

Personnel: Executive Director of Professional and Continuing Studies, Vice Provost for
Academic Programs, four School Deans, the chairs of involved programs, the Registrar, two
members of the faculty, and two student representatives enrolled in the program.

Duties: To review the activities of the Professional and Continuing Studies area pertaining
to (a) curriculum, (b) recruitment, (c) long-range goals, (d) faculty, and (e) other matters related
to the smooth functioning of the area.

4.5.16 Program Committee

Personnel: The Program Committee shall be comprised of a committee chair appointed by the
Dean of the School of Humanities and Social Sciences or, at the President’s discretion, by the
President; two faculty members from the School of Humanities and Social Sciences, one
faculty member from each of the other Schools; the Media Specialist; one representative from
Student Development and Services; one representative from Institutional Advancement and
Communications and Marketing; one representative from the library; one representative
from Public Safety; two student representatives appointed by the Student Government
Association; and one additional representative appointed by the President. Ex-officio members
include the Provost and the Vice Presidents. The committee chair and representatives serve at the
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President’s discretion, and if a vacancy on the committee occurs as a result of a resignation, a
decision of the President or for any other reason, the vacancy shall be filled by appointment, as
applicable, in accordance with the terms of this Section 4.5.16.

Duties: To sponsor programs to stimulate and reinforce the cultural and intellectual
environment of the campus and community. In addition, the objective of programs presented
under this committee’s auspices and concomitant activities (e.g., speakers, musicals, dramas,
etc.) is to project a positive and favorable image of Claflin University. The Committee will
implement its responsibilities through two sub-committees (a) Faculty Lecture Series
Committee and (b) Lyceum Committee.

4.5.17 Religious Life Committee

Personnel: University Chaplain (Chair), Assistant Vice President for Student Development
and Services, three students appointed by the Student Government Association, and three
members of the faculty/staff.

Duties: To promote and implement programs designed to minister to the spiritual needs of
the University community and to plan and implement activities for Religious Emphasis
Week and Power Hour Services; and to inform the University community about religious
events. This Committee shall report to the Vice President for Student Development and
Services.

4.5.18 Student Affairs Committee

Personnel: Vice President for Student Development and Services or his/her designee (Chair),
Assistant Vice President for Student Development and Services, Director of Residential Life,
Vice President for Fiscal Affairs, Coordinator of Student Activities, three faculty members
and two students approved by the Student Government Association.

Duties: To oversee and recommend the development of the following: policies and practices in
regard to student-faculty relationships (freedom of expression and protection against improper
disclosure), policies and practices concerning student records, policies and practices concern