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PREFACE 

 
The Unclassified Personnel Handbook for Pittsburg State University is designed to be a convenient summary of 

information, policies and procedures pertinent to the general operation of the University and to the individual 

Faculty and administrative staff members.  The Handbook is not a substitute for official catalogs and bulletins 

of the University in academic matters such as courses and curricula and many academic regulations.  Minutes of 

official actions by the Faculty Senate and the Graduate Faculty are maintained by the secretaries for these two 

organizations.  The Handbook does not supersede other official records, documents, letters of appointment and 

so forth. 

 

If an individual does not find information which he or she seeks in the Handbook, he or she may inquire at the 

Office of the President. 

 

Although it is the intent of the University that policies and procedures stated in the Handbook conform to those 

stated in the Policies and Procedures Manual issued by the Kansas Board of Regents, those in that Manual take 

precedence over those developed at the campus level
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        CHAPTER 1 

UNIVERSITY ORGANIZATION AND GOVERNANCE  
 

1.1 Higher Education in Kansas 

 

There are six state universities in the system of higher education in Kansas.  These include the 

University of Kansas, Kansas State University, Wichita State University, Pittsburg State University, Fort 

Hays State University and Emporia State University. 

 

The governing body for the Universities is the nine-member Board of Regents.  The office of the Board 

of Regents is located in Suite 520, 100 SW Jackson Street, Topeka.  The Board of Regents has been 

given authority by law to govern the six institutions of higher education.  The Kansas Board of Regents 

supervises and coordinates 19 community colleges, five technical colleges, six technical schools and a 

municipal university.  Members of the Kansas Board of Regents are appointed by the Governor and 

confirmed by the Kansas Senate. 

 

The President, as the Chief Executive Officer of the University, is directly responsible to the Board of 

Regents for administering the University including, but not limited to, such functions as presenting the 

annual budget, presenting proposals for new policies, presenting academic programs and typically 

meeting once each month with the Regents and at other times on call.  He/she also participates in the 

Council of Presidents, which is made up of the chief executive officers of each of the six institutions.   

 

By action of the Board of Regents, official communications to the Board of Regents and other officials 

of the state of Kansas must be routed through the Office of the President.  This policy includes all other 

administrative officers, members of the Faculty who wish to communicate as members of the Faculty 

and representatives of University student organizations.  The object of this policy is to provide proper 

communication and information concerning matters of an official nature for which the President is 

ultimately responsible.  This regulation does not include personal communications from faculty 

members and students who are acting as private individuals and do not use official designations 

connected with the University. 

 

1.2 History of the University 
 

This University was originally organized as the Auxiliary Manual Training School in 1903.  It became a 

four-year institution in 1913 and was renamed Kansas State Teachers College of Pittsburg in 1923.  The 

College was authorized to grant the Master of Science degree in 1929 and the Specialist in Education 

degree in 1958.  The institution was renamed Kansas State College of Pittsburg in 1959 and was 

authorized in that same year to offer the Master of Arts degree in the disciplines of History, English and 

Mathematics.  In 1968 the College was authorized to grant the Master of Music degree and the Master of 

Business Administration degree in 1974.  In the spring of 1977 the Legislature changed the name to 

Pittsburg State University.  The University cooperates fully with the community colleges in surrounding 

communities which are maintained through local taxation and state aid.  As a result, the University has a 

large enrollment in the upper division and graduate level course work and must provide instructional and 

other resources accordingly.  Because Pittsburg State University is the only four-year Kansas university 
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within a radius of one hundred miles or more in this part of Kansas, it has steadily developed from what 

originally was a single purpose institution into a multi-purpose, regional university. 

 

1.3 Accreditation 
 

Pittsburg State University is accredited by the North Central Association of Colleges and Secondary 

Schools, National Council for Accreditation of Teacher Education, National Association of Schools of 

Music, Commission on Collegiate Nursing Education, Council on Social Work Education and the 

Association to Advance Collegiate Schools of Business International. (AACSB) and the National 

Recreation and Park Association. 

 

The baccalaureate programs in construction engineering technology, electronics engineering technology, 

manufacturing engineering technology, mechanical engineering technology and plastics engineering 

technology are accredited by the Technology Accreditation Commission of the Accreditation Board for 

Engineering and Technology. 

 

The University is on the list of approved schools published by the American Chemical Society, the 

Architectural Woodwork Institute and the Foundry Education Foundation. 

 

The community agency counseling program is accredited by the Council for Accreditation of 

Counseling and Related Educational Programs. 

  

The graduate program in Human Resource Development is accredited by the Human Resource 

Development Accreditation Association. 

 

The Bachelor of Arts in Music program is accredited by the National Association of Schools of Music. 

 

The University has institutional memberships in the American Association of Colleges for Teacher 

Education, American Association of State Colleges and Universities, American Council on Education, 

Council for the Advancement and Support of Education, Council on Graduate Schools in the United 

States, College and University Personnel Association, National Association of College and University 

Business Officers, and National Commission on Accrediting.  Women graduates of the University are 

accepted for membership by the American Association of University Women. 

 

1.4 Regents Mission Statement, Pittsburg State University Vision Statement, Core Values  

 

Regents Mission Statement 
 

Pittsburg State University, a comprehensive regional university, provides undergraduate and graduate 

programs and services to the people of Southeast Kansas, but also to others who seek the benefits 

offered.  This is accomplished by the unique combination of academic programs in the four colleges of 

the university: arts and sciences, business, education and technology.  The University is equally 

committed to fulfilling its statewide mission in technology and economic development by facilitating 

partnerships with secondary and postsecondary educational institutions, businesses and industries.  
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The University supports an organizational and interpersonal structure that actively encourages 

individuals to achieve their potential.  The University provides programs and services that create 

opportunities for students and other individuals to develop intellectually, ethically, aesthetically, 

emotionally, socially and physically.  The University provides intellectual leadership and multicultural 

experiences that contribute to the preservation of the heritage of the region and the enhancement of its 

inhabitants.  Finally, the University recognizes the world as interdependent and, thus, seeks to promote a 

broad and interactive international perspective. 

 

The University fulfills the traditional academic missions of teaching, scholarship and service.  

Excellence in teaching is the primary focus of the University.  The University recognizes that active 

scholarship and creativity add vitality to teaching, expand and refine the knowledge base and are 

instrumental to the professional development of the faculty and staff.  Programs of professional and 

community service promote and strengthen University endeavors Pittsburg State University fosters a 

campus culture of assessment and accountability that supports strategic planning and the continuous 

improvement of its academic programs and administrative process. 

 

University Core Values 
 

Pittsburg State University has had several planning sessions devoted to the identification of the core 

values as well as the strengths, concerns, opportunities and threats.  These have been reviewed 

periodically as the basis for all university planning.  They define the universityôs coordinates for all its 

constituents. 

 

University Core Values Include 
 

--The dignity and worth of all people 

--A student centered philosophy 

--The richness created by exposure to diverse people, cultures and thought 

--Freedom of expression and inquiry 

--Innovation through strategic planning, assessment and accountability 

--Fair policies and procedures, shared governance and collegiality 

--Respect, justice, honesty, integrity and civility in the university community 

--Excellence in teaching and learning, discovery and scholarship, and engagement 

--The dignity and worth of work 

--A well-maintained, attractive, safe and modern campus environment 

--Leadership in the state, nation and world to improve the quality of life for all 

--Mutually beneficial relationships with alumni and friends 

--The highest quality in all that we do 

--Managed enrollment growth 

--Partnerships with the region and the people of Kansas 

--Partnerships with government leadership at local, state and national levels. 
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Pittsburg State University Vision Statement 
 

Pittsburg State University will be a learning-centered institution while it pursues excellence in teaching 

and learning, discovery, and engagement.  

 

 

(Strategic Master Plan, 2007 ï 2012) 

 

1.5 Organization Chart for Pittsburg State University 

 

A detailed organization chart for Pittsburg State University can be found at the beginning of this 

document.  The principal administrative positions are briefly described in this chapter. 

 

1.6 President 
 

The President of the University is the chief executive officer whose authority is derived directly from the 

Board of Regents and the statutes of Kansas.  Although other administrative officials, the Faculty 

Senate, and Graduate Faculty have been delegated certain authority and responsibilities, the President as 

the representative of the Board of Regents and chief executive officer has final authority as to policies 

and operation of the University. 

 

 

 

   

1.6.1  Provost and Vice President for Academic Affairs 
 

The Provost and Vice President for Academic Affairs position is briefly described in 

Section 1.7.1. 

 

 1.6.2  Vice President for Administration and Campus Life 

 

The Vice President for Administration and Campus Life position is briefly described in 

Section 1.8.1. 

 

 1.6.3  Vice President for University Advancement 
 

The Vice President for University Advancement position is briefly described in Section 

1.9.1. 

 

1.6.4  Administrative Assistant to the President 
 

The Administrative Assistant to the President provides general staff assistance to the  

President. 
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1.6.5  Assistant to the President 
 

The Assistant to the President is the legislative liaison for the University is the contact 

person for the Whistleblower Policy; Workplace Violence Policy, and Fraudulent or 

Dishonest Conduct Policy and the Campus Crisis coordinator. He/she is responsible for 

implementing decisions as directed by the President and carries out such other duties as 

the President may prescribe.  For the 2009-10 fiscal year, various individuals are 

performing these functions for Pittsburg State University.  For the FY10 fiscal year Dr. 

Bill Ivy is the contact for the Whistleblower Policy; Ms. Jamie Brooksher is the contact 

for the Workplace Violence Policy; Misty Button is the contact for the Fraudulent or 

Dishonest Conduct Policy; and Dr. Steve Erwin is the Campus Crisis coordinator. 

 

 

1.6.6  University Counsel 
 

The University Counsel reports to the President and oversees the legal issues that 

influence the Universityôs operations. 

 

1.6.6.1 Director of Equal Opportunity/Affirmative Action  and Associate 

University Counsel 
 

The Director of Equal Opportunity and Affirmative Action reports to the 

President and is responsible for the implementing, coordinating, 

monitoring, reporting and revising of the Pittsburg State University 

Affirmative Action Plan and Equal Opportunity Program. 

 

1.6.7  Director of Facilities Planning 
 

The Director of Facilities Planning reports to the President and provides the University 

with architectural and physical planning services, as well as budgetary information for 

physical campus improvements.  He/she assists the Physical Plant in carrying out its 

duties as may be requested or directed. 

 

 1.6.8  Director of I ntercollegiate Athletics 

 

The Director of Intercollegiate Athletics reports to the President of the University and is 

responsible for the development and administration of the intercollegiate athletics 

program at the University. 

 

 1.6.9  Internal Auditor  

 

The Internal Auditor reports to the President and is responsible for examining and 

evaluating the adequacy and effectiveness of internal controls.  The Internal Auditor 

performs independent appraisal activity to examine and evaluate accounting, financial 

and other operations as a service to management. 
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 1.6.10  Director of Student Publications 
 

The Director of Student Publications reports to the President through the Joint University 

Publication Committee and is responsible for organizing, directing and coordinating the 

COLLEGIO (University newspaper) and the KANZA (University yearbook). 

 

 

1.7 Academic Officers 

 

 1.7.1  Provost and Vice President for Academic Affairs 

    

The Provost and Vice President for Academic Affairs has the responsibility for 

developing effective academic programs for the University.  He/she reports to the 

President and is responsible for providing effective academic leadership for the Faculty 

and academic administrators. 

 

   1.7.1.1. Dean of a College 

  

The Dean of a College is the chief academic administrator and is 

appointed by the President of the University on the recommendation of the 

Provost/Vice President for Academic Affairs and reports to the Vice 

President for Academic Affairs.  The Dean functions in an advisory and 

policy-making capacity to the Office of Academic Affairs and the College 

and must be both an advocate for the College and the University. 

 

     1.7.1.1.1 Department Chairperson 

 

The Department Chairperson represents the Faculty of 

his/her Department and has administrative responsibilities 

within his/her respective Department.  He/she has the 

special duty to build his/her Department strong in 

scholarship and teaching capacity. 

  

   1.7.1.2  Dean of Continuing and Graduate Studies and Research 

 

The Dean of Continuing and Graduate Studies and Research is appointed 

by the President of the University on the recommendation of the 

Provost/Vice President for Academic Affairs and reports to the 

Provost/Vice President for Academic Affairs. 

 

The Dean of Continuing and Graduate Studies and Research is responsible 

for the quality of and advocacy of all graduate and research activities at 

Pittsburg State University.  Acting in coordination with the Provost/Vice 

President for Academic Affairs, the academic deans and directors of 

Pittsburg State University, and the chairpersons of the academic 

departments, the Dean of Continuing and Graduate Studies and Research 
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is responsible for all graduate degree requirements, graduate student 

qualifications, recruiting and assignments of graduate assistants and 

publicizing the graduate program.  The Dean is the chief administrative 

officer of the Graduate School.  The Dean of Continuing and Graduate 

Studies also is charged with the responsibility for developing, organizing 

and implementing a University program of continuing studies credit, as 

well as non-credit activities. 

 

   1.7.1.3  Dean of Learning Resources 

 

The Dean of Learning Resources is appointed by the President of the 

University on the recommendation of the Provost/Vice President for 

Academic Affairs and reports to the Provost/Vice President for Academic 

Affairs and is charged with the responsibility of the administration of the 

Library. 

 

  

   1.7.1.4  Dean of Enrollment Management and Student Success 

 

The Dean of Enrollment Management and Student Success is appointed by 

the President of the University on the recommendation of the Provost/ 

Vice President for Academic Affairs and reports to the Provost/Vice 

President for Academic Affairs. The Dean of Enrollment Management and 

Student Success is responsible for planning and directing the 

administrative and operational activities of the  registrar function 

including student records, degree certification and transcript analysis; 

admission, financial aid, first year program, honors college, international 

affairs and student diversity. 

 

 

     1.7.1.4.1. Director of Admission  

 

The Director of Admission reports to the Dean of 

Enrollment Management and Student Services and is 

responsible for planning and managing administrative 

activities for the admission and retention function 

 

     1.7.1.4.2 Director of Student Financial Assistance 

 

The Director of Student Financial Assistance reports to the 

Dean of Enrollment Management and Student Services and 

is responsible for planning and managing the administrative 

and operational activities for student financial aid for 

Pittsburg State University. 
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     1.7.1.4.3 Director of International Affairs  

 

The Director of International Affairs reports to the Dean of 

Enrollment Management and Student Services and is 

responsible for originating policies, services and programs 

for international students and visiting international 

scholars.  He/she acts as the official University liaison with 

the Immigration and Naturalization Services.  He/she 

recruits University international students, explores 

opportunities for student exchange programs, implements 

cultural programs, provides informational publications and 

oversees the various international student organizations.  

He/she examines all the financial statements of all 

prospective international undergraduate and graduate 

students before processing and sending I-20 or IAP-66 

forms.  He/she serves on various committees that relate to 

international students.  He/she also is responsible for 

managing the Intensive English Program. 

 

1.7.1.4.4 Registrar 

 

 The Registrar is appointed by the President of the 

University on the recommendation of the Provost/Vice 

President for Academic Affairs and reports to the Dean of 

Enrollment Management and Student Success. The 

Registrar is responsible for planning and directing the 

administrative and operational activities of the Registrarôs 

Office, including student records, and the Office of Degree 

Checking. 

 

 

     1.7.1.4.5 Director of First Year Programs 

 

       The Director of First-Year Programs (1) manages 

       personnel and logistical matters related to the 

       Freshman experience course and coordinates related  

       curriculum development activities, (2) works to 

       ensure quality academic advising for undecided and  

       other first-year students and (3) collaborates with 

       the Office of Admission in development and execution of  

       the summer orientation and enrollment program,   

       C.A.R.E.S.  The Director engages in program assessment 

       and evaluation in cooperation with others to guide 

       continuous improvement and support of PSU's 

       transition programs for first-year students. 
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     1.7.1.4.6 Director of Diversity  

 

       The Director of Student Diversity Programs provides 

       Leadership in the development, enhancement and execution 

       of programs to attract, retain and graduate diverse students 

       from Pittsburg State University and to foster a welcoming, 

       inclusive enrionment for all.  This individual reports 

       to the Dean of Enrollment Management and Student 

       Success.  The Director will work collaboratively with 

       Academic deans and department heads, EMSS unit heads 

       And campus life administrators in these endeavors. 

 

   1.7.1.5  Director of Analysis, Assessment and Planning 

 

The Director of Analysis, Assessment and Planning reports to the Vice 

President for Academic Affairs and provides the University with accurate 

data, information and analytical studies for informed decision making and 

external reporting.  The Director of Analysis, Assessment and Planning 

also is responsible for coordinating assessment of academic and 

administrative programs. 

 

 

1.8 Administration & Campus Life Officers  

 

 1.8.1  Vice President for Administration and Campus Life 

 

The Vice President for Administration and Campus Life reports to the President of the 

University and is responsible for developing and coordinating University-wide policies 

and operations concerning budgeting, accounting, auditing, purchasing, inventory, 

physical plant maintenance, computing, personnel and the treasury function. 

 

1.8.1.1  Associate Vice President for Campus Life and Auxiliary Services 

 

The Associate Vice President for Campus Life and Auxiliary Services 

reports to the Vice President for Administration and Campus Life and is 

responsible for the auxiliary services affecting students and campus life 

including student health services, the Overman Student Center, campus 

activities, student government, student housing, food service, bookstore 

services, police and parking services, student counseling services and the 

campus conduct/judicial function. 

 

1.8.1.1.1 Director of Student Health Services 

    

The Director of Student Health Services reports to the 

Associate Vice President for Campus Life and Auxiliary 

Services and supervises the overall operation and 
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management of a comprehensive Student Health Services 

program; coordinates a Wellness Program enhancing the 

physical, spiritual, emotional, social, occupational and 

intellectual development of students; and provides 

leadership in the planning and implementation of health-

related programs. 

 

     1.8.1.1.2 Director of Overman Student Center 

 

The Director of the Student Center reports to the Associate 

Vice President for Campus Life and Auxiliary Services and 

is responsible for providing administrative leadership to a 

student center operation which provides a focal point for 

campus cultural and educational programs and services. 

The operation includes the University food serviceôs cash 

and catering operation, building maintenance and ongoing 

renovation, building program, the University Ticket Office, 

recreation center and Student Identification Office. The 

director also serves as the Campus Judicial Officer. 

       

1.8.1.1.3 Director of University Housing 

 

The Director of University Housing reports to the Associate 

Vice President for Campus Affairs and Auxiliary Services. 

The Director administers the University resident hall 

system, Gibson Dining Hall, Crimson Village apartments, 

the Resident Assistant Program, Summer Housing, Interim 

Housing, Conference Housing, and the operation of the 

University Housing Office. 

 

1.8.1.1.4 Director of University Police and Parking Services 

 

The Director of University Police and Parking Services 

reports to the Associate Vice President for Campus Life 

and Auxiliary Services and is responsible for all operational 

activities of the University police in order to assure 

protection of persons and the security of the buildings, 

grounds and property, to enforce University regulations, 

state, county and municipal ordinances; and to provide 

assistance and communication with students, faculty, staff 

and University visitors.  
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1.8.1.1.5 Director of University Counseling Services  

 

The Director of University Counseling Services reports to 

the Associate Vice President for Campus Life and 

Auxiliary Services and is responsible for managing a 

program of counseling services for students to include 

testing and referral services. 

 

   

     1.8.1.1.6 Director of Campus Recreation 
 

       The Director of Campus Recreation reports to the 

       Associate Vice President for Campus Life and 

       Auxiliary Services and is responsible for managing 

       the Student Recreation Center and all intramural sports. 

 

   1.8.1.2  Director of Budget and Human Resources 

 

The Director of Budget and Human Resources reports to the Vice 

President for Administration and Campus Life and is responsible for 

supervising the development and preparation of all University budget 

documents and related financial reports, as well as providing assistance to 

and responsibility for any other area of financial reports, as well as 

providing assistance to and responsibility for any other area of operation 

within the financial administrative process as may be required.  He/she 

also is responsible for organizing, directing and supervising the 

personnel/payroll activities of the University and the application of 

regulations from State Division of Personnel Services. 

 

   1.8.1.3  Controller  

 

The Controller reports to the Vice President for Administration and 

Campus Life and is responsible for maintaining a complete financial 

record system for the University, modifying the system as needed and 

furnishing financial records required by law, as well as meaningful 

management information. 

 

   1.8.1.4  Director of Information Services 

 

The Director of Information Services reports to the Vice President for 

Administration and Campus Life and is responsible for organizing, 

directing and coordinating the installation and support of academic and 

administrative information systems and campus telecommunications. 
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   1.8.1.5  Director of Building Trades and Landscape Maintenance 

 

The Director of  Building Trades and Landscape Maintenance reports to 

the Vice President for Administration and Campus Life and is responsible 

for supervising, coordinating and reviewing the work of employees in 

building maintenance and operations, grounds and landscaping and trash 

removal. 

 

   1.8.1.6  Director of Custodial and General Services 

     The Director of Custodial and General Services reports to the Vice   

     President for Administration and Campus Life and is responsible for  

     supervising, coordinating and reviewing the work of employees in   

     custodial services, general services, the power plant and vehicle   

     maintenance. 

 

   1.8.1.7  Director of Purchasing 

The Director of Purchasing reports to the Vice President for 

Administration and Campus Life and is responsible for approval of all 

purchases; bids, negotiations and contracts with vendors, the Division of 

Purchasing and other state agencies; interpretation and application of all 

state of Kansas laws and statutes that apply to purchases; training of 

department personnel so they can fulfill their purchasing and inventory 

duties; and maintenance of the campus inventory.  The Director of 

Purchasing is also responsible for Postal Services and Printing and 

Design Services. 

 

1.9 University Advancement Officers 

   

 1.9.1  Vice President for University Advancement 

  

The Vice President for University Advancement reports to the President and is 

responsible for the effective functioning of alumni relations, development and public 

affairs as a cohesive unit on campus and especially as those areas support University fund 

raising efforts in addition to their established areas of responsibility, as well as the 

operation of the University radio station, KRPS-FM, the Business and Technology 

Institute and Career Services function. 

 

1.9.1.1  Director of Alumni and Constituent Relations 

 

The Director of Alumni Relations and Constituent Relations reports to the 

Vice President for University Advancement and is responsible for the 

administration of an effective alumni relations program for the University. 

     

1.9.1.2 Director of University Development 
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The Director of Development reports to the Vice President for University 

Advancement and is primarily responsible for coordinating the private 

financial support program for the University through the Pittsburg State 

University Foundation. The Director serves as the chief staff person as 

specified in the By-Laws. 

 

1.9.1.3 Director of Public Relations 

 

The Director of Public Relations reports to the Vice President for 

University Advancement and is responsible for the administration of an 

effective program of public relations for the University. 

       

1.9.1.4 General Manager of KRPS-FM 

 

The General Manager of KRPS-FM reports to the Vice President for 

University Advancement and is responsible for organizing, directing, and 

coordinating the activities of the University radio station (KRPS-FM). 

 

 

1.9.1.5 Director of Career Services 

 

The Director of Career Services reports to the Vice President for 

University Advancement and is responsible for planning, organizing, 

implementing and expanding appropriate occupational exploration and 

career planning programs and services for all students, for coordinating 

student employment services and for assisting students with their 

transition to the University and persistence until graduation and 

placement. 

 

 

1.9.1.6 Executive Director of the Business and Technology Institute 

 

The Executive Director of the Business and Technology Institute is 

appointed by the President of the University on the recommendation of the 

Vice President for University Advancement and reports to the Vice 

President for University Advancement and is responsible for organizing, 

directing and coordinating the activities of the Business and Technology 

Institute and the Kansas Polymer Research Center. 

 

1.9.1.7 Director of Marketing  
 

The Director of Marketing reports to the Vice President for University 

Advancement and is responsible for all aspects of marketing for the 

University.  The Director of Marketing also ensures that publications, 

advertisements, press releases and other forms of oral and written 

communication accurately portray the image of the University.
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                 CHAPTER 2 

THE FACULTY  
 

2.1 Definition of Academic Titles 

 

Pittsburg State University has a number of faculty ranks and academic titles to meet the needs of 

its various instructional programs in the Colleges of Arts and Sciences, Business, Education, and 

Technology and in the Division of Learning Resources.   

 

  2.1.1 Academic Titles 

   

   2.1.1.1  Lecturer  

 

Individuals on appointment which are part time, temporary and non-tenure 

earning. 

 

   2.1.1.2  Instructor  

 

Individuals on full-time appointments which may be tenured, tenure-

earning or temporary non-tenure earning. 

 

    2.1.1.3  Assistant Professor 

   

Individuals on full-time appointments which may be tenured, tenure-

earning or Temporary non-tenure earning. 

  

    2.1.1.4  Associate Professor 

 

      Individuals on full-time, tenured or tenure-earning appointments. 

 

    2.1.1.5  Professor 

 

      Individuals on full-time, tenured or tenure-earning appointments. 

  

    2.1.1.6  University Professor 

 

      Individuals on full-time, tenured appointments. 

 

    2.1.1.7  Visiting Lecturer  

 

Individuals with a regional or national reputation holding full-time 

appointments at other institutions or agencies who are employed for less 

than one month.  
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   2.1.1.8  Visiting Professor 

 

Individuals with a national or international reputation holding full-time 

appointments at other institutions or agencies who are employed for one 

academic year, one semester or a summer session. 

 

    2.1.1.9  Adjunct Professorial Ranks 

 

Individuals responsible for the instruction of students and who hold 

professional appointments from agencies or professions not affiliated with 

higher education who are unsalaried at Pittsburg State University. The 

assignment of adjunct professorial rank carries no expectation of tenure, 

promotion or accrual of service time at Pittsburg State University. 

 

 The following adjunct professorial ranks are assigned commensurate with 

the faculty of the department sponsoring the academic program and with 

the credentials of the individual being appointed: 

 

   Adjunct Instructor 

   Adjunct Assistant Professor 

   Adjunct Associate Professor 

   Adjunct Professor 

 

    2.1.1.10 Professorial Lecturer 

 

 A fixed term part-time appointment (up to a maximum of nine hours per 

fiscal year) for former tenured members of Pittsburg State University 

Faculty who, after retirement, seek limited reemployment with the 

University. This will be a term appointment not to exceed five years. 

Termination of this fixed term part-time appointment may occur only for 

cause, financial exigency or program elimination or curtailment. 

 

 The maximum teaching load plus any other academic duties within the 

Department shall be nine hours per fiscal year. The Professorial Lecturer 

and the Chairperson shall decide on the courses to be offered and the 

semester or terms in which they will be scheduled. 

 

 Compensation will be on an annual basis with the amount to be decided 

upon for each individual, recommended by the Chair, Dean and 

Provost/Vice President for Academic Affairs and approved by the 

President. 

 

 

    

    2.1.1.11 Research Assistant 
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Individuals who for no compensation nor any other benefit work on 

proposed grant/projects and who need affiliation with the University. 

 

   2.1.1.11 Research Associate 

      

Individuals who agree to work with a specific faculty member on a 

particular topic. The Research Associate may utilize University facilities, 

supplies and materials relevant to their functions and under the supervision 

of a specific faculty member. 

 

    2.1.1.12 Emeritus Status 

 

The Kansas Board of Regents adopted the following statement concerning 

the awarding of emeritus status to a retiring faculty member or academic 

administrator. 

 

ñEmeritus status is an honorary title awarded to a retiring faculty member 

or administrator for extended meritorious service. Each Regents institution 

will establish its own criteria for awarding such status. Emeritus status 

may be approved by the Chief Executive Officer of the employing 

institution. There is no salary or emolument attached to the status other 

than such privileges as the institutions may wish to extend.ò 

 

      (Board of Regents policy 10/18/84; 3/20/87; 3/88; 6/28/95) 

 

At Pittsburg State University the following emeritus ranks are established 

but not limited to: University Professor Emeritus, Professor Emeritus, 

Associate Professor Emeritus, Assistant Professor Emeritus, and Instructor 

Emeritus. 

 

Emeritus status shall be conferred upon the faculty memberôs or academic 

administratorôs retirement from full-time University service. This service 

must be continuous for a period of ten or more years. Emeritus status may 

also be awarded posthumously to those faculty or academic administrators 

who have died in office after ten years of continuous service. 

  

 2.1.2  Criteria for Awarding Academic Rank  

 

Initial appointment to any academic rank will be based upon appropriate experience, 

professional skills and credentials and academic certification which are matters for 

departmental and college/school determination with approval from the Office of 

Academic Affairs. Criteria for academic certification for initial appointment of Faculty 

to the previously defined ranks follow. 

 

 2.1.2.1  Instructor  
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 Appointment to this rank requires the possession of an academic degree 

from a nationally accredited institution of higher education at a level below 

the terminal degree required by the Department. 

 

2.1.2.2 Assistant Professor, Visiting Professor, Visiting Lecturer, and  

Adjunct  Professor 

 

 Appointment to these ranks requires possession of a terminal degree as 

defined by the Department in which the appointment is made. In the case 

of an Assistant Professor, a person may be hired without a terminal degree. 

However, the terminal degree must be obtained before tenure is 

considered. Adjunct Professors who teach and/or supervise students in the 

field must have appropriate credentials as defined by the Department 

responsible for the students supervised or taught. (See sections 2.1.3 and 

2.3.5) 

 

    2.1.2.3  Associate Professor 

 

Appointment to this rank requires the possession of the terminal degree as 

defined by the Department in which the appointment is made and at least 

five yearsô experience at the level of Assistant Professor or its equivalent. 

(See Sections 2.1.3 and 2.3.6) 

 

    2.1.2.4  Professor 

 

Appointment to this rank requires the possession of the terminal degree as 

defined by the Department in which the appointment in made and at least 

seven yearsô experience at the level of Associate Professor or its 

equivalent. (See Sections 2.1.3 and 2.3.7) 

 

    2.1.2.5  University Professor 

    

To be considered a candidate for University Professor, a faculty member 

must demonstrate excellence in two of the three areas of: 1. Teaching, 2. 

Research, Scholarship, and/or Creative Endeavor, 3. Community and/or 

University Service. 

 

The process for becoming a candidate as well as the process for selection 

to this rank is found in the Agreement. 

 

  2.1.3  Terminal Degree Requirements 

 

Departmental definitions of terminal degrees are listed by organizational unit. These 

definitions are to be used for initial appointment, promotion and tenure decisions. They 

have been developed as a guide to Faculty and administration and, in all but extremely 
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exceptional cases, should be observed. Exceptionality will be defined by the Department 

and verified by the Dean, the Director of Equal Opportunity and Affirmative Action and 

the Provost/Vice President for Academic Affairs. 

 

     

2.1.3.1   College of Arts and Sciences 

 

   2.1.3.1.1 Art  

 

An earned doctorate from a nationally accredited institution of higher education in 

the disciplines of art history (Ph. D.) and art education (Ed. D., Ph. D.). An earned 

Master of Fine Arts degree from a nationally accredited institution of higher 

education if a studio artist.  

 

2.1.3.1.2 Biology 

 

 An earned doctorate (Ph. D.) from a nationally accredited institution of higher 

education in the appropriate discipline. 

    

2.1.3.1.3 Chemistry  

    

An earned doctorate (Ph. D.) from a nationally accredited institution of higher 

education in the appropriate discipline. 

 

2.1.3.1.4 Communication 

   

An earned doctorate (Ph. D.) in the appropriate discipline.  Exceptions include 

theatre, which also accepts an earned Master of Fine Arts (MFA) degree; 

broadcasting, which also accepts either an earned Master of Fine Arts degree 

(MFA) or an earned Master's degree (MA/MS) in an appropriate discipline with 

extensive and relevant commercial experience.  All degrees accepted as terminal 

must be earned from a nationally accredited institution of higher education. 

 

2.1.3.1.5 English 

   

 An earned doctorate (Ph. D.) from a nationally accredited institution of higher 

education in the appropriate discipline. An earned Master of Fine Arts degree in 

the discipline of creative writing if teaching in this area. 

 

   2.1.3.1.6 History  

 

 An earned doctorate (Ph. D.) from a nationally accredited institution of higher 

education in the appropriate discipline. 

 

 

2.1.3.1.7 Family and Consumer Sciences 
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An earned doctorate (Ed. D., Ph. D.) from a nationally accredited institution of 

higher education. In certain areas of specialization, a masterôs degree with a 

recognized professional credential used for national certification of specialty. 

(e.g., RD, AID). 

 

2.1.3.1.8 Mathematics 

 

An earned doctorate (Ph. D., Ed. D.) from a nationally accredited institution of 

higher education in the appropriate discipline. 

 

2.1.3.1.9 Modern Languages and Literatures 

  

An earned doctorate (Ph. D.) from a nationally accredited institution of higher 

education in the appropriate discipline. 

      

2.1.3.1.10  Music 

    

An earned doctorate (Ph. D., Ed. D., D. M.) from a nationally accredited 

institution of higher education in the disciplines of music history, musicology, and 

music education. An earned appropriate Master of Music degree from a nationally 

accredited institution of higher education if a performing artist. 

 

2.1.3.1.11 Nursing 

 

  For the ranks of Instructor, Assistant Professor and Associate Professor, an earned 

  Master of Science with a major in nursing and a completed doctoral degree with a 

  major in nursing or field such as Education, Health Science, Human Services,  

  Business, Law or other related discipline from a nationally accredited institution  

  of higher education.  With exception, individuals may be hired at the Instructor or 

  Assistant Professor ranks with the doctorate in progress with stipulation for  

  completion within a specific period of time and prior to tenure or promotion. 

 

  For the rank of Professor, an earned Master of Science with a major in nursing  

  and a completed PhD, EdD, or other doctoral degree with a significant research  

  component including dissertation with a major in nursing or field such as   

  Education, Health Science, Human Services, Business, Law or other related  

  discipline from a nationally accredited institution of higher education. 

 

  For all ranks, possession of a registered nurse license in Kansas and states of  

  clinical practice.  Appropriate certification at state and/or national levels in areas  

  of specialization when relevant.   

 

 

 

2.1.3.1.12 Physics 
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An earned doctorate (Ph.D.) from a nationally accredited institution of higher 

education in the appropriate discipline.  

 

2.1.3.1.13 Social Sciences 

   

An earned doctorate (Ph.D.) from a nationally accredited institution of higher 

education in the appropriate discipline. 

 

 

 

  2.1.3.2  College of Business 

 

2.1.3.2.1 Accounting 

    

An earned doctorate (Ph.D. or D.B.A.) with a major or concentration in 

accounting from a nationally accredited institution of higher education. 

 

2.1.3.2.2 Computer Science-Information Systems 

   

An earned doctorate (Ph.D. or D.B.A) from a nationally accredited institution of 

higher education in the appropriate discipline or in a closely-related discipline. 

 

2.1.3.2.3 Economics, Finance, and Banking 

  

An earned doctorate (Ph.D.) with a major in economics from a nationally 

accredited institution of higher education. 

 

2.1.3.2.4 Management and Marketing 

   

An earned doctorate (Ph. D. or D.B.A.) from a nationally accredited institution 

of higher education with a major or concentration appropriate for the specific 

field or fields of teaching responsibility except that the J.D. is the terminal 

degree for teaching business law. 

 

  2.1.3.3  College of Education 

 

2.1.3.3.1 Curriculum and Instruction  

 

An earned doctorate (Ph.D. or Ed.D.) from a nationally accredited institution of 

higher education in the appropriate discipline. 

 

 

 

      

2.1.3.3.2 Health, Human Performance and Recreation 
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An earned doctorate (Ph.D. or Ed.D.) from a nationally accredited institution of 

higher education in the appropriate discipline. 

 

2.1.3.3.3 Psychology and Counseling 

 

An earned doctorate (Ph.D. or Ed.D.) from a nationally accredited institution of 

higher education in the appropriate discipline. 

 

 

 

   2.1.3.3.4 Special Services and Leadership Studies 

 

An earned doctorate (Ph.D. or Ed.D.) from a nationally accredited institution of 

higher education in the appropriate discipline. 

 

2.1.3.4  College of Technology 

 

 2.1.3.4.1 Automotive Technology 

 

The decision as to which terminal degree statement applies to individual faculty 

members shall be made by the Chairperson in consultation with the faculty 

member. 

 

For those primarily teaching in Automotive Technology: A masterôs degree from 

a nationally accredited institution of higher education in an appropriate 

discipline, plus a minimum of three years of industrial experience (five 

preferred) or a professional license.  

Industrial experience will be interpreted to be in the major technical area in 

which the faculty member teaches. 

 

 

 2.1.3.4.2 Construction Management and Construction Engineering Technologies 

 

   A masterôs degree from a nationally accredited institution of higher education in 

   An appropriate discipline plus a minimum of three years of industrial experience 

   (five preferred) or a professional license.  In construction technology or  

   Construction engineering technology, Bachelor of Architecture degree with 

   AIA licensing will be considered equivalent to the masterôs degree. 

 

2.1.3.4.3 Engineering Technology 

 

A masterôs degree from a nationally accredited institution of higher education in 

an appropriate discipline plus a minimum of three years of industrial experience 

(five preferred) or a professional license. In construction technology or 
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construction engineering technology, Bachelor of Architecture degree with AIA 

licensing will be considered equivalent to the masterôs degree. 

 

2.1.3.4.4 Graphics and Imaging Technologies 

 

An earned masterôs degree in a related area from a nationally accredited 

institution of higher education plus five years of relevant commercial experience. 

 

2.1.3.4.5 Technology Management and Workforce Learning 

  

An earned doctorate (Ph.D. or Ed.D.) from a nationally accredited institution of 

higher education plus two yearsô work experience beyond the learning level and 

two yearsô vocational education experience. 

 

 

2.1.3.5  Axe Library  

 

A masterôs degree in library science from a School of Library Science accredited by the 

American Library Association.   

 

 2.1.4  Communication of Rank 

 

Academic Rank must be stated in all initial communications and letters of appointment 

dealing with the appointment of individual faculty members.  

 

 2.1.5  Graduate Faculty 

 

Membership on the Graduate Faculty is through appointment by the President upon the 

recommendation of the Graduate Council. The responsibilities of the Graduate Faculty 

are to formulate the policies and regulations governing the Graduate School of the 

University and to participate in the entire range of activities, such as teaching, research 

and services necessary for implementation of these regulations.   

 

 

2.2  Policies on Recruitment and Appointment 

 

  2.2.1  Recruitment of Faculty 

The quality of initial appointments is so vital to the pursuit of excellence to which both 

Pittsburg State University and the academic departments and divisions are committed that 

the following statements of policy are deemed important guidelines to Faculty 

recruitment. 

 

A. To assist Pittsburg State University in maintaining an outstanding Faculty    

and to create a professionally challenging atmosphere for the individual, 

the University is highly selective in making initial appointments; and  
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B. In recruiting new faculty members, the University conforms to the letter   

and the spirit of the Equal Employment and Opportunity and Affirmative 

Action policies of the University. (see Chapter 8). 

 

Guidelines concerning the recruitment and selection of Faculty members undergo 

periodic scrutiny, review and revision. The Office of the Provost (220 Russ Hall) has 

copies of the guidelines in effect for recruiting and selecting Faculty. (See Appendix K). 

 

  2.2.2  Academic Appointments 

 

Faculty appointments may be made in an academic department in the College of Arts 

and Sciences, Business, Education, and Technology. They also may be made in the Axe 

Library. Faculty appointments are of two types: 

 

2.2.2.1 Tenure-Earning Appointments 

 

 Regular full-time appointments in an academic department in which the 

expectation is that the faculty member will qualify for tenure. 

 

A non-tenure earning faculty person may be appointed to a tenure earning 

position if that person satisfies ñterminal degree requirementsò and has 

been selected through a previous pool established by a national search 

within the last three years. 

 

2.2.2.1.1 Initial Appointment  

 

a. Faculty not possessing the terminal degree 

and not meeting the requirements for the 

terminal degree will be appointed to the rank 

of Instructor or to a non-tenure earning 

appointment.   

 

b. Faculty not possessing the terminal degree 

but with all requirements met except the 

dissertation (and where the dissertation 

proposal has been approved) should be 

offered a tenure-earning appointment at the 

rank of Instructor or under exceptional 

circumstances at the rank of Assistant 

Professor. 

 

1. An appropriate time limit for 

completing the dissertation will be 

specified in the letter of appointment. 

2. Initial appointment letters will carry 

the caveat that faculty so appointed 
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will not be eligible for tenure 

consideration or as a candidate for 

promotion unless the terminal degree 

has been awarded. 

 

2.2.2.1.2 Prior Service 

 

a. Credit for prior service will follow Regentsô 

policy and be negotiated with candidates 

and approved by the Provost/Vice President 

for Academic Affairs prior to the issuance of 

a letter of appointment. 

 

b. Prior Service credit agreed to by the 

candidate and the University, including the 

impact of that prior service on tenure, 

promotion, and sabbatical leave eligibility, 

will be so stated in the letter of appointment. 

 

    2.2.2.2  Non-Tenure Earning Appointments 

 

       2.2.2.2.1 Full -Time, Non-Tenure Earning Appointments 

 

Full-time, non-tenure earning appointments are 

temporary appointments for full-time assignment 

for a semester, academic year or summer session. 

There is no expectation of progress toward a 

terminal degree nor will such faculty members be 

eligible for promotion. Faculty members on a non-

tenure earning appointment for the academic year 

may, if the appointment is renewed, qualify for 

merit salary increases. 

 

2.2.2.2.2 Part-Time, Non-Tenure Earning Appointments 

 

Part-time, non-tenure earning appointments are 

temporary appointments for a partial academic 

assignment for a semester or for the academic year 

or for the summer session. Faculty members 

holding such temporary, part-time appointments are 

appointed for a specified period of time only and 

will be compensated at a rate commensurate with 

University policy at the time of the appointment. 

Time accrued as a part-time faculty member will 

not be counted for prior service credit. 
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   2.2.3  Documents and Records 

 

     2.2.3.1  Pre-Employment File 
  

The pre-employment file of an applicant for a faculty position 

should contain only material that is essential for making an 

adequate determination on whether the applicant can perform the 

required duties and responsibilities associated with the position. 

 

     2.2.3.2  Access to Personnel Files 
 

The University shall maintain official personnel files in the Office 

of the President for faculty members.  These files shall be 

confidential.  Any material in such files dealing with personnel 

and/or professional matters shall include authorship. 

 

A faculty member or his/her designee shall have access to his/her 

personnel file during regular office hours provided that there shall 

be no undue interference with the normal routine of the office.  A 

faculty memberôs official personnel file shall not be removed from 

the office by the Faculty member or his/her designee, and access to 

the file shall be only in the presence of someone in authority of the 

office. 

 

If a faculty member designates another person to have access to 

his/her personnel file, the faculty member shall authorize the 

Office of the President in writing to release his/her file to that 

designee for examination. 

 

A faculty member shall have the right to respond to or comment 

upon any material filed in his/her official personnel file.  Such 

response or comment shall be affixed to the material and placed 

with it in the faculty memberôs file. 

 

A faculty member shall have the right to have a copy of material 

filed in his/her official personnel file at personal expense.  Copies 

will be made by a representative of the Office of the President 

upon request from the faculty member concerned. 

 

University administrators shall have access to faculty personnel 

files in carrying out their official duties. 

 

If a personnel file is duly subpoenaed, the faculty member 

involved shall be notified of such subpoena at the earliest possible 

time.  The original or a copy of an official personnel file shall be 
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made available at a faculty memberôs grievance hearing on his/her 

written request. 

 

That portion of a faculty memberôs personnel file relevant to a 

grievance being heard or a copy of that portion of the file may be 

introduced at a grievance hearing upon the written request of an 

administrative official involved in the grievance hearing of that 

matter. 

 

     2.2.3.3  Letters of Appointment 
 

The University will issue letters of appointment in late May of 

each year.  Signed acceptance of the terms and conditions noted in 

the letter of appointment must be received by the date specified.  

Except when arrangements have been made in advance because of 

travel or other approved reasons, the position will be declared 

vacant at the end of the allowed time if the signed letter of 

appointment has not been returned to the Presidentôs Office. 

 

The terms in the letter of appointment take precedence over all 

other prior and subsequent understandings or agreements, unless 

expressly agreed in writing to the contrary. 

 

   2.2.4  Conflict of Interest/Employment of Relatives 
  

Persons may be appointed to classified or unclassified positions without regard to 

family relationship to or living arrangements with other members of the Faculty 

or staff.  If a person is in a position which requires an evaluation or a personnel 

decision, such as those concerning appointment, retention, promotion, discipline, 

tenure or salary of a family member or a member of such personôs household, 

such condition shall be deemed a conflict of interest and that person shall not 

participate in such a decision, and that person shall not participate in any group or 

body which is considering any such decision. 

 

(Board of Regents policy, 9/27/63; amended 11/20/81; 10/17/91) 

 

   2.2.5  Summer Session Employment 

 

Faculty summer teaching appointments are made to meet the needs of the 

academic program of the University.  Such appointments are treated as 

assignments independent of fall and spring contractual agreements.  The 

University is not obligated to provide summer employment to Pittsburg State 

University Faculty. 

 

     For additional information, see Agreement. 
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                   2.2.6 Guidelines and Procedures Concerning the Evaluation of English Language                                                                                                                                                                  

for the Faculty 

 

  A. Tenured and Tenure-Earning Faculty 

 

 All prospective faculty members of Regents institutions, except visiting 

professors on exchange for one year or less, must have their spoken 

English competency assessed prior to employment through interviews 

with not fewer than three institutional personnel, one of whom shall be a 

student. Faculty shall include all full-time or part-time personnel having 

classroom or laboratory instructional responsibilities and/or direct tutorial 

or advisement contact, other than for courses or sessions conducted 

primarily in a foreign language. An oral interview shall be conducted 

either face-to-face or by mediated means. Prospective faculty found to be 

potentially deficient in speaking ability shall be required to achieve a 

minimum score of 50 on the Test of Spoken English (TSE) or the 

Speaking Proficiency English Assessment Kit (SPEAK), or equivalent, to 

be eligible for an appointment without spoken English language 

remediation conditions. A report detailing the process for interviewing 

prospective faculty, including the composition of the interview team and 

scores from the TSE or SPEAK for each candidate, will be submitted to 

the President/CEO of the Board every other year. 

  

 B. Prospective Pittsburg State University Faculty 

 

  1. Full-Time and/or Part-Time Teaching Faculty 

 

  All prospective faculty members of PSU, except visiting professors 

on exchange for one year or less, must have their spoken English 

competency assessed prior to employment through interviews with 

not fewer than three institutional personnel, one of whom shall be a 

student.  Faculty shall include all full-time or part-time personnel 

having classroom or laboratory instructional responsibilities and/or 

direct tutorial or advisement contact, other than for courses or 

sessions conducted primarily in a foreign language.  An oral 

interview shall be conducted either face-to-face or by mediated 

means.  Prospective faculty found to be potentially deficient in 

speaking ability shall be required to achieve a minimum score of 

50 on the Test of Spoken English (TSE) or the Speaking 

Proficiency English Assessment Kit (SPEAK), to be eligible for an 

appointment without spoken English language remediation 

conditions.  A report detailing the process for interviewing 

prospective faculty, including the composition of the interview 

team, and scores from the TSE or SPEAK for each candidate, will 

be submitted to the President/CEO of the Board every other year. 

   (02/16/06) 
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  When a faculty memberôs English language competency has been 

assessed and certified it will become a part of their permanent 

personnel file.  This certification, by submitting the attached form 

duly signed by the Department Chairperson, the Dean and a 

student will serve as the verification required. 

 

  2. Graduate Teaching Assistants 

 

   All prospective graduate teaching assistants of the Regents 

institutions shall have their English competency assessed prior to 

being considered for any employment having classroom or 

laboratory instructional responsibility and/or direct tutorial 

responsibilities.  The following shall be used to implement this 

policy: 

 

   a. All prospective graduate teaching assistants, whose first 

language is not English, must be interviewed and have their 

competency in spoken English assessed by no fewer than 

three institutional personnel, one of whom shall be a 

student.  An oral interview shall be conducted either face-

to-face or by mediated means. 

    

   b. Any prospective graduate teaching assistant, whose first 

language is not English, shall be required to achieve a 

minimum score of 50 on the Test of Spoken English (TSE) 

or the Speaking Proficiency English Assessment Kit 

(SPEAK) or equivalent, to be eligible for an appointment 

without spoken English language remediation. (2-22-06) 

 

   c. All prospective graduate teaching assistants who do not 

meet the above requirements shall not be assigned teaching 

responsibilities nor other tasks requiring direct instructional 

contact with students. 

 

   d. An exception will be made for courses taught in sign 

language. 

 

   e. A report detailing the process for interviewing graduate 

teaching assistants, whose first language is not English, 

including the composition of the interview team and scores 

from the TSE or SPEAK for each candidate, will be 

submitted to the President/CEO of the Board every other 

year. 

 

 C. General 
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  Regents institutions shall develop implementing policies and procedure for 

the administration of this policy and shall report to the Board as to the 

effectiveness of such policy; and may adopt standards additional to those 

contained herein. 

 

  (Board of Regents policy 6/28/85; 2/18/88; 6/27/91; 6/28/95; 6/27/96; 

01/20/05) 

 

 For additional information, see Agreement. 

 

 

2.2.7 Immigration Reform and Control Act of 1986 

 

  Pittsburg State University shall not knowingly employ an unauthorized foreign 

national or a person who fails to provide documentation of employment 

eligibility.  The University will consider any action to discriminate in any aspect 

of employment on the basis of national origin, citizenship or intending citizenship 

as a violation of this policy.  There is one exception.  When a Department/Unit 

has two equally qualified candidates for a position ï one a United States citizen or 

national and one who is not a citizen or national ï the Department/Unit may hire 

the United States citizen or national without violating the policy.  However, the 

University will not engage in preferential hiring of United States citizens or 

nationals when such action would result in the failure to achieve hiring goals as 

required by the Universityôs Affirmative Action Plan. 

 

  Offices engaging in recruiting for employees will notify applicants of the 

documentation required by this policy. 

 

  Complete information regarding the Universityôs Procedures for Employment 

Eligibility Certification in Compliance with the Immigration Reform and Control 

Act of 1986, as well as a list of acceptable documents, are on file in the Office of 

the President, 207 Russ Hall; the Office of Equal Opportunity/Affirmative Action, 

216 Russ Hall; Human Resource Services, 204 Russ Hall; and the Student 

Employment Office, 203 Horace Mann.  

 

2.3 Policies and Promotion 
 

 2.3.1  Promotion Criteria  
 

To be considered for promotion, a faculty member shall be tenured or holding a 

tenure-earning appointment and be able to demonstrate excellence in at least one 

of the three areas of: 1) teaching; 2) research, scholarship and/or creative 

endeavor; 3) community and/or University service with accomplishment in the 

remaining two. 
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Faculty are not expected to achieve excellence in each of three areas, but they 

should be able to demonstrate professional accomplishments in all three.  Faculty 

members shall select a primary basis for nomination and/or University service.  It 

should be emphasized that the following criteria are broad and conceptual in 

nature and define a number of areas in which contributions to teaching, 

scholarship and service may be made. 

 

  2.3.2  Excellence in Teaching 
 

Teaching refers to the broad area of student/faculty interaction for educational 

purposes.  Generally, a faculty member who excels in teaching is a person who 

guides and inspires students, maintains scholarship through sustaining breadth and 

depth of knowledge, contributes to understanding of subject matter and facilitates 

the learning of students.  A teacher should be able to demonstrate breadth of 

teaching competence in the content area, graduate committee memberships, theses 

and special investigations directed, honors courses taught, contributions to course 

and curriculum development, use and preparation of instructional media 

(textbooks, laboratory manuals, computer programs, class project cases, video-

tape, film, slides, transparencies, individual instructional modules, models and 

mock-ups, etc.), experimental instructional methods and techniques, attendance at 

institutes and other programs relevant to instruction and evidence of impact on 

students (student evaluations, pre- and post-testing results, state board results, 

certification examination results, job placement, graduate school admissions, 

GRE and Miller Analogies results, etc.).  Different categories of accomplishments 

are necessary to reflect Library activity adequately. 

 

  2.3.3  Excellence in Research, Scholarship, and/or Creative Endeavor 
 

A member of the Faculty who excels in the field of research, scholarship and/or 

creative endeavor conducts creative work appropriate to the area of specialization 

and disseminates such creative work to other colleagues on the Pittsburg State 

University campus, as well as on other campuses.  Persons whose primary 

strength is in the field of scholarly activity may find that such activity manifests 

itself as much in the work of students as through their own direct efforts.  Criteria 

in this category will consist of demonstrable activity in such areas as publications 

(papers, monographs, textbooks, book reviews, abstracts, etc.); production, 

exhibition or performances of creative works; lectures, papers, speeches presented 

at meetings or other educational institutions; attendance at institutes, short courses 

or seminars related to the Faculty memberôs discipline; grants and awards 

received; evidence of national or international recognition; and current research, 

scholarly activity and/or creative endeavor projects in progress.  The emphasis in 

this category is in the presentation of data that will substantiate the continuing 

scholarship of the faculty member in a particular discipline. 
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  2.3.4  Excellence in Community and/or University Service 
 

A faculty member whose contribution to the University is in the field of service 

should be productive in any one or a combination of the following; institutional 

service or professional service.  The service must be performed because of 

competencies relevant to the faculty memberôs role at the University.  Service 

provided through a vocational interest or associated with special talents not 

related to University appointment would not be considered.  Excellence may be 

achieved by displaying leadership concerning academic and other University 

affairs, through counseling and advising of students in academic matters and 

personal problems.  Faculty members may participate broadly in continuing 

education programs by teaching in noncredit courses or planning and leading 

workshops, seminars and discussion groups.  Outstanding public service 

contributions may be made by helping to implement regional community service 

and other types of field services.  A significant contribution may be as an officer 

of a professional, technical or scholarly society at the state or national level.  The 

faculty member may also be highly regarded as a consultant to government and 

industry on technical matters.  In all service categories, evidence must be 

presented to substantiate the quality and quantity of the service provided. 

 

  2.3.5  Promotion to Assistant Professor 
 

Promotion to Assistant Professor is based upon potential for professional 

development.  A strong academic record should be present, and the individual 

should have completed (in most cases) a doctoral program.  Where it is 

recognized by both the Faculty and the administration that the doctorate is not the 

terminal degree, the recognized terminal degree plus relevant experience is a 

requirement.  There should be a clear indication that the individual has the 

aptitudes of a successful faculty member and will grow in stature and eventually 

qualify for the rank of Associate Professor.  Normally, individuals promoted to 

Assistant Professor would be in prior rank for a period of four years. (See Section 

2.1.2.2). 

 

  2.3.6  Promotion to Associate Professor 
 

Promotion to the Associate rank is based upon actual performance, as well as to 

future potential.  The terminal degree appropriate to the discipline in which 

promotion is to be granted in all but exceptional cases is required.  Above all, the 

individual should still be developing technically and professionally.  Candidates 

for Associate Professor should be well on the way toward becoming productive 

members of the academic community.  It is assumed that candidates meet all 

requirements of the Assistant Professorship prior to promotion to Associate 

Professor.  Normally, individuals promoted to Associate Professor would be in 

the Assistant Professor rank for a period of five years. (See Section 2.1.2.3). 
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  2.3.7  Promotion to Professor 

 

Promotion to full Professorship implies that the individual faculty member is 

recognized by professional peers as an outstanding contributor in a field of 

specialization and by associates and students as a contributing member of the 

Pittsburg State University academic community.  The terminal degree appropriate 

to the discipline in which promotion is to be granted is required.  In general, one 

holding the rank of Professor will be responsible for an important area of 

instruction.  In addition, it is expected that such a person will have made notable 

contributions in some area of specialization.  It is expected that the candidate will 

be recognized on the Pittsburg State University campus for outstanding 

contributions to the educational program of the University.  It is assumed that 

candidates meet all requirements of the Associate Professorship prior to 

promotion to Professor.  Normally, individuals promoted to the rank of Professor 

would be in the Associate Professor rank for a period of seven years.  (See 

Section 2.1.2.4). 

 

  2.3.8  Promotion to University Professor 

 

    See Agreement for process and criteria for promotion to University Professor. 

 

2.4 Tenure Policy: Kansas Board of Regents 
 

After the expiration of a probationary period, teachers or investigators should have permanent or 

continuous tenure, and their services should be terminated only for adequate cause, except in the case of 

program or unit discontinuance or under extraordinary circumstances because of financial exigency. 

 

In the interpretation of the principles contained in Section A of this resolution, the following is 

applicable: 

 

A. The precise terms and conditions of every appointment should be stated in writing and be in the 

possession of both institution and teacher before the appointment is consummated. 

 

B. Beginning with appointment to the rank of full-time Instructor or higher rank, the probationary 

period should not exceed seven years, including within this period full-time service in all 

institutions of higher education; but subject to the proviso that when, after a term of probationary 

service of more than three years in one or more institutions, a teacher is called to another 

institution it may be agreed in writing that his/her new appointment is for a probationary period 

of not more than four years, even though thereby the personôs total probationary period in the 

academic profession is extended beyond the normal maximum of seven years; except when the 

interests of both parties may be best served by mutual agreement at the time of initial 

employment, institutions provided the probationary period at that institution does not exceed 

seven years.  Notices should be given at least one year prior to the expiration of the probationary 

period, if the teacher is not to be continued in service after the expiration of that period. 
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C. If an untenured faculty member becomes a parent through birth, adoptive placement, or adoption 

of a child under the age of 5 prior to May 1st of the fifth year of the probationary period, that 

faculty member, upon notification to the institution's chief academic officer, shall be granted a 

one-year delay of the tenure review.  Notification must occur within 90 days of the birth, 

adoptive placement, or adoption.  Faculty members retain the right to opt out of this interruption 

policy. (Board of Regents policy adopted 3-20-06) 

 

D. Under unexpected special and extenuating circumstances, prior to the sixth year of service, and 

at the request of the faculty member and the appropriate Dean and the Chief Academic Officer, 

the President of the university may grant an extension of the tenure clock for a maximum of one 

year. (Board of Regents policy adopted 9-18-97) 

 

E. No more than two extensions of the tenure clock may be granted to a faculty member for any 

reason.  Nothing in this provision shall be construed to guarantee reappointment of an untenured 

faculty member.  (Board of Regents policy adopted 3-20-06) 

 

C. During the probationary period a teacher should have the academic freedom that all other 

members of the faculty have. 

 

D. Termination for cause of a continuous appointment, or for dismissal for cause of a teacher 

previous to the expiration of a term appointment, should, if possible, be considered by a faculty 

committee which will make recommendations to the administration.  In all cases where the facts 

are in dispute, the accused teacher should be informed before the hearing in writing of the 

charges against him and should have the opportunity to be heard in his own defense by all bodies 

that pass judgment upon his case.  He may have with him an advisor of his own choosing who 

may act as counsel.  There shall be a full stenographic record of the hearing available to the 

parties concerned.  In the hearing of charges of incompetence, the testimony should include that 

of teachers and other scholars, either from his own or from other institutions.  Teachers on 

continuous appointment who are dismissed for reasons not involving moral turpitude should 

receive their salaries for at least a year from the dates of notification of dismissal whether or not 

they are continued in their duties at the institution. 

 

E. Within this general policy, each Regents institution may make such operating regulations 

 as it deems necessary, subject to the approval of the Board. 

 

Any tenure approved by the institution shall be limited to tenure for the recommended individual 

at the institution consistent with the tenure policies of that institution. (effective 11/14/02) 

 

In exceptional cases, the chief executive officer at a Regents institution may hire a faculty 

member with tenure without their having completed a probationary period. (6-24-99) 

 

Decisions of the Chief Executive Officer shall be final and are not subject to further 

administrative review by any officer or committee of the institution or by the Board of Regents. 

 

(Board of Regents policy adopted 4/18/47; amended 2/15/80; 5/15/81; 4/16/82; 1/20/84; 2/16/89 

6/28/95; 2/19/97) 
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 2.5 Tenure Policies and Procedures for Faculty at the University 
 

  2.5.1.  General Criteria  
 

To be awarded tenure at Pittsburg State University, faculty members must be able 

to demonstrate professional competence and achievement in the areas of 1) 

teaching, 2) discipline research, scholarly activity and creative endeavor, 3) 

community and University service which is reasonably judged to be of such 

recognizable merit as to justify the status and commitment of a continuing 

appointment.  In considering tenure, the entire length of service that a faculty 

member has rendered at Pittsburg State University should be considered. 

 

  2.5.2  Definition of Probationary Service 
 

    2.5.2.1. Schedule 
 

Beginning with appointment to the rank of full-time Instructor 

recommendations for tenure shall be earned on the following 

schedule of probationary service at Pittsburg State University: 

Instructor, seven years; Assistant Professor, five years; Associate 

Professor, four years; Professor, three years. 

 

 

    2.5.2.2  Exceptions to Schedule 
 

For initial appointments, any exceptions to the above probationary 

periods will be stated in the letter of appointment.  The University 

shall, at the time of appointment, determine after consultation with 

the tenured Faculty and the Department Chairperson, whether prior 

service shall reduce the probationary period at Pittsburg State 

University; provided, however, that no person shall be considered 

for tenure until after a minimum of two years employment at 

Pittsburg State University. 

 

 

 

 

    2.5.2.3  Status of Prior Service 

 

Prior service in other institutions of higher education may be 

included in the probationary period, but the University reserves the 

right to determine at the time of appointment whether prior service 

credit shall reduce the probationary period.  Any such arrangement 

will be stated in writing at the time of appointment. 
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If prior service credit in institutions of higher education is awarded 

in the initial letter of appointment and used to reduce the 

probationary period for tenure in an academic department or unit, 

it must be considered as the initial year(s) of the probationary 

period and in applying the Board of Regents Standards for Non-

Reappointment. 

 

    2.5.2.4  Academic Freedom During Probationary Period 

 

During the probationary period a faculty member should have the 

academic freedom that all other members of the Faculty here. 

 

  2.5.3  Participation by a Faculty Memberôs Associates 

 

The procedure by which recommendations as to tenure decisions are obtained will 

include an advisory opinion from a faculty memberôs associates.  The Colleges at 

Pittsburg State University will determine the procedures by which the advisory 

opinion of faculty members is obtained. 

 

  2.5.4  Status of Leaves on Tenure 

 

    2.5.4.1  Sabbatical Leave 

 

When a probationary period is interrupted by a sabbatical leave, 

the period of absence will be counted toward eligibility for tenure.  

For further information concerning sabbatical leaves, see Section 

4.1. 

 

    2.5.4.2  Leave Without Pay: Kansas Board of Regents 

 

A leave without pay for up to three years may be granted by the 

chief executive officer of the employing institution when such is 

judged by the chief executive officer to be in the best interest of 

the institution.  No leave may be granted to any employee who has 

accepted a permanent position with another postsecondary 

education institution. 

    

Any extension of a leave without pay beyond three years requires 

the approval of the Board.  The chief executive officer of the 

employing institution shall provide documentation of extraordinary 

circumstances justifying the extension of such leave beyond three 

years. 

 

Leaves without pay will not be regarded as a break in service; 

however, such leave will not count toward the earning of 

sabbatical leave nor will other than a scholarly leave count toward 
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the tenure probationary period.  Scholarly leave will count toward 

the tenure probationary period unless the employee and the 

institution agree in writing to the contrary at the time the leave is 

granted. 

 

During a leave of absence without pay, an employeeôs eligibility 

for health insurance shall be determined by and be in accordance 

with the policies, rules and regulations of the Kansas Health Policy 

Authority.. 

 

(Board of Regents minutes 5/28/71; 1/18/85; 9/20/85; 10/15/87; 

6/28/90; 1/17/91; 11/17/94) 

 

    2.5.4.3  Leave Without Pay: Pittsburg State University 

 

 Leave without pay will not be regarded as a break in service. 

Scholarly leave without pay will count toward the tenure 

probationary period, unless the employee and the institution agree, 

in writing, to the contrary at the time the leave is granted. All other 

leaves without pay will not count toward the tenure probationary 

period. 

 

    2.5.4.4  Leave With Pay 

 

 In order to fulfill jury duty, National Guard duty, or other 

appropriate civic obligations, employees may be granted leave with 

pay pursuant to institutional policy. 

 

Kansas Board of Regents, October 2002 

 

2.5.4.5  Military Leave  

 

During a military leave without pay the faculty memberôs status is 

frozen until he/she returns to that position. 

 

  2.5.5  Terminations of Tenure 

 

    2.5.5.1  Financial Exigency 

 

 After granting tenure, a faculty memberôs service will be 

terminated only for cause or financial exigency.  

 

 

      2.5.5.2 Termination of Tenure for Cause 
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 Termination of tenure for cause will include consideration by a 

faculty committee. In all cases in which the facts are in dispute, the 

faculty member in such cases will be informed in writing before 

the hearing of the matter under consideration and will have an 

opportunity to be heard in his/her defense by all bodies that pass 

judgment upon his/her case. He/she will be permitted to have with 

him/her an advisor of his/her own choosing who may act as 

counsel. There will be a full stenographic record of the hearing 

available to the parties concerned. In the hearing of charges of 

incompetence, the testimony will include that of teachers and other 

scholars, either from his/her own or from other institutions. 

  

   2.5.6  Notification of Tenure 

 

 Granting of tenure or notice to the contrary requires an explicit statement by the  

University. If a faculty member is not to be continued, notification in writing 

will be given by March 1 during the first year of service, by December 15 of the 

second year of service and thereafter, at least one year prior to termination.   (See 

Section 2.6.1) 

 

 2.6 Policies and Procedures Relating to Severance 

 

  2.6.1  Standards for Non-Reappointment: Kansas Board of Regents 

 

Notice of non-reappointments should be given in writing in accordance with the 

following standards; however, such standards shall not be applicable to any 

administrative assignments. 

 

A. Not later than March 1 of the first academic year of service, if the 

appointment expires at the end of that year, or if a one-year appointment 

terminates during an academic year, at least three months in advance of its 

termination. 

B. Not later than December 15 of the second academic year of service, if the 

appointment expires at the end of that year; or if an initial two-year 

appointment terminates during an academic year, at least six months in 

advance of its termination. 

C. At least twelve months before the expiration of an appointment after two 

or more years in the institution. 

D. These standards do not apply to temporary non-tenure earning faculty, 

Visiting Professors, Part-time Faculty, Professorial Lecturers, Research 

Assistants, Research Associates, summer session academic appointments, 

and Graduate Teaching Assistants.    

 

These statements shall apply even during periods of declared financial exigency, 

unless impossible, in which case notice shall be provided as early as feasible. 
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(Board of Regents minutes 3/21/68; 9/21/79; 4/16/82) 

 

  2.6.2  Resignation 

 

A faculty member who does not intend to accept appointment for the following 

academic year should submit a written resignation to his/her Department 

Chairperson as soon as the decision has been made. Resignations will be 

forwarded in each case to the President through the Department Chairperson, the 

Dean of the College and the Provost/Vice President for Academic Affairs. 

 

Normally, a faculty member who has accepted employment at Pittsburg State 

University will not be released ñwithout prejudiceò from his/her obligation. 

Exceptions to this policy will be considered by the appropriate Department 

Chairperson, the Dean of the College and the Provost/Vice President for Academic 

Affairs. The faculty member requesting such an exception presents to his/her 

Department Chairperson reasons for this exception. Recommendations are made to 

the President of the University. 

 

  2.6.3  Termination  

 

Unless noted to the contrary in the letter of appointment, Faculty may expect to 

receive notices of termination as set forth by ñStandards for Non-Reappointments: 

Kansas Board of Regents.ò 

 

   

  2.6.4 Termination for Cause 

 

   See Tenure Policy, Policies and Procedures Manual, (Kansas Board of Regents) 

 

  2.6.5 Retirement 

    

   The Board of Regents policy on retirement can be found in Appendix G. 

 

For additional information of retirement for tenured/tenure-earning Faculty see 

Agreement. Information regarding individual retirement can be obtained from Human 

Resource Services, 204 Russ Hall 

 

2.7 Faculty Duties and Responsibilities 

 

  2.7.1  Academic Responsibilities¹1 
 
The professional responsibilities of the University Faculty are in three areas: 

instruction, scholarly activities and professional service. 

 

                                           
1
 Adapted from a statement by the American Association of University Professors. (See Appendix A). 
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Faculty instructional responsibilities encompass classroom teaching; problem and 

thesis advisement; supervision of instructional activities such as professional 

semesters, cooperative work experiences, internships and practical instructional 

management, private lessons; curriculum and course development; creation of 

teaching materials, implementation of instructional systems and strategies and 

student evaluation and assessment. 

 

Faculty scholarly and service responsibilities include engaging in discipline 

research, scholarly activity or creative endeavor; service to the academic 

community; outreach to the geographic region; academic advising; equipment and 

facility development, maintenance and production; activity in service and to 

academic and professional societies; consulting and advising in areas related to a 

faculty memberôs expertise. 

 

The University recognizes that there is a balance called for between instructional, 

scholarly and service responsibilities. This balance is optimum when the 

instructional demands of the Universityôs academic programs are adjusted to allow 

 

The Faculty to maintain commitments to scholarly activity and research, to faculty 

citizenship, to University service and to assisting the regional community the 

University serves. 

 

The particular mix of faculty responsibilities may differ among individual faculty 

depending on the professional orientation of the faculty member, the objectives of 

the Department and the mission of the University. The University believes that this 

is as it should be to meet the individual needs and interests of each Faculty 

member. 

 

It is University policy to schedule online, evening, Saturday and off-campus 

classes as part of normal faculty assignment as required. 

 

Faculty members are expected to give those customary and traditional instructional 

services which are ñstandardò throughout instructions of higher education. 

Assignment of duties is the prerogative of the Department Chairperson. A member 

of the Faculty is expected to attend departmental and Faculty meetings and to 

assist and participate in commencement exercises and other formal academic 

events. Academic regalia is necessary for some events. 

 

 2.7.2 Professional Ethics² 
 

The professorate, guided by a deep conviction of the worth and dignity of the 

advancement of knowledge, recognizes the special responsibilities placed upon it. The 

primary responsibility of faculty members to their subjects is to seek and to state the 

truth as they see it. To this end they devote their energies to developing and improving 

their scholarly competence. They accept the obligation to exercise critical self-discipline 

and judgment in using, extending and transmitting knowledge. They practice intellectual 
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honesty although they may follow subsidiary interests, these interests must never 

seriously hamper or compromise their freedom of inquiry. 

 

As teachers, professors encourage the free pursuit of learning in their students. They 

hold before them the best scholarly standards of their disciplines. They demonstrate 

respect for the students as individuals and adhere to their proper role as intellectual 

guides and counselors. They make every reasonable effort to foster honest academic 

conduct and to assure that their evaluation of students reflects the true merit of students. 

They respect the confidential nature of the relationship between professor and student. 

They avoid any exploitation of students for their private advantage and acknowledge 

significant assistance from students. They protect the academic freedom of students.
2
 

 

As colleagues, professors have obligations that derive from common membership in the 

community of scholars. Members of the professorate respect and defend the free inquiry 

of their associates. In the exchange of criticism and ideas, they show due respect for the 

opinions of others. They acknowledge their academic debts and strive to be objective in 

their professional judgments of colleagues. They accept their share of faculty 

responsibilities for the governance of their institution. 

 

As members of their institution, professors seek above all to be effective teachers and 

scholars. Although members of the professorate observe the stated regulations of the 

institution, provided they do not contravene academic freedom, they maintain their right 

to criticize and seek revision. They determine the amount and character of the work they 

do outside their institution with due regard to their paramount responsibilities within it. 

When considering the interruption or termination of their services, they recognize the 

effect of their decisions upon the programs of the institution and give due notice of 

intentions. 

 

As members of their community, professors have the rights and obligations of any 

citizen. They measure the urgency of these obligations in the light of responsibilities to 

their subjects, to their students, to their profession and to their institution. When they 

speak or act as private persons, they avoid creating the impression that they speak or act 

for their college or university. As citizens engaged in a profession that depends upon 

freedom for its health and integrity, professors have a particular obligation to promote 

conditions of free inquiry and to further public understanding of academic freedom. 

 

2.7.3 Racial Harassment Policy 

 

Academic freedom can exist only when all are free to pursue ideas in a non-threatening 

atmosphere of mutual respect. Racial harassment is harmful not only to the person 

involved, but also to the entire University community. Racial harassment includes but is 

not limited to verbal, physical or written abuse directed toward an individual or group, 

which has the purpose or effect of all the following: 

 

                                           

2

 Adapted from a statement by the American Association of University Professors. (See Appendix A). 
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A. creating an intimidating, hostile, or offensive work or educational environment for 

an individual or group; 

 

B. interfering with an individualôs or groupôs work, academic performance, living 

environment, personal safety, or participation in a University-sponsored activity; 

 

C. threatening an individualôs or groupôs employment or academic opportunities. 

 

Any such act shall be a violation of Pittsburg State Universityôs racial harassment policy.  

Offenses may be appealable through the discrimination grievance and/or judicial processes 

for students, through the student judicial process for student organizations, or through the 

discrimination grievance process for faculty and staff. 

 

  2.7.4 Sexual Harassment 

 

Sexual discrimination in the form of sexual harassment, defined as the use of oneôs 

authority or power, either explicitly or implicitly, to coerce another into unwanted sexual 

relations or to punish another for his/her refusal, or the creation of an intimidating, 

hostile or offensive working education environment through repetitive verbal or physical 

conduct of a sexual nature by a member of the University community shall be a violation 

of Pittsburg State Universityôs Affirmative Action Policy. 

 

  2.7.5 Statement on Diversity and Multiculturalism 

 

Opportunities to gain experience within a diverse environment and to develop appreciation 

of multiculturalism are considered to be important elements of the educational experience 

for all students. An emphasis on multiculturalism and diversity should foster an 

atmosphere within the University which recognizes and celebrates both the similarities and 

differences among all persons to create a collegiate community which reflects the world 

community and which provides a wide range of role models for students. The focus of 

responsibility for the design of educational experiences, including multicultural 

experiences, resides with each Regents institution. (5/18/95) 

 

  2.7.6 Teaching Load   

 

The policy governing teaching load may be found in the Agreement. Policies governing 

other individuals who teach are reflected in the individualôs letter of appointment. 

 

  2.7.7 Student Advising 

 

Since a major objective of Pittsburg State University is to assist each student to develop 

his/her interests in order to reach his/her full personal and professional potential, 

Pittsburg State University emphasizes the role of the Faculty in the academic advising of 

students. 
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Although there are other offices which provide specialized counseling, such as 

Enrollment Management and Student Success and the University Counseling Center in 

addition to Career Services to which the student may be directed for professional 

assistance, the faculty member has a special and unique role which may take three forms: 

 

A. Advising of the student with regard to the studentôs work in classes taught by the 

faculty member; 

 

B. Serving as a departmental advisor in the studentôs major area to assist the student 

in setting academic goals, ensuring that the University and departmental 

requirements are met and understood by the student, and planning electives to 

coincide with the studentôs personal and career objectives; and 

 

C. Recognizing when the student needs professional assistance with problems of a 

personal nature or resulting from academic skill deficiencies and directing the 

student to the appropriate office or person from whom such assistance is 

available. 

 

 

  2.7.8 Faculty Availability  

 

Members of the Faculty are expected to arrange in advance when possible for any 

necessary absences from classes, departmental meetings or other occasions for which 

his/her attendance is normally required. Such arrangements are to be made with the 

appropriate Department Chairperson or other administrative official in cases of formal 

academic classes and events. The primary purpose for concurrence by the Department 

Chairperson is to ensure instruction at the proper level. 

 

If absence from a formal academic event is anticipated, a written request stating the 

reasons should be addressed to the Department Chairperson or appropriate administrator. 

 

It is expected that faculty members will meet classes as scheduled or will make proper 

arrangements with their Chairperson, to follow the final examination schedule and to 

participate in the regular academic life of the University. 

 

   2.7.8.1  Absences from Regular Instruction 

       

 Faculty are expected to meet classes for full periods at the location 

specified and at the time indicated in the semester class schedule. 

Examinations must be given according to the schedule as published in the 

academic calendar. If a faculty member is to be absent from his/her regular 

class assignment, he/she must make proper arrangements for the conduct 

of his/her class through the Chairperson of the Department. 
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2.7.8.2  Office Hours 

 

It is University policy that each faculty member will be expected to 

be in his/her office for advisement and consultation with students 

and such office hours will be posted. Each Chairperson prepares a 

complete roster of faculty office hours and reports them to his/her 

Dean. 

 

 

 

  2.7.9 Political Activities 

 

Faculty, administrators, and other unclassified personnel are eligible to accept any public 

or political party position which does not involve any conflict of interest and does not 

require substantial time away from assigned duties or in other respects infringe upon 

them. Such eligibility covers membership on a city commission, school board, planning 

group and county, state and national party committees and like organizations by either 

appointment or election. 

The filing of a declaration of intent to become a candidate shall not affect the status or 

appointment of an unclassified member of a college or university staff; provided, 

however, such person at all times while a candidate shall properly and fully perform all 

of his/her assigned duties; provided further, however, that should such person while 

he/she is a candidate for office fail to perform all of his/her assigned duties, such person 

shall not receive any salary or benefits from the date of filing for office. 

 

Leave without salary or other benefits will be granted to those elected or appointed to 

public office requiring full time or lengthy sustained periods away from assigned duties, 

such as Congress, the State Legislature and state and county offices or appointments to 

office falling within this category, effective as to a person elected or appointed to 

Congress or the State Legislature from the date such person takes the Oath of Office or 

the first day of the Legislative session and continuing until the adjournment of Congress 

or to a date no sooner than the last adjournment in April or sine die adjournment, 

whichever occurs first, of each regular and special session of the State Legislature; 

effective, as to other state and county offices, during the entire time a person serves as 

such officer. Leave without salary or other benefits shall not be required for any person 

serving in the State Legislature for service on any committee during a period when the 

Legislature is not in regular or special session, provided that such person shall decline to 

accept all legislative compensation for such service, but shall be entitled to such mileage 

and other expense allowances as provided by Statute and paid by the Legislature. 

 

In the interest of the fullest participation in public affairs, the same personnel is free to 

express opinions speaking or writing as an individual in signed advertisements, 

pamphlets and related material in support of or opposition to parties and causes. There 

will be the commensurate responsibility of making plain that each person so doing is 

acting for himself/herself and not in behalf of an institution supported by tax funds 
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drawn from citizens of varying political and economic views. For more information, see 

Section 5.13. 

 

(Board of Regents minutes 12/19/66; 5/19/72; 2/15/85) 

 

  2.7.10 Commitment of Time, Conflict of Interest, Consulting and Other Employment 

 

Preamble: The Board of Regents encourages the Regents institutions to interact with 

business, industry, public and private foundations, and government agencies in order to 

assure the relevance of their missions of teaching, research and service; to provide for 

and facilitate the professional development of their faculty and unclassified staff; and to 

promote the rapid expansion and application of knowledge, gained through research, to 

the needs of Kansas, the region and the nation. With particular reference to such 

interaction, the Board of Regents considers it of utmost importance that university 

employees conduct their affairs as to avoid or minimize conflicts of time commitments 

and conflicts of interest, and that the Regents institutions must be prepared to respond 

appropriately when real or apparent conflicts arise.  

 

To those ends, the purposes of this policy are to: (i) educate about situations that generate 

conflicts; (ii) provide means for faculty and unclassified staff and the university to 

manage real  or apparent conflicts; (iii) promote the best interests of students and others 

whose work depends on faculty direction; and (iv) describe situations that are prohibited. 

Every faculty member and member of the unclassified staff has an obligation to become 

familiar with, and abide by, the provisions of this policy. If a situation raising questions 

of real or apparent conflict of commitment or conflict of interest arises, affected faculty 

and/or unclassified staff must meet with their department chair, college dean or 

supervisor, report the conflict as described below, and eliminate the conflict or manage it 

in an acceptable manner. 

 

2.7.10.1 Conflict of Time Commitment 

 

 Attempts to balance university responsibilities outlined in the preamble 

with external activities, such as, but not limited to, consulting, public 

service or pro bono work, can result in real or apparent conflicts regarding 

commitment of time and effort. Whenever a faculty or staff memberôs 

external activities exceed reasonable time limits, or whenever an 

unclassified staff or faculty memberôs primary professional responsibility 

is not to the institution, a conflict of time commitment exists. 

 

Conflicts of commitment usually involve issues of time allocation. Faculty 

members and unclassified staff of Regents institutions owe their primary 

professional responsibility to their employing institutions, and their 

primary commitment of time and intellectual effort should be to the 

education, service, research and scholarship missions of said institutions. 

Faculty and unclassified staff should maintain a presence on campus 

commensurate with their appointments. The specific responsibilities, 
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position requirements, employment obligations and professional activities 

that constitute an appropriate and primary commitment of time will differ 

across colleges and departments, but said responsibilities, requirements, 

obligations and activities should be initially premised on a general 

understanding of full-time commitment for full-time faculty or unclassified 

staff of the institutions. Exceptions must be justified and shown to enhance 

the institutional mission. 

 

 

 

   2.7.10.2 Conflict of Interest 

 

A conflict of interest occurs when there is a divergence between an 

individualôs private, personal relationships or interests and his/her 

professional obligations to the university such that an independent observer 

might reasonably question whether the individualôs professional actions or 

decisions are determined by considerations of personal benefit, gain or 

advantage. 

 

A conflict of interest or the appearance of it depends on the situation, and 

not necessarily on the character or actions of the individual. The 

appearance of a conflict of interest can be as damaging or detrimental as an 

actual conflict. Thus, individuals are asked to report potential conflicts so 

that appearances can be separated from reality. 

 

Potential conflicts of interest are not unusual in a modern university and 

must be addressed. For example, conflicts of interest can arise out of the 

fact that Regents institutions have as part of their mission the promotion of 

the public good by fostering the transfer of knowledge gained through 

university research and scholarship to the private sector. Two important 

means of accomplishing the institutional mission include consulting and 

the commercialization of technologies derived from research. It is 

appropriate that university personnel be rewarded for the participation in 

these activities through consulting fees and sharing in royalties resulting 

from the commercialization of their work. It is wrong, however, for an 

individualôs actions or decisions made in the course of his or her university 

activities to be determined by considerations of personal financial gain. 

Such behavior calls into question the professional objectivity and ethics of 

the individual, and it also reflects negatively on the employing university. 

Regents institutions are institutions of public trust; faculty and unclassified 

staff must respect that status and conduct their affairs in ways that will not 

compromise the integrity of the university. 

 

Except in a purely incidental way, university resources, including but not 

limited to, facilities, materials, personnel, or equipment may not be used in 

external activities unless written approval has been received in advance 
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from the institutionôs chief executive officer or his/her designee. Such 

permission shall be granted only when the use of university resources is 

determined to further the mission of the institution. When such permission 

is granted, the faculty member or unclassified staff member will make 

arrangements for reimbursement of the University for customarily 

priceable institutional materials, facilities or services used in the external 

activity. Such use may never be authorized if it violates the Regents policy 

on Sales of Products and Services. 

 

Proprietary or other information confidential to a Regents institution may 

never be used in external activities unless written approval has been 

received in advance. 

 

Faculty or unclassified staff may not involve University students, classified 

staff, unclassified staff or faculty in their external activities if such 

involvement is in any way coerced or in any way conflicts with the 

involved participantsô required commitment of time to their university. For 

example, a studentôs grades or progress towards a degree may not be 

conditioned on participation. 

 

     2.7.10.2.1 Consulting for Other State of Kansas Agencies 

 

Consulting by faculty members and employees of 

institutions under the jurisdiction of the Board for another 

institution under the jurisdiction of the Board, as well as 

consultation for other state agencies, shall be approved in 

advance by the institution or agency seeking these services 

and approved by the employeeôs home institution. The 

home institution shall effect payment through the regular 

process and shall receive reimbursement through the 

interfund transfer process. 

 

2.7.10.2.2 Consulting Outside the University   

 

For members of the faculty, the Regents institution permits 

and, indeed encourages, a limited amount of personal, 

professional activity outside the faculty memberôs 

reasonably construed total professional responsibilities of 

employment by and for the institution, provided such 

activity: (a) further develops the faculty member in a 

professional sense or serves the community, state, or nation 

in a professional capacity; (b) does not interfere with the 

faculty memberôs teaching, research and service to the 

institution; and (c) is consistent with the objectives of the 

institution. Regular instructional service to other 

educational institutions is normally regarded as an 



     

. 

   B34 

    

 

    

     

   

inappropriate personal, professional activity. Without prior 

approval, faculty members on full-time appointments must 

not have significant outside managerial responsibilities nor 

act as principal investigators on sponsored projects that 

could be conducted at their institution but instead are 

submitted and managed through another organization. 

Unless an exception is granted by the President, Chancellor 

or a designee, unclassified staff members may consult only 

on non-university time, including vacations.  

 

2.7.10.2.3 Other Employment 

 

The Regents expect faculty and unclassified staff employed 

by the Regents institutions to give full professional effort to 

their assignments. It is, therefore, considered inappropriate 

to engage in gainful employment outside the Regents 

institution that is incompatible with institutional 

commitments. It is inappropriate to transact business for 

personal gain unrelated to the institution from oneôs 

institutional office, or at times when it might interfere with 

commitments to the institution. Participation in academic 

conferences, workshops and seminars does not usually 

constitute consulting or outside employment. However, 

organizing and operating such meetings for profit may be 

construed as consulting or outside employment as defined 

in this policy. 

 

 2.7.10.3 Reporting Requirements 

 

   2.7.10.3.1 Annual Reporting 

    

As part of the annual appointment process, all faculty and 

unclassified staff with 100% time appointments must 

disclose to the university whether they or members of their 

immediate family (spouse and dependent children), 

personal household, or associate entities (e.g., corporations, 

partnerships, or trusts) have consulting arrangements, 

significant financial or managerial interests, or employment 

in an outside entity whose financial or other interests would 

reasonably appear to be directly and significantly affected 

by their research or other university activities.  For 

purposes of this policy, significant financial or managerial 

interests (or significant financial or other interests) means 

all holdings greater than $10,000 or more than 5% 

ownership in a company.  Faculty and unclassified staff 

members who hold fractional appointments and who have 
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potential or possible conflicts of time commitments or 

conflicts of interest, as defined above, are also required to 

make the disclosures.  Failure to submit the required 

reporting form, as approved by the Council of Presidents, 

will result in denial of the opportunity to submit research 

proposals to external funding agencies until the form is 

submitted and may result in discipline in accordance with 

University procedures.  When the institution judges that the 

information submitted indicates that a conflict of time, 

commitment or interest does exist, the institution may 

require that the faculty or unclassified staff member submit 

additional information and explanation regarding that 

conflict. (9-21-95) 

    

 2.7.10.3.2 Reporting Significant Ad Hoc Current or Prospective 

Conflicts As They Occur  

  

Faculty and unclassified staff must disclose on the form 

approved by the Council of Presidents to the department 

chair or dean or supervisor on an ad hoc basis current or 

prospective situations that may raise questions of conflict 

of commitment or interest, as soon as such situations 

become known to the faculty or unclassified staff member. 

 

2.7.10.3.3 Reporting of Consulting 

 

The faculty member must inform the chief academic 

officer, through the department chair or head and the dean, 

of all external personal, professional activities.  For all such 

activities, except those single-occasion activities specified 

below, the faculty member must report in writing the 

proposed arrangements, and secure approval prior to 

engaging in the activities.  Those personal, professional 

activities which occur within a single 24-hour period must 

be reported annually in writing as prescribed.  For all 

activities concerned, the report should indicate the extent 

and nature of the activities, the amount of time to be spent 

in the activities, and the total amount of time spent or 

expected to be spent on all such outside activities during 

the current academic year. 

 

  2.7.10.3.4 Disposition of Reports 

 

All required reports shall be submitted in accordance with 

institutional requirements and shall be included in 

individual personnel files to be used for the determination 
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of whether an individual is in compliance with this policy.  

Such reports will also be available to institutional research 

officers to permit certification and/or verification of 

compliance with federal regulations.  Institutions must 

maintain these reports for a minimum of three years. 

 

 

 

 

 2.7.10.4 Use of University Name 

 

The Name of the Board of Regents, a Regents institution or 

the Regents System may never be used as an endorsement 

of a faculty member or unclassified staff memberôs external 

activities without expressed and advance written approval 

of the University chief executive officer and/or the Boardôs 

Executive Director, as appropriate.  Faculty members or 

unclassified staff members may list their institutional 

affiliation in professional books, articles and monographs 

they author or edit and in connection with professional 

workshops they conduct or presentation they make without 

securing approval. 

 

 2.7.10.5 Campus Policy Development and Enforcement 
 

Additional rules and procedures for personal external 

activity, consistent with Board policy, will be established 

by each Regents institution.  In situations in which the 

objectivity of a faculty or unclassified staff member could 

reasonably be questioned, or where apparent conflicts of 

interest exist, each Regents institution will establish an 

effective review mechanism to determine if a conflict of 

time or interest exists and to facilitate resolution of the 

conflict where possible, and to decide upon the appropriate 

sanctions when an unclassified staff or faculty memberôs 

activities have been determined to constitute a conflict.  

Such review mechanisms will include opportunity for 

appeal. 

 

Distribution and Dissemination.  This policy statement will 

be distributed upon initial appointment to all faculty and 

unclassified staff by each Regents institution. 

 

(Board of Regents minutes 12/16/77; 11/19/82; 5/17/85; 

4/20/95) 
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 2.7.11  Acceptance of Gifts 
 

University policy prohibits the acceptance of gifts by faculty members and 

other staff members from enrolled students in any situation which would 

place the faculty and staff members in a conflict of interest. 

 

The Kansas Governmental Ethics Commission Guidelines for State 

Employees Concerning Meals, Gifts, Entertain, and Travel offers 

Opinions to interpret KSA 46-237a.  The handout with these guidelines is 

available in the Presidentôs Office. 

 

 2.7.12 Regulations Governing the Use of Alcoholic Liquor at University 

Events 

 

   2.7.12.1 Policy for Student Alcohol Possession and Consumption 
 

 See Code of Student Rights and Responsibilities, Article 24, 

in the current Class Schedule at www.pittstate.edu. 

 

 2.7.13  Policy on AIDS 
 

The Board of Regents is aware of and sensitive to the significant economic 

and personal costs to society created as a result of the Acquired Immune 

Deficiency Syndrome (AIDS) epidemic.  The Board believes that the 

Regents institutions have an obligation to help educate their students, 

faculty and staff about AIDS and to help seek the prompt, confidential, 

and non-discriminatory treatment of those individuals diagnosed with 

AIDS or the AIDS-related disease. 

 

Each Regents institution shall adopt appropriate procedures to implement 

this policy and maintain copies of such for use by the campus community. 

 

   (Board of Regents policy 6/26/87; 10/15/87; 6/28/95) 

 

 2.7.14  Other Obligations 

    

It is an obligation of faculty members to observe regulations of the 

University, (i.e., parking and use of University facilities.) The Department 

Chairperson should be able to refer the faculty member to the appropriate 

office for information. 

 

 2.8  Faculty Rights and Privileges 

 

   2.8.1  Academic Freedom 
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Pittsburg State University endorses the American Association of 

University Professors Academic Freedom and Tenure 1940 Statement of 

Principles and Interpretive Comments.  The statement was adopted by the 

Pittsburg State University Faculty Senate Monday, March 22, 1982.  The 

University will observe both spirit and intent of the statement within the 

policies and procedures of the Kansas State Board of Regents.  (See 

Appendix A). 

    

   2.8.2  University Faculty Association 

 

The University Faculty Association provides an opportunity for both 

professional and social expression throughout the year for staff and faculty 

personnel for a nominal membership fee.  

  

 

   2.8.3  Grievance Procedure 

 

The general grievance procedure for the tenured/tenure-earning Faculty is 

found in the Agreement.  The performance appraisal grievance procedures 

for the tenured/tenure-earning Faculty may be found in the Agreement.  

The Intra Range Grievance Procedure may be found in the Agreement.  

Any other grievance should be handled through the Office of Equal 

Opportunity/Affirmative Action, 218 Russ Hall. 

 

 2.8.4 Position Statement Regarding Faculty Requests for a Hearing by the 

Board of Regents 

 

  It is the policy of the Board of Regents not to involve itself in the details 

of employment, supervision or termination of individual employees.  It is 

the Board policy that these administrative functions be carried out at the 

campus level by the Administration within the framework of Board policy 

and state law.  While the Board will not hear individual cases, it will seek 

assurance that campus policies provide for the due process and that those 

campus policies have been followed. 

 

  (Board of Regents minutes 2/14/74) 

 

 2.8.5 Supportive Services 

 

  2.8.5.1  Office Facilities 
 

  All full -time faculty members will be assigned adequate 

office space on campus.  Since these offices are most often 

semi-private, the office of the Dean of the College will 

assist faculty members in locating appropriate private space 

for meetings of a confidential nature. 
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 2.8.5.2 Library Servi ces 

 

  The Leonard H. Axe Library houses the main collection of 

books, periodicals, government documents and 

miscellaneous materials.  Additional specialized materials 

for teacher education are located in the Instructional 

Resource Center in the basement of Hughes Hall.  A 

satellite library is housed in the Kansas Technology Center. 

Standard library practices are followed for the use of all 

kinds of materials.  For specific procedures and regulations, 

consult the staff of the Library.  Copying services are 

available at a reasonable cost. 

 

 

 2.8.5.3  Computer Services 

 

The Office of Information Services must be notified prior 

to the use of the central computing system for support of 

research or commercial projects conducted by University 

staff, faculty, or students for which reimbursement is 

anticipated.  Following this notification, the Office of 

Information Services will coordinate the use of the central 

computing system with the appropriate University offices. 

 

 2.8.5.4  Printing and Design Services 

 

The University provides design and design services for 

unclassified personnel for official University business.   

Directions concerning the use of this service can be 

obtained through the Department Chairperson or by 

consulting Printing and Design Services, 106 Whitesitt 

Hall. 

 

 2.8.5.5  Teaching, Learning and Technology 

 

Pittsburg State University has its materials and services for 

Instructional Media located in three areas.  The main 

offices as well as the television facilities are in Hartman 

Hall. 

 

Television facilities are located primarily on the first floor 

of Hughes Hall.  The tape laboratory is on the second floor 

of Grubbs Hall.  University unclassified personnel may 

make arrangements to use all the facilities through the 

Coordinatorôs office, 333A Hartman Hall, Ext. 4841. 
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 2.8.5.6  Testing Services 

 

The University administers a wide variety of tests 

pertaining to student aptitudes and academic interests.  

Testing services are located in 206B Whitesitt Hall. 

 

 2.8.5.7  Student Employees 

 

The Student Employment Office is located in 202 Horace 

Mann and is a part of University Advancement.  Faculty 

who wish to secure the assistance of student employees 

should consult the Department Chairperson and receive 

his/her authorization.  In order to be placed on the payroll, 

faculty members through their Chairperson must process a 

contract for all student employees in the Student 

Employment Office. 

 

 2.8.6  Research Support 

 

The University is committed to excellence in the transmission of 

knowledge through creative teaching and purposeful learning, the 

application of knowledge through the solution of problems, the search for 

knowledge through research and scholarship and to the preservation of 

knowledge.   

 

This concept, from the Pittsburg State University strategic planning 

statement, challenges the Faculty of the University to ñsearch for 

knowledge through research and scholarship.ò  That challenge taxes the 

resources of the University as well as the resources of the individual 

faculty member 

 

2.8.6.1 The Research and Scholarship Mission of the Office of 

Continuing and Graduate Studies and Research 

 

 The Office of Continuing and Graduate Studies and 

Research has as one of its responsibilities to facilitate the 

mission of Pittsburg State University as it pertains to the 

search for knowledge through research and scholarship.  To 

that end, the following goals were identified for the Office. 

 

 A. To establish and maintain the Universityôs long-

range plan for the external support of research and 

scholarly activity. 

 

 B. To establish and maintain an information system to 

support research and scholarly activity. 
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 C. To facilitate the generation and submission of 

research proposals for external funding. 

 

 D. To establish and maintain the budgetary structure 

and system for externally funded research and 

scholarly activity. 

 

 E. To establish and maintain liaison activities with 

external funding sources to further research and 

scholarly activity of the University. 

 

 

 

 

2.8.6.2 Research and Scholarship Functions of the Office of 

Continuing and Graduate Studies and Research 

 

 A. Provide information concerning research/scholarly 

activity for the formation of objectives by 

Departments, Colleges and the University.  With the 

cooperation of Faculty and appropriate 

administrators, specify priorities for research needs 

and capabilities through the establishment and 

maintenance of an externally supported 

research/scholarly activity long-range planning 

committee. 

 

 B. Coordinate external funding support for Faculty, 

graduate and undergraduate research activities of 

the University. 

 

 C. Develop a research information system to provide 

data relative to: 

 

  1. Current institution-wide research. 

 2. Matching of faculty interests with funding 

sources, and  

 3. Disseminate the information on research and 

scholarly activity opportunities and 

encourage research in areas of growing 

concern and need not yet existing on 

campus. 

  

 D. Publish a regular newsletter of research/scholarly 

activity opportunities and maintain a file of faculty 
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research capabilities and interests.  Provide faculty 

development opportunities in proposal writing and 

grantsmanship, as well as for proposal review and 

technical assistance.  Review all proposals for 

external funding and facilitate the processing of 

proposals through the administrative chain.  Contact 

appropriate funding officers to facilitate the positive 

reception of University proposals at funding 

sources.   

 

 E. Organize clerical and budgetary services for 

research/scholarly activities and provide technical 

assistance during the project administration.  

Monitor budgetary function of post-award activities 

of research projects and assist principal 

investigators in the administration of grants 

received. 

 

 F. Communicate directly with funding agencies and 

maintain a contact file of potential funding agency 

personnel.  Communicate with the Vice President 

for University Advancement and coordinate efforts 

regarding research activities and funding sources, as 

well as communicate and facilitate faculty service 

to government and industry for research activities. 

 

 2.8.6.3 Organization of Research and Scholarly Activities 

 

  The Office of Continuing and Graduate Studies and 

Research is under the authority of a Dean and appointed by 

the Provost/Vice President for Academic Affairs with the 

approval of the President.  The Dean of Continuing and 

Graduate Studies and Research is responsible for the 

overall administration of the research and scholarly 

activities of the Faculty, including the coordination and 

articulation of all externally funded projects, planning and 

implementation of appropriate staff development activities 

associated with externally funded research and scholarly 

efforts and coordinating externally funded research and 

scholarly activities of the Faculty with the various publics 

served by Pittsburg State University.  Clerical and fiscal 

support will be provided by the Office of Continuing and 

Graduate Studies and Research with support provided by 

the Office of the Provost.  The Dean will report directly to 

the Provost/Vice President for Academic Affairs and 

coordinate the activities of the office with the College 
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Deans, the Advisory Council for Research and Scholarship, 

the Committee for the Protection of Human Research 

Subjects, the Professional Development Committee and the 

Vice President for University Advancement. 

 

 2.9 Intellectual Property Policy 

 

  2.9.1  Copyright Policy 
 

   The purpose of the Board of Regentôs Intellectual Property Policy is to 

foster the creation and dissemination of knowledge and to provide 

certainty in individual and institutional rights associated with ownership 

and with the distribution of benefits that may be derived from the creation 

of intellectual property.  The policy is intended to be a broad statement to 

provide uniformity among Regents institutions while allowing for 

institutional flexibility.  The policy applies to all full or part-time 

employees, including students, creating intellectual property related to the 

scope of their employment while under contract with a Regents institution.  

When revenues are to be shared, the creator(s) shall obtain his/her share 

only after the institution has recouped any direct costs borne by the 

institution for equipment and materials and cost paid to third parties.  The 

portion of the revenues to be shared among multiple creators shall be 

shared equally unless otherwise agreed in writing by the creators.  

Institutions shall develop written policies and procedures consistent with 

this Intellectual Property Policy.  

 

   A. General Copyright Policy 

   

The ownership of the various rights associated with copyright are 

dependent upon the specific type of intellectual property.  The institutions 

shall assert limited ownership of some of the various rights as set forth 

below.  Since the Board has fiduciary responsibilities for the appropriate 

use of state funds, unless otherwise provided for under this policy, all 

rights associated with works produced as ñwork-for-hireò or other works 

that make ñsubstantial useò of institutional resources belong to the 

institution.  ñSubstantial useò means that the creator receives more than 

the normal support for the project or receives time and/or resources 

specifically dedicated to the project. 

 

(1) Mediated Courseware 

 

(a) Institutions shall have limited ownership or control rights for 

mediated courseware as specified below: 

  

(1) Self-initiated mediated courseware.  When employees develop 

mediated courseware without specific direction by the institution, 
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unless otherwise agreed, the ownership of the courseware shall 

remain with the employee.  Normally, no royalty, rent, or other 

consideration shall be paid to the employee when that mediated 

courseware shall not be used or modified without the consent of 

the creator(s).  The mediated courseware shall not be sold, leased, 

rented or otherwise used in a manner that competes in a substantial 

way with the for-credit offering of his/her own institution unless 

that transaction has received the approval of the chief academic 

officer of the institution, the creator shall reimburse the institution 

for substantial use of institutional resources from revenues derived 

from the transaction offering the course. 

 

(2) Institution-directed mediated courseware.  When the institution 

specifically directs the creation of mediated courseware by 

assigning one or more employees to develop the mediated 

courseware and supplies them with materials and time to develop 

the mediated courseware, the resulting mediated courseware 

belongs to the institution and the institution shall have the right to 

revise it and decide who will utilize the mediated courseware in 

instruction.  The institution may specifically agree to share 

revenues and control rights with the employee. 

 

b) Institutions shall develop procedures for reporting the 

development of mediated courseware to the appropriate 

administrator at the institution. 

 

   (2) Scholarly and Artistic Works 

 

Notwithstanding any use of institutional resources or the ñwork-

for-hireò principle, the ownership of textbooks, scholarly 

monographs, trade publications, maps, charts, articles in popular 

magazines and newspapers, novels, nonfiction works, artistic 

works, like works, and supporting materials shall reside with the 

creator(s) and any revenue derived from their works shall belong to 

the creator(s), except for textbooks, institutions shall have royalty-

free use of the work within the institution, unless otherwise agreed 

in writing. 

 

   (3) Manuscripts for Academic Journals 

 

(a) Notwithstanding any use of institutional resources or the 

ñwork-for-hireò principle, the ownership of manuscripts for 

publication in academic journals shall reside with the creator(s) 

and any revenue derived from their works shall belong to the 

creator(s). 
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(b) If the manuscript is to be published, the creator(s) shall request 

the right to provide the institution with a  royalty-free right to use 

the manuscript within the institution in its teaching, research, and 

service programs, but not for external distribution, and, if 

successful, the creator(s) shall grant such right to the institution. 

 

© I Upon the establishment of national governmental or nonprofit 

entities whose purpose is to maintain in an electronically 

accessible manner a publicly available copy of academic 

manuscripts, the Kansas Board of Regents will review each entity 

and upon determination that providing the manuscripts will not 

jeopardize the publication of articles or infringe on academic 

freedom, require the creator(s) to provide to the appropriate entity 

a limited license for the use of each manuscript. 

 

   (4) Copyrightable Software 

 

The rights to copyrightable software with an actual or projected 

market value in excess of $10,000 annually, except software 

included in the mediated courseware, shall be determined pursuant 

to the Boardôs Patent and Copyrightable Software Policy. 

 

   (5) Student Academic Creations 

 

The ownership of student works submitted in fulfillment of 

academic requirements shall be with the creator(s).  The student, 

by enrolling in the institution, gives the institution a nonexclusive 

royalty-free license to mark on, modify, retain the work as may be 

required by the process of instruction, or otherwise handle the 

work as set out in the institutionôs Intellectual Property Policy or in 

the course syllabus.  The institution shall not have the right to use 

the work in any other manner without the written consent of the 

creator(s). 

 

  B. Patent and Copyrightable Software Policy 

 

Patents obtained on inventions or the ownership of copyrightable software 

with an actual or projected market value in excess of $10,000 annually 

resulting from institutionally sponsored research shall be retained by the 

institution or may be assigned to an organization (Hereinafter called the 

Organization) independent of the institution and created for the purpose of 

obtaining patents on inventions, receiving gifts, administering or disposing 

of such patents, and promoting research and the development of 

intellectual property at the institution by every proper means.  The 

following regulations shall be followed with respect to inventions or 

software: 
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(1) Anyone who conceives an invention or who develops 

copyrightable software that is not included in mediated courseware 

resulting from a research project sponsored by the institution shall 

report the matter to the appropriate research administrator at the 

institution, who will recommend whether or not to forward it to the 

Organization. 

 

 (2) If the institution or the Organization decides that the invention 

does not warrant patenting, the inventor is free to patent it.  In such 

case, however, the institution does not relinquish its rights to 

publish any of the data obtained in the research project.  If the 

institution or the Organization decides not to further the use of the 

copyrightable software, it shall assign the rights therein to the 

creator(s). 

 

(3) When any revenue is obtained by or on behalf of the institution 

from the development or assignment of any patent or from 

royalties, license fees or other charges based on any patent or 

copyrightable software, not less than twenty-five (25) percent of 

revenues shall be paid to the inventor(s) or creator(s).  Revenue 

sharing shall begin only after the institution recoups costs as set 

forth in this policy. 

 

(4) The remainder of any revenue mentioned in Paragraph 3 shall 

be used to sponsor further research and research-related activities 

in the institution.  The institution may agree that the Organization 

may retain a portion of the funds. 

 

(5) In case of cooperative research sponsored in part by an outside 

corporation or individual, a written contract shall be made between 

the institution and the cooperating agency.  This contract should 

include a statement of policy substantially equivalent to that 

outlined below: 

 

ñIt is agreed by the parties to this contract that all results of 

experimental work, including inventions, carried on under 

the direction of the scientific staff of the institution, belong 

to the institution and to the public and shall be used and 

controlled so as to produce the greatest benefit to the 

public.  It is understood and agreed that if patentable 

inventions or copyrightable software grow out of the 

investigation and such inventions or software have 

commercial value, the cooperating agency shall receive 

preferential consideration as a prospective licensee, with a 
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view to compensating said cooperating agency in part for 

the assistance rendered in the investigation.ò 

 

ñIt is further agreed that the name of the institution shall 

not be used by the cooperating agency in any 

advertisement, whether with regard to the cooperative 

agreement or any other related matter.ò 

 

(6) In case of a research project where it is proposed that all costs 

including overhead, salary of investigator, reasonable rent on the 

use of equipment, etc., are paid by an outside party, the outside 

party and the institution shall negotiate the appropriate assignment 

of all patent or copyrightable software rights prior to the provision 

of any funding by the outside party.  The institution shall reserve 

the right to publish all data of fundamental value to science and 

technology. 

 

(Board of Regents policy 11/98, 10/00, 10/02) 

 

 2.9.2 Policy Concerning Photocopying/Duplicating Copyrighted Materials 

for Classroom and Research Use 

 

  Pittsburg State University recognizes the exclusive rights of copyright 

owners to determine certain uses of their works and certain exceptions, 

including the doctrine of ñfaire use.ò  These precepts are in the mutual 

interest of the University, author, publisher communities, and the public. 

 

  Under the copyright laws, certain photocopying of copyrighted works for 

educational purposes may take place without the permission of the 

copyright owner under the doctrine of ñfair useò presently set forth in 

Section 107 of the Copyright Act.  To achieve for faculty greater certainty 

of procedure, to reduce risks of infringement or allegations thereof, and to 

maintain a desirable flexibility to accommodate specific needs, a policy 

was adopted by the Pittsburg State University Faculty Senate (5/7/84).  In 

the normal course of their work, Faculty have the opportunity to develop 

material and artifacts in need of copyright.  Often such products of faculty 

creative endeavors are the result of partial or full support of a grant or 

contract administered by Pittsburg State University or supported by the 

University itself. 

 

  The intention of an author/project director to apply for a copyright or sign 

a contract with a publisher that involves a product from a project 

supported in whole or in part by outside funds or by the University must 

be made known to the University. 
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  The President is the agent of the University who legally represents a 

sponsored project to a granting agency, and it is the University agentôs 

responsibility to see that both the granting agency and person(s) wishing 

to copyright are fairly represented. 

 

  Exceptions: The publication of journal articles or single chapters in books 

is exempt from the reporting procedures.  The production of a book or a 

substantial portion of a book where a faculty member is a co-author should 

be reported.  Appropriate credit must always be given when any state, 

federal, or private funds have been involved. 

 

 

 2.10 Background Checks on New Hires 
 

  The Kansas Board of Regents in a policy adopted at its May 2008 meeting directed each 

of the Regents institutions establish a plan for background checks by September 1, 2008 

to comply with the Board policy.  Pittsburg State University's plan for background 

checks may be found on the home page of the Office of Equal Opportunity at: 

  http://www.pittstate.edu/eoaa/. 

 

 (Board of Regents policy, May/08) 
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CHAPTER 3 

ADMINISTRATIVE PROFESSIONALS  

 
 3.1 Definition of Administrative Professionals 

 

  The Administrative Professionals of Pittsburg State University consist of unclassified 

persons who are performing functions directly related to administrative policies or a 

professional set of skills.  The Administrative Professional must customarily and 

regularly exercise discretion and independent judgment or professional judgment.  The 

work performed is professional in nature or varied and cannot be standardized in point 

and time.  Generally, the Administrative Professional requires special training, 

knowledge, or postsecondary education beyond the baccalaureate. 

 

 3.2 Policies on Recruitment and Appointment of Professionals 
 

  3.2.1  Recruitment of Administrative Professionals 
 

   To assure high quality and effectiveness of operations, Pittsburg State 

University is committed to the following statements of policy which are 

deemed important guidelines to administrative professional recruitment: 

  

  A. Pittsburg State University is highly selective in making initial 

appointments to maintain an outstanding support staff and to create 

a professionally challenging atmosphere for the individual; and 

 

  B. the University conforms to the letter and the spirit of the Equal 

Employment Opportunity and Affirmative Action policies of the 

University in recruiting new Administrative Professionals (see 

Chapter VIII). 

 

Guidelines concerning the recruitment and selection of Administrative 

Professionals undergo periodic scrutiny, review and revision.  Copies of 

the guidelines in effect for recruiting and selecting Administrative 

Professionals may be obtained in the Office of Equal 

Opportunity/Affirmative Action, 232 Russ Hall. (See Appendix L). 

 

  3.2.2  Appointment of Administrative Professionals 

 

   The appointment of Administrative Professionals are annual and non-

tenure earning. The designation of administrative appointment should be 

stated in the unclassified administrative professionalôs written notice of 

appointment.  Persons holding such appointments are subject to the laws 

and policies of the state of Kansas, the Board of Regents, and the 

University. 
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  3.2.3  Documents and Records 

 

    3.2.3.1  Pre-Employment File 

 

The pre-employment file of an application for an 

administrative professional position should contain only 

material that is essential for making an adequate 

determination on whether the applicant can perform the 

required duties and responsibilities associated with the 

position. 

 

    3.2.3.2  Access to Personnel Files 

 

The University shall maintain official personnel files in the 

Office of the President for Administrative Professionals. 

These files shall be confidential. Any material in such files 

dealing with personnel and/or professional matters shall 

include authorship. An Administrative Professional or 

his/her designee shall have access to his/her original 

personnel file during regular office hours provided there 

shall be no undue interference with the normal routine of 

the office. An Administrative Professionalôs official 

personnel file shall not be removed from the office by the 

Administrative Professional or his/her designee, and access 

to the file shall be only in the presence of someone in 

authority in the office. 

 

If an Administrative Professional designates another person 

to have access to his/her personnel file, the Administrative 

Professional shall authorize the Office of the President in 

writing to release his/her file to that designee for 

examination under conditions cited in item (a) above.  

 

An Administrative Professional shall have the right to 

respond or comment on any material filed in his/her official 

personnel file. Such answers shall be affixed to the material 

and placed with it in the administrative professionalôs file. 

 

An Administrative Professional shall have the right to have 

a copy of material filed in his/her official personnel file at 

personal expense. Copies will be made by a representative 

of the Office of the President upon request from the 

administrative professional concerned. 
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University administrators shall have access to 

administrative professional personnel files in carrying out 

their official duties. 

 

If a personnel file is duly subpoenaed in accordance with 

the law, the administrative professional involved shall be 

notified of such subpoena at the earliest possible time. 

 

The original or a copy of an official personnel file shall be 

made available at an administrative professionalôs 

grievance hearing on his/her written request. 

 

That portion of an administrative professionalôs personnel 

file relevant to a grievance being heard or a copy of that 

portion of the file may be introduced at a grievance hearing 

upon the written request of an administrative official 

involved in the grievance hearing of that administrative 

professional. 

 

    3.2.3.3  Letters of Appointment 

 

The University will usually issue letters of appointment in 

late May of each year. Signed acceptance of the terms or 

conditions noted in the letters of appointment must be 

received by the date specified. Except when arrangements 

have been made in advance because of travel or other 

approved reasons, the position will be declared vacant at 

the end of the allotted time if the signed letter of 

appointment has not been returned to the Presidentôs 

Office. 

 

The terms in the letter of appointment take precedence over 

all other prior and subsequent understandings or 

agreements, unless expressly agreed in writing to the 

contrary. 

 

Appointment and termination dates for the athletics 

coaching staff may vary from other non-teaching 

professionals. 

 

 

  3.2.4  Conflict of Interest/ Employment of Relatives 

 

 Persons may be appointed to classified or unclassified positions without 

regard to family relationship to or living arrangements with other members 

of the Faculty or staff. If a person is in a position which requires an 
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evaluation or a personnel decision, such as those concerning appointment, 

retention, promotion, discipline, tenure or salary of a family member or a 

member of such personôs household, such condition shall be deemed a 

conflict of interest and that person shall not participate in such a decision, 

and that person shall not participate in any group or body which is 

considering any such decision. 

 

(Board of Regents policy, 9/27/63; amended 11/20/81; 10/17/91) 

 

  3.2.5  Guidelines and Procedures Concerning the Evaluation of English 

Language Proficiency for the Administrative Professionals Who Teach 

 

    A. Administrative Professionals who Teach 

 

 All unclassified personnel with full-time instructional 

responsibility currently employed by Pittsburg State University 

who have not undergone formal personnel review in which oral 

communication skills have been assessed shall have their spoken 

English language competency assessed by their respective 

department or unit chair. 

 

ñFormal personnel reviewò shall include the following: the 

entrance interview, tenure review, promotion review, or the annual 

performance appraisal interview. The ñassessmentò will be carried 

out by the Department Chairperson. 

 

The ñassessmentò will consist of the following variables of spoken 

English: pronunciation, grammar, fluency, and comprehensibility. 

 

The Dean of the College will certify that the ñassessmentò has been 

completed. 

 

All Administrative Professionals who teach at Pittsburg State 

University have been determined to be proficient in the use of the 

English language as of July 1, 2008. Verification of each staff 

memberôs English language competency will be provided by the 

form signed by the Chairperson and Dean. This form will become a 

part of the individualôs permanent personnel file and will serve as 

the verification required. 

 

B. Prospective Pittsburg State University Administrative 

Professionals who Teach  

 

1. Full-Time and/or Part-Time Administrative 

Professionals who Teach 
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 All prospective instructional members of PSU, 

except visiting professors on exchange for one year 

or less, must have their spoken English competency 

assessed prior to employment through interviews 

with not fewer than three instructional personnel, 

one of whom shall be a student, having classroom 

or laboratory instructional responsibilities and/or 

direct tutorial or advisement contact, other than for 

courses or sessions conducted primarily in a foreign 

language. An oral interview shall be conducted 

either face-to-face or by mediated means. 

Prospective instructional members found to be 

potentially deficient in speaking ability shall be 

required to achieve a minimum score of 50 on the 

Test of Spoken English (TSE) or the Speaking 

Proficiency English Assessment Kit (SPEAK), to 

be eligible for an appointment without spoken 

English language remediation conditions. 

 

2. General 

  

 Non-native English speakers are persons whose 

principal language is other than English. 

 

(Board of Regents policy 6/28/85; 2/18/88; 6/27/91; 6/28/95; 

6/27/96; (1/20/05) 

 

For additional information see Agreement. 

 

  3.2.6  Immigration Reform and Control Act of 1986 

 

 Pittsburg State University shall not knowingly employ an unauthorized 

foreign national or a person who fails to provide documentation of 

employment eligibility. The University will consider any action to 

discriminate in any aspect of employment on the basis of national origin, 

citizenship or intending citizenship as a violation of this policy. There is 

one exception. When a Department/Unit has two equally qualified 

candidates for a position- one a United States citizen or national and one 

who is not a citizen or national- the Department/Unit may hire the United 

States citizen or national without violating the policy. However, the 

University will not engage in preferential hiring of United States citizens 

or nationals when such action would result in the failure to achieve hiring 

goals as required by the Universityôs Affirmative Action Plan. 

 

Offices engaging in recruitment for employees will notify applicants of the 

documentation required in this policy. 
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Complete information regarding the Universityôs Procedures for 

Employment Eligibility Certification in Compliance with the Immigration 

Reform and Control Act of 1986, as well as a list of acceptable documents, 

are on file in the Office of the President, 207 Russ Hall; the Office of the 

Equal Opportunity/ Affirmative Action, 218 Russ Hall; Human Resource 

Services, 204 Russ Hall; and in the Student Employment Office, 203 

Horace Mann. 

 

 3.3 Resignations 

 

An Administrative Professional who does not intend to accept appointment for the 

following fiscal year should submit a written resignation to his/her immediate supervisor 

as soon as the decision has been made. Original copies of resignations will be forwarded 

in each case through the appropriate administrator to the President. 

 

3.4  Retirement 

 

  The Board of Regents policy on retirement can be found in Appendix F. 

 

For additional information on retirement see the Agreement. Information regarding 

individual retirement can be obtained from Human Resource Services, 204 Russ Hall. 

 

3.5  Emeritus Status 

 

The Kansas Board of Regents adopted the following statement concerning the awarding 

of emeritus status to a retiring administrative professional. 

 

Emeritus status is an honorary title awarded to a retiring administrative professional for 

extended meritorious service. Each Regents institution will establish its own criteria for 

awarding such status. Emeritus status may be approved by the Chief Executive Officer 

of the employing institution. There is no salary or enrollment attached to the status other 

than such privileges as the institutions may wish to extend. 

 

(Board of Regents policy 10/18/84; 3/20/87; 3/88; 6/28/95) 

 

Emeritus status shall be conferred upon the administrative professionalôs retirement 

from full-time University service. This service must be continuous for a period of ten or 

more years. Emeritus status may also be awarded posthumously to those administrative 

professionals who have died in office after ten years of continuous service. 

 

3.6  Evaluation Policies and Procedures 

 

Introduction - Pittsburg State University recognizes the value of annual performance 

reviews for each unclassified professional staff member. Performance reviews are part 

of the ongoing process that serves as a guide for staff members and their supervisors in 
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understanding the responsibilities and competencies required for each position within 

the University. 

 

 Purpose ï The appraisal system may serve the following purposes: 1) to provide on an 

annual basis meaningful data regarding past performance, 2) to formulate areas of 

personal and professional emphasis for the coming years, 3) to serve as one of the 

mechanisms that contribute to decisions involving salary, merit salary increases, 

promotions and terminations, 4) every three years the review will include communication 

from those professionals and publics with whom the professional interacts. 

 

Position Description ï Annual reviews will be based upon the position description 

developed for each unclassified professional staff member.  Position descriptions should 

be updated at each annual review. 

 

Guidelines ï After consultation with staff, Vice Presidents, Deans and Area Supervisors 

will determine the specific procedures for conducting performance reviews for staff 

members under their jurisdiction.  Guidelines will be on file in the supervisorôs office.  

Procedures developed must be congruent with the following general policies: 

 

A. Reviews are intended to assess the overall quality of a staff memberôs 

performance.  The process of assessing goals one by one is to be avoided. 

 

B. The emphasis is upon an explicit written portfolio followed by a personal 

interview for each staff number.  The use of ratings, rankings and checklist should 

be minimized, and considered secondary, if adopted at all. 

 

 C. The staff member and his/her supervisor can select the performance categories in 

which documentation of accomplishments shall be made.  Once these are 

selected, the staff member is responsible for documenting his/her successful 

performance in each area. 

 

 D. The central purpose of review is to assist individuals with their professional 

development and the quality of their performance.  Reviews should be 

constructive rather than punitive evaluations. 

 

 E. Reviews should address aspects of a staff memberôs performance such as 

knowledge of work, quality of work, initiative, cooperation, judgment, effective 

decision-making. 

 

 Minimally, reviews should contain the following: 

 

 A. Position description should be updated. 

 

 B. Review should begin with a statement of accomplishments of each member as 

they relate to the basic functions and requirements of the position and major 

assignments as documented in the portfolio. 
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 C. Portfolio documentation will include areas of major accomplishments and 

personal or professional development plans.  It is the responsibility of the staff 

member to provide documentation. 

 

 D. Identification of areas of future effectiveness may be included. 

 

 E. A summative evaluation statement is prepared by the supervisor. 

 

Three-Year Review 
 

 This review will include communication from peers, colleagues, and publics outside the 

division. 

 

 Procedures ï Reviews are to be conducted during February and should be concluded no 

later than February 28.  At the time of the personal interview, the staff member 

acknowledges the review by signing the written narrative of the review. 

 

 Staff members may attach any written comments they wish regarding their review or the 

review process.  The supervisor retains all documents and provides all copies to the staff 

member.  Staff members may request in writing within ten (10) days a further review of 

their performance with the next level supervisor.  This second review must be completed 

within ten (10) days of the receipt of the request. 

 

3.7 Standards for Non-Reappointment: Notice of non-reappointment will be given in 

writing in accordance with the following standards: 

 

 --Administrative Appointments ï With the exception of those unclassified employees that 

serve at the pleasure of the President, an Administrative Appointment is one held by an 

unclassified employee of Pittsburg State University who is not a Tenured or Tenure 

Earning Faculty member. 

 

 --Procedures for Non-Reappointment: 

 

 A.  Upon written recommendation of the dean or director and Vice President, the 

President will send a written notice on non-reappointment to the employee.  The 

employee shall have an opportunity to a hearing to grieve the non-reappointment.  

The procedures for this hearing are described below.  The written notice of non-

reappointment may include information about the reason for non-reappointment. 

  

 B. Notice of non-reappointment is to be given as early as possible. 

 1) The first three (3) years of service are considered a period during which 

notice must be given no later than May 1
st
 for non-reappointment the 

following fiscal year.  After this date the employee is entitled to a one-year 

appointment for the following fiscal year.  Employees that have 

appointment that ends other than the last day of the fiscal year should 
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receive notice of non-reappointment no later than thirty (30) days prior to 

the end of the current appointment. 

 

 2) After completion of the third full fiscal year, the employee must be 

provided notice no later than January 15
th
 if the employee will not be 

reappointed the following fiscal year.  After this date the employee is 

entitled to a one-year appointment the following fiscal year.  Employees 

that have an appointment that ends other than the last day of the fiscal year 

receive notice of non-reappointment no later than one hundred fifty (150) 

days prior to the end of their current appointment. 

 

 C. Employees may be reassigned to other duties during those months following the 

notice of non-reappointment. 

 

 D. Those employees with Administrative Appointments may be terminated from 

employment at any time for just cause related to the performance or failure to 

perform the individuals duties or for violation of the reasonable directives, rules 

and regulations, and laws of the institution, the Board of Regents and the state of 

Kansas or the United States. 

 

 -- Procedures for the Grievance Hearing 

  

 Step 1 

 

 A. If the employee would like to grieve the non-reappointment, the employee must 

send written notification to the employeeôs Vice-President within five (5) 

workdays of the date of notice of non-reappointment.  If the employee serves 

directly under a Vice President, the employee would grieve directly to the 

President and the employee and President would be subject to the timeline and 

procedures set out in Step 1. 

 

 B. Within ten (10) workdays of receipt of notice of the grievance, the Vice-President 

shall hold a hearing with the grievant and the grievantôs supervisor(s) that 

recommended non-reappointment. 

 

 C. This proceeding is an informal proceeding intended to allow the Vice President to 

gather information and hear from the grievant and the grievant's supervisor.  Upon 

request by either party, the hearing may be recorded.  The party making this 

request will incur all expenses of the recording.  If requested in advance, the 

employee may bring an advisor to the hearing.  This advisor may be an attorney, 

friend, relative, co-worker, etc.  The role of the advisor should be limited to 

helping the employees respond to information presented or questions from others.  

The advisor is permitted to question individuals at the hearing.  If the conduct of 

the advisor interferes with the hearing, the Vice-President may request or order 

the advisor to leave the hearing.  The grievant, grievantôs supervisor(s), and the 

Vice-President may have witnesses present at the hearing. 
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 D. The following procedures should be followed by the Vice-President: 

 

 E. The Vice-President and grievant will have a determined amount of time to present 

information, question witnesses, and respond to questions.  The Vice President 

and the grievant will determine this amount of time. 

 

 F. Within seven (7) workdays of the hearing, the Vice President will issue a decision 

on the non-reappointment grievance. 

 

 Step II 

 

 A. If the grievant is not satisfied with the decision of the Vice President, the grievant 

may appeal this decision to the President.  The grievant must notify the President 

within five (5) workdays of the Vice Presidentôs decision. 

 

 B. Within five (5) workdays of the grievantôs notice of appeal, the President must 

meet with the grievant and the Vice President.  After this meeting, the President 

will issue a decision as to whether or not the non-reappointment will stand.  The 

Presidentôs decision will be the final decision for the University. 

 

3.8 Administrative Professionals that Serve at the Pleasure of the President 
 

 The Provost, Vice Presidents, Deans, Department Chairs, University Attorney, Director of 

Intercollegiate Athletics, Director of Facilities Planning, Director of Student Publications, 

Athletic Coaches, Assistant Athletic Director for Marketing and Promotions, Assistant 

Athletic Director for Media Relations, Director of Academic Compliance for 

Intercollegiate Athletics, Director of Equal Opportunity/Affirmative Action, Director of 

Planning, Analysis and Assessment, Director of Marketing, Director of the Center for 

Teaching, Learning and Technology, the Administrative Assistant to the President and the 

Assistant to the President shall serve at the pleasure of the President. 

 

 Employees in these positions are not subject to the notice provisions for non-

reappointment given to the Unclassified Administrative Annual Appointments. 

 

 Those that serve at the pleasure of the President are not entitled to the appeal procedures 

given to other Administrative Employees. 

 

 Employees may be reassigned to other duties at the discretion of the President. 

 

 Those employees that serve at the pleasure of the President may be terminated from 

employment at any time for just cause related to the performance of or failure to perform 

the individualôs duties or for violation of the reasonable directives, rules and regulations, 

and laws of the institution, the Board of Regents and the state of Kansas or the United 

States. 
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 The designation should be stated in the unclassified administrative professionalôs written 

notice of appointment. 

 

 Adopted at Presidentôs Council 10/15/2002 (updated June 2005 and April 2008) 

 

3.9 Administrative Professionals Paid from a Grant and/or Contract Funding 
 

 Each employee appointed to positions funded from grant and/or contract funding will have 

the following wording as a condition of employment: ñappointment to and continuation of 

this position is conditioned upon grant/contract funding from external agencies.  If such 

grant/contract funding cannot fund this position as anticipated at the time of this 

appointment, the appointment to this position and your employment hereunder may 

immediately terminate.  Such immediate termination shall take precedence over any notice 

of non-reappointment or termination requirements found in the current Unclassified 

Personnel Handbook of Pittsburg State University and said requirements shall not apply.  

 

3.10 Administrative Professionals Duties and Responsibilities 

 

 3.10.1 Racial Harassment Policy 
 

  Academic freedom can exist only when all are free to pursue ideas in a non-

threatening atmosphere of mutual respect.  Racial harassment is harmful not only 

to the persons involved, but also the entire University community.  Racial 

harassment includes but is not limited to verbal, physical or written abuse 

directed toward an individual or group which has the purpose or effect of all of 

the following: 

 

A. creating an intimidating, hostile, or offensive work or educational 

environment for an individual or group; 

 

B. interfering with an individualôs or groupôs work, academic performance, 

living environment, personal safety, or participation in any University-

sponsored activities; 

 

C. threatening an individualôs or groupôs employment or academic 

opportunities. 

 

Any such act shall be a violation of Pittsburg State Universityôs racial harassment 

policy.  Offenses may be appealable through the discrimination grievance and/or 

judicial process for students, through the student judicial process for student 

organizations, or through the discrimination grievance process for faculty and 

staff. 
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 3.10.2 Sexual Harassment 

 

  Sexual discrimination in the form of sexual harassment, defined as the use of 

oneôs authority or power, either explicitly or implicitly, to coerce another into 

unwanted sexual relations or to punish another for his/her refusal, or the creation 

of an intimidating,  hostile or offensive working education environment through 

repetitive verbal or physical conduct of a sexual nature by a member of the 

University community shall be a violation of Pittsburg State Universityôs 

Affirmative Action Policy. 

 

 3.10.3 Statement on Diversity and Multiculturalism 

 

  Opportunities to gain experience within a diverse environment and to develop 

appreciation of multiculturalism are considered to be important elements of the 

educational experience for all students.  An emphasis on multiculturalism and 

diversity should foster an atmosphere within the University which recognizes 

and celebrates both the similarities and differences among all persons to create a 

collegiate community which reflects the world community and which provides a 

wide range of role models for students.  The focus of responsibility for the 

design of educational experiences, including multicultural experiences, resides 

with each Regents institution.  (5/18/95) 

 

 3.10.4 Political Activities  
 

  Faculty, administrators, and other unclassified personnel are eligible to accept 

any public or political party position which does not involve any conflict of 

interest and does not require substantial time away from assigned duties or in 

other respects infringe upon them.  Such eligibility covers membership on a city 

commission, school board, planning group and county, state and national party 

committees and like organizations by either appointment or election.  The filing 

of a declaration of intent to become a candidate shall not affect the status or 

appointment of an unclassified member of a college or university staff; provided, 

however, such person at all times while a candidate shall properly and fully 

perform all of his/her assigned duties; provided further, however, that should 

such person while he/she is a candidate for office fail to perform all of his/her 

assigned duties, such person shall not receive any salary or benefits from the 

date of filing for office. 

 

  Leave without salary or other benefits will be granted to those elected or 

appointed to public office requiring full time or lengthy sustained periods away 

from assigned duties, such as Congress, the State Legislature and state and 

county offices or appointments to offices falling within this category, effective 

as to a person elected or appointed to Congress or the State Legislature from the 

date such person takes the Oath of Office or the first day of the Legislative 

session and continuing until the adjournment of Congress or to a date no sooner 

than the last adjournment in April or sine die adjournment, whichever occurs 
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first, of each regular and special session of the State Legislature; effective, as to 

other state and county offices, during the entire time a person serves as such 

officer.  Leave without salary or other benefits shall not be required for any 

person serving in the State Legislature for service on any committee during a 

period when the Legislature is not in regular or special session, provided that 

such person shall decline to accept all legislative compensation for such service, 

but shall be entitled to such mileage and other expense allowances as provided 

by Statute and paid by the Legislature. 

 

  In the interest of the fullest participation in public affairs, the same personnel is 

free to express opinions speaking or writing as an individual in signed 

advertisements, pamphlets and related material in support of or opposition to 

parties and causes.  There will be the commensurate responsibility of making 

plain that each person so doing is acting for himself/herself and not in behalf of 

an institution supported by tax funds drawn from citizens of varying political and 

economic views. 

 

  (Board of Regents minutes 12/19/66; 5/19/72; 2/15/85) 

 

  For additional information, see page Section 5.14. 

 

 3.10.5 Commitment of Time, Conflict of Interest, Consulting and Other 

Employment 
 

  Preamble: The Board of Regents encourages the Regents institutions to interact 

with business, industry, public and private foundations, and government 

agencies in order to assure the relevance of their missions of teaching, research 

and service; to provide for and facilitate the professional development of their 

faculty and unclassified staff; and to promote the rapid expansion and 

application of knowledge, gained through research, to the needs of Kansas, the 

region and the nation.  With particular reference to such interaction, the Board of 

Regents considers it of utmost importance that university employees conduct 

their affairs so as to avoid or minimize conflicts of time commitments and 

conflicts of interest, and that the Regents institutions must be prepared to 

respond appropriately when real or apparent conflicts arise. 

 

  To those ends, the purposes of this policy are to: (i) educate about situations that 

generate conflicts; (ii) provide means for faculty and unclassified staff and the 

university to manage real or apparent conflicts; (iii) promote the best interests of 

students and others whose work depends on faculty direction; and (iv) describe 

situations that are prohibited.  Every faculty member and member of the 

unclassified staff has an obligation to become familiar with, and abide by, the 

provisions of this policy.  If a situation raising questions of real or apparent 

conflict of commitment or conflict of interest arises, affected faculty and/or 

unclassified staff must meet with their department chair, school dean or 
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supervisor, report the conflict as described below, and eliminate the conflict or 

manage it in an acceptable manner.  

 

  3.10.5.1 Conflict of Time Commitment 
 

 Attempts to balance university responsibilities outlined in the 

preamble with external activities, such as, but not limited to, 

consulting, public service or pro bono work, can result in real or 

apparent conflicts regarding commitment of time and effort.  

Whenever a faculty or staff memberôs external activities exceed 

reasonable time limits, or whenever an unclassified staff or faculty 

membersô primary professional responsibility is not to the 

institution, a conflict of time commitment exists. 

 

 Conflicts of commitment usually involve issues of time allocation.  

Faculty members and unclassified staff of Regents institutions owe 

their primary professional responsibility to their employing 

institutions, and their primary commitment of time and intellectual 

effort should be to the education, service, research and scholarship 

missions of said institutions.  Faculty and unclassified staff should 

maintain a presence on campus commensurate with their 

appointments.  The specific responsibilities, position requirements, 

employment obligations and professional activities that constitute 

an appropriate and primary commitment of time will differ across 

schools and departments, but said responsibilities, requirements, 

obligations and activities should be initially premised on a general 

understanding of full-time commitment for full-time faculty or 

unclassified staff of the institutions.  Exceptions must be justified 

and shown to enhance the institutional mission. 

 

  3.10.5.2 Conflict of Interest 
 

 A conflict of interest occurs when there is a divergence between an 

individualôs private, personal relationships or interests and his/her 

professional obligations to the university such that an independent 

observer might reasonably question whether the individualôs 

professional actions or decisions are determined by considerations 

of personal benefit, gain or advantage. 

 

A conflict of interest or the appearance of it depends on the 

situation, and not necessarily on the character or actions of the 

individual.  The appearance of a conflict of interest can be as 

damaging or detrimental as an actual conflict.  Thus, individuals 

are asked to report potential conflicts so that appearances can be 

separated from reality. 
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Potential conflicts of interest are not unusual in a modern 

university and must be addressed.  For example, conflicts of 

interest can arise out of the fact that Regents institutions have as 

part of their mission the promotion of the public good by fostering 

the transfer of knowledge gained through university research and 

scholarship to the private sector.  Two important means of 

accomplishing the institutional mission include consulting and the 

commercialization of technologies derived from research.  It is 

appropriate that university personnel be rewarded for royalties 

resulting from the commercialization of their work.  It is wrong, 

however, for an individualôs actions or decisions made in the 

course of his or her university activities to be determined by 

considerations of personal financial gain.  Such behavior calls into 

question the professional objectivity and ethics of the individual, 

and it also reflects negatively on the employing university.  

Regents institutions are institutions of public trust; faculty and 

unclassified staff must respect that status and conduct their affairs 

in ways that will not compromise the integrity of the university. 

 

Except in a purely incidental way, university resources, including 

but not limited to, facilities, materials, personnel, or equipment 

may not be used in external activities unless written approval has 

been received in advance from the institutionôs chief executive 

officer or his/her designee.  Such permission shall be granted only 

when the use of university resources is determined to further the 

mission of the institution.  When such permission is granted, the 

faculty member or unclassified staff member will make 

arrangements for reimbursement of the University for customarily 

priceable institutional materials, facilities or services used in the 

external activity.  Such use may never be authorized if it violates 

the Regents policy on Sales of Products and Services. 

 

Proprietary or other information confidential to a Regents 

institution may never be used in external activities unless written 

approval has been received in advance.  Faculty or unclassified 

staff may not involve University students, classified staff, 

unclassified staff or faculty in their external activities if such 

involvement is in any way coerced or in any way conflicts with the 

involved participantsô required commitment of time to their 

university.  For example, a studentôs grades or progress towards a 

degree may not be conditioned on participation. 

 

3.10.5.3 Consulting and Other Employment 

 

3.10.5.3.1 Consulting for Other State of Kansas Agencies 
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Consulting by faculty members and employees of 

institutions under the jurisdiction of the Board for 

another institution under the jurisdiction of the 

Board, as well as consultation for other state 

agencies, shall be approved in advance by the 

institution or agency seeking these services and 

approved by the employeeôs home institution.  The 

home institution shall effect payment through the 

regular process and shall receive reimbursement 

through the interfund transfer process. 

 

3.10.5.3.2 Consulting Outside the University 

 

For members of the faculty, the Regents institution 

permits and, indeed encourages, a limited amount of 

personal, professional activity outside the faculty 

memberôs reasonably construed total professional 

responsibilities of employment by and for the 

institution, provided such activity: (a) further 

develops the faculty member in a professional sense 

or serves the community, state, or nation in a 

professional capacity; (b) does not interfere with the 

faculty memberôs teaching, research and service to 

the institution and (c) is consistent with the 

objectives of the institution.  Regular instructional 

service to other educational institutions is normally 

regarded as an inappropriate persona, professional 

activity.  Without prior approval, faculty members 

on full-time appointments must not have significant 

outside managerial responsibilities nor act as 

principal investigators on sponsored projects that 

could be conducted at their institution but instead 

are submitted and managed though another 

organization.  Unless an exception is granted by the 

President, Chancellor or a designee, unclassified 

staff members may consult only on non-university 

time, including vacations. 

 

     3.10.5.3.3 Other Employment 
 

The Regents expect faculty and unclassified staff 

employed by the Regents institutions to give full 

professional effort to their assignments.  It is, 

therefore, considered inappropriate to engage in 

gainful employment outside the Regents institution 

that is incompatible with institutional commitments.  
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It is inappropriate to transact business for personal 

gain unrelated to the institution from oneôs 

institutional office or at time when it might interfere 

with commitments to the institution. 

     

Participation in academic conferences, workshops 

and seminars does not usually constitute consulting 

or outside employment.  However, organizing and 

operating such meetings for profit may be construed 

as consulting or outside employment as defined in 

this policy. 

 

   3.10.5.4 Reporting Requirements 

 

3.10.5.4.1 Annual Reporting 

 

As part of the annual appointment process, all 

faculty and unclassified staff with 100% time 

appointments must disclose to the university 

whether they or members of their immediate family 

(spouse and dependent children), personal 

household, or associate entities (e.g., corporations, 

partnerships, or trusts) have consulting 

arrangements, significant financial or managerial 

interests, or employment in an outside entity whose 

financial or other interests would reasonably appear 

to be directly and significantly affected by their 

research or other university activities.  For purposes 

of this policy, significant financial or managerial 

interests (or significant financial or other interests) 

means all holdings greater than $10,000 or more 

than 5% ownership in a company.  Faculty and 

unclassified staff members who hold fractional 

appointments and who have potential or possible 

conflicts of time commitments or conflicts of 

interest, as defined above, are also required to make 

the disclosures.  Failure to submit the required 

reporting form, as approved by the Council of 

Presidents, will result in denial of the opportunity to 

submit research proposals to external funding 

agencies until the form is submitted and may result 

in discipline in accordance with University 

procedures.  When the institution judges that the 

information submitted indicates that a conflict of 

time, commitment or interest does exist, the 

institution may require that the faculty or 
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unclassified staff member submit additional 

information and explanation regarding that conflict. 

(9/21/95) 

 

3.10.5.4.2 Reporting Significant Ad Hoc Current or 

Prospective Conflicts As They Occur 

 

Faculty and unclassified staff must disclose on the 

form approved by the Council of Presidents to the 

department chair or dean or supervisor on an ad hoc 

basis current or prospective situations that may raise 

questions of conflict of commitment or interest, as 

soon as such situations become known to the faculty 

or unclassified staff member. 

 

3.10.5.4.3 Reporting of Consulting 

 

The faculty member must inform the chief 

academic officer, through the department chair or 

head and the dean, of all external personal, 

professional activities.  For all such activities, 

except those single-occasion activities specified 

below, the faculty member must report in writing 

the proposed arrangements, and secure approval 

prior to engaging in the activities.  Those personal, 

professional activities which occur within a single 

24-hour period must be reported annually in writing 

as prescribed.  For all activities concerned, the 

report should indicate the extent and nature of the 

activities, the amount of time to be spent in the 

activities, and the total amount of time spent or 

expected to be spent on all such outside activities 

during the current academic year. 

  

3.10.5.4.4 Disposition of Reports 

 

All required reports shall be submitted in 

accordance with institutional requirements and shall 

be included in individual personnel files to be used 

for the determination of whether an individual is in 

compliance with this policy. Such reports will also 

be available to institutional research officers to 

permit certification and/or verification of 

compliance with federal regulations. Institutions 

must maintain these reports for a minimum of three 

years. 
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   3.10.5.5 Use of University Name 

 

The Name of the Board of Regents, a Regents institution or the 

Regents System may never be used as an endorsement of a faculty 

member or unclassified staff memberôs external activities without 

expressed and advance written approval of the University chief 

executive officer and/or the Boardôs Executive Director, as 

appropriate.  Faculty members or unclassified staff members may 

list their institutional affiliation in professional books, articles and 

monographs they author or edit and in connection with 

professional workshops they conduct or presentations they make 

without securing approval.  

 

   3.10.5.6 Campus Policy Development and Enforcement 
 

Additional rules and procedures for personal external activity, 

consistent with Board policy, will be established by each Regents 

institution.  In situations in which the objectivity or a faculty or 

unclassified staff member could reasonably be questioned, or 

where apparent conflicts of interest exist, each Regents institution 

will establish an effective review mechanism to determine if a 

conflict of time or interest exists and to facilitate resolution of the 

conflict where possible, and to decide upon the appropriate 

sanctions when an unclassified staff or faculty memberôs activities 

have been determined to constitute a conflict.  Such review 

mechanisms will include opportunity for appeal. 

 

Distribution and Dissemination. This policy statement will be 

distributed upon initial appointment to all faculty and unclassified 

staff by each Regents institution.  

 

(Board of Regents minutes 12/16/77; 11/19/82; 5/17/85; 4/20/95) 

 

 3.10.6  Acceptance of Gifts 

 

 University policy prohibits acceptance of gifts by faculty members and other 

staff members from enrolled students in any situation which would place the 

faculty and staff members in a conflict of interest. 

 

 3.10.7 Regulations Governing the Use of Alcoholic Liquor at University Events 

 

  See Appendix O for university policy on alcohol. 
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 3.10.8 Policy on AIDS 

 

The Board of Regents is aware of and sensitive to the significant economic and 

personal costs to society created as result of the Acquired Immune Deficiency 

Syndrome (AIDS) epidemic.  The Board believes that the Regents institutions 

have an obligation to help educate their students, faculty and staff about AIDS and 

to help seek the prompt, confidential, and non-discriminatory treatment of those 

individuals diagnosed with AIDS or an AIDS-related disease. 

 

Each Regents institution shall adopt appropriate procedures to implement this 

policy and maintain copies of such procedures for use by the campus community. 

 

  (Board of Regents policy 6/26/87; 10/15/87; 6/28/95) 

 

 3.10.9 Other Obligations 

 

It is an obligation of staff members to observe regulations of the University, (i.e. 

parking and use of University facilities).  The Unit Supervisor should be able to 

refer the staff member to the appropriate office for information. 

 

3.11 Administrative Professionals Rights and Privileges 

 

 3.11.1 Academic Freedom 

 

Pittsburg State University endorses the American Association of University 

Professors Academic Freedom and Tenure 1940 Statement of Principles and 

Interpretive Comments.  The statement was adopted by the Pittsburg State 

University Faculty Senate Monday, March 22, 1982.  The University will observe 

both the spirit and intent of the statement within the policies and procedures of the 

Kansas State Board of Regents. (See Appendix A)   

 

  3.11.2 University Faculty Association 

 

The University Faculty Association provides an opportunity for both professional 

and social expression throughout the year for staff and faculty personnel for a 

nominal membership fee.    

 

  3.11.3 Position Statement Regarding Requests for a Hearing by the Board of 

Regents  
 

   It is the policy of the Board of Regents not to involve itself in the details of 

employment, supervision or termination of individual employees.  It is the Board 

policy that these administrative functions be carried out at the campus level by the 

Administration within the framework of Board policy and state law.  While the 

Board will not hear individual cases, it will seek assurance that campus policies 

provide for due process and that those campus policies have been followed. 
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   (Board of Regents minutes 2/14/74) 

 

  3.11.4 Supportive Services 

 

   3.11.4.1 Office Facilities 

      

  All full -time staff members will be assigned adequate office space 

on campus.    

 

    3.11.4.2 Library Services 

 

The Leonard H. Axe Library houses the main collection of books, 

periodicals, government documents and miscellaneous materials.  

Additional specialized materials for teacher education are located 

in the Curriculum Library in the basement of Hughes Hall.  A 

satellite library is housed in the Kansas Technology Center. 

Standard library practices are followed for the use of all kinds of 

materials.  For specific procedures and regulations, consult the 

staff of the Library. Copying services are available at a reasonable 

cost. 

 

    3.11.4.3 Computer Services 

 

The Office of Information Systems must be notified prior to the 

use of the central computing system for support of research or 

commercial projects conducted by University staff, faculty, or 

students for which reimbursement is anticipated.  Following this 

notification, the Office of Information Systems will coordinate the 

use of the central computing system with the appropriate 

University offices. 

 

    3.11.4.4 Printing and Design Services 

 

The University provides printing and design services for 

unclassified personnel for official University business.  Directions 

concerning the use of this service can be obtained through the unit 

director or by consulting Printing and Design Services, 106 

Whitesitt Hall. 

 

    3.11.4.5 Center for Teaching, Learning and Technology 

       

      The Center for Teaching, Learning, and Technology provides  

      support for the application of educational technologies; the   

      coordination of the delivery of faculty development;   

      supervision of the media used in the delivery of distance   
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      education; and assistance in support of instructional    

      technologies. The Center for Teaching, Learning, and   

      Technology is located on third floor of Hartman Hall, Ext.   

      4840. 

 

    3.11.4.6 Testing Services 

 

The University administers a wide variety of tests pertaining to 

student aptitudes and academic interests.  Testing services are 

located in Whitesitt Hall. 

 

    3.11.4.7 Student Employees 

 

The Student Employment Office is located in 203 Horace Mann.  

Staff who wish to secure the assistance of student employee should 

consult the Unit Director and receive his/her authorization.  In 

order to be placed on the payroll, staff members must process a 

contract for all student employees in the Student Employment 

Office. 

 

3.12 Grievance Procedure 

 

 3.12.1 Definition 

 

A ñgrievanceò is defined as an allegation or complaint that there has been a 

violation of a written policy adopted by the University and applicable to 

Administrative Professionals including this document and its amendments; 

however, matters relating to administrative judgment concerning the terms and 

conditions of employment including salary will be grievable in accordance with 

this procedure only to the extent that the administrative judgment is demonstrated 

to be without a rational basis when considered in light of the total evidence 

available for the decision.  

 

When the grievance alleges discrimination based upon race, color, religion, sex, 

national origin, age, martial status, the University Discrimination Grievance 

Procedure will be used. 

 

  3.12.2 Grievance Steps 
 

Administrative Professionals are encouraged to attempt to resolve problems or 

misunderstandings on an informal basis with the administrative professionals 

designated supervisor.  If the matter is not resolved to the professionalôs 

satisfaction, it should be settled in accordance with the procedure set forth below. 

 

Step 1 ï A grievance not promptly resolved to the satisfaction of the 

administrative professional involved may be pursued through written presentation 
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to the appropriate Vice President.  The written grievance should include the name 

of the aggrieved party, the statement of facts, including dates giving rise to the 

grievance, the identification of all provisions of written policies alleged to be 

violated and the relief sought.  The appropriate Vice President will supply the 

grievant with a written response within ten (10) work days after receiving the 

grievance. 

 

Step 2 ï If the matter is not resolved at Step 1, the affected administrative 

professional may appeal within ten (10) work days after the written response is 

received in Step 1 to the President of the University, who will receive the verbal 

and written evidence supplied by the parties and will make his/her decision.  The 

President of the University retains final authority on a grievance. 

 

3.13 Intellectual Property Policy 

 

 3.13.1 Copyright Policy 

 

The purpose of the Board of Regentôs Intellectual Property Policy is to foster the 

creation and dissemination of knowledge and to provide certainty in individual 

and institutional rights associated with ownership and with the distribution of 

benefits that may be derived from the creation of intellectual property.  The policy 

is intended to be a broad statement to provide uniformity among Regents 

institutions while allowing for institutional flexibility.  The policy applies to all 

full or part-time employees, including students, creating intellectual property 

related to the scope of their employment while under contract with a Regents 

institution.  When revenues are to be shared, the creator(s) shall obtain his/her 

share only after the institution has recouped any direct costs borne by the 

institution for equipment and materials and cost paid to third parties.  The portion 

of the revenues to be shared among multiple creators shall be shared equally 

unless otherwise agreed in writing by the creators.  Institutions shall develop 

written policies and procedures consistent with this Intellectual Property Policy. 

 

  A. General Copyright Policy 

 

The ownership of the various rights associated with copyright are 

dependent upon the specific type of intellectual property.  The 

institutions shall assert limited ownership of some of the various 

rights as set forth below.  Since the Board has fiduciary 

responsibility for the appropriate use of state funds, unless 

otherwise provided for under this policy, all rights associated with 

works produced as ñwork-for-hireò or other works that make 

ñsubstantial useò of institutional resources belong to the institution.  

ñSubstantial useò means that the creator receives more than the 

normal support for the project or receives time and/or resources 

specifically dedicated to the project. 
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     (1) Mediated Courseware 

 

(a) Institutions shall have limited ownership or control rights for 

mediated courseware as specified below: 

 

(1) Self-initiated mediated courseware.  When employees 

develop mediated courseware without specific direction by 

the institution, unless otherwise agreed, the ownership of 

the courseware shall remain with the employee.  Normally, 

no royalty, rent, or other consideration shall be paid to the 

employee when that mediated courseware is used for 

instruction at the institution and such mediated courseware 

shall not be modified without consent of the creator(s).  

The mediated courseware shall not be sold, leased, rented 

or otherwise used in a manner that competes in a 

substantial way with the for-credit offering of his/her own 

institution unless that transaction has received the approval 

of the chief academic officer of the institution, the creator 

shall reimburse the institution for substantial use of 

institutional resources from revenues derived from the 

transaction offering the course. 

 

(2) Institution-directed mediated courseware.  When the 

institution specifically directs the creation of mediated 

courseware by assigning one or more employees to develop 

the mediated courseware and supplies them with materials 

and time to develop the mediated courseware, the resulting 

mediated courseware belongs to the institution and the 

institution shall have to revise it and decide who will utilize 

the mediated courseware in instruction.  The institution 

may specifically agree to share revenues and control rights 

with the employee. 

 

(b) Institutions shall develop procedures for reporting the 

development of mediated courseware to the appropriate 

administrator at the institution. 

 

     (2) Scholarly and Artistic Works 

 

Notwithstanding any use of institutional resources or the ñwork-

for-hireò principle, the ownership of textbooks, scholarly 

monographs, trade publications, maps, charts, articles in popular 

magazines and newspapers, novels, nonfiction works, artistic 

works, like works, and supporting materials shall reside with the 

creator(s) and any revenue derived from their work shall belong to 

the creator(s), except for textbooks, institutions shall have royalty-
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free use of the work within the institution, unless otherwise agreed 

in writing. 

 

     (3) Manuscripts for Academic Journals 

 

(a) Notwithstanding any use of institutional resources or the 

ñwork-for-hireò principle, the ownership of manuscripts for 

publication in academic journals shall reside with the creator(s) 

and any revenue derived from their works shall belong to the 

creator(s). 

 

(b) If the manuscript is to be published, the creator(s) shall request 

the right to provide the institution with a royalty-free right to use 

the manuscript within the institution in its teaching, research, and 

service programs, but not for external distribution, and, if 

successful, the creator(s) shall grant such right to the institution. 

 

(c) Upon the establishment of national governmental or nonprofit 

entities whose purpose is to maintain in an electronically 

accessible manner a publicly available copy of academic 

manuscripts, the Kansas Board of Regents will review each entity 

and upon determination that providing the manuscripts will not 

jeopardize the publication of articles or infringe on academic 

freedom, require the creator(s) to provide the appropriate entity a 

limited license for the use of each manuscript. 

 

     (4) Copyrightable Software 

 

The rights to copyrightable software with an actual or projected 

market value in excess of $10,000 annually, except software 

included in mediated courseware, shall be determined pursuant to 

the Boardôs Patent and Copyrightable Software Policy. 

 

     (5) Student Academic Creations 

 

The ownership of student works submitted in fulfillment of 

academic requirements shall be with the creator(s).  The student, 

by enrolling in the institution, gives the institution a nonexclusive 

royalty-free license to mark on, modify, retain the work as may be 

required by the process of instruction, or otherwise handle the 

work as set out in the institutionôs Intellectual Property Policy or in 

the course syllabus.  The institution shall not have the right to use 

the work in any other manner without the written consent of the 

creator(s). 
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     B. Patent and Copyrightable Software Policy 

 

Patents obtained on inventions or the ownership of copyrightable 

software with an actual or projected market value in excess of 

$10,000 annually resulting from institutionally sponsored research 

shall be retained by the institution or may be assigned to an 

organization (Hereinafter called the Organization) independent of 

the institution and created for the purpose of obtaining patents on 

inventions, receiving gifts, administering or disposing of such 

patents, and promoting research and the development of 

intellectual property at the institution by every proper means.  The 

following regulations shall be followed with respect to inventions 

or software: 

 

(1) Anyone who conceives an invention or who develops 

copyrightable software that is not included in mediated coursework 

resulting from a research project sponsored by the institution shall 

report the matter to the appropriate research administrator at the 

institution, who will recommend whether or not to forward it to the 

Organization. 

 

(2) If the institution or the Organization decides that the invention 

does not warrant patenting, the inventor is free to patent it.  In such 

case, however, the institution does not relinquish its right to 

publish any of the data obtained in the research project.  If the 

institution or the Organization decides not to further the use of the 

copyrightable software, it shall assign the rights therein to the 

creator(s). 

 

(3) When any revenue is obtained by or on behalf of the institution 

from the development or assignment of any patent or from 

royalties, license fees or other charges based on any patent or 

copyrightable software, not less than twenty-five (25) percent of 

revenues shall be paid to the inventor(s) or creator(s).  Revenue 

sharing shall begin only after the institution recoups costs as set 

forth in this policy. 

 

(4) The remainder of any revenue mentioned in Paragraph 3 shall 

be used to sponsor further research and research-related activities 

in the institution.  The institution may agree that the Organization 

may retain a portion of the funds. 

 

(5) In case of cooperative research sponsored in part by an outside 

corporation or individual, a written contract shall be made between 

the institution and the cooperating agency.  This contract should 
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include a statement of policy substantially equivalent to that 

outlined below: 

 

ñIt is agreed by the parties to this contract that all results of 

experimental work, including inventions, carried on under 

the direction of the scientific staff of the institution, belong 

to the institution and to the public and shall be used and 

controlled so as to produce the greatest benefit to the 

public.  It is understood and agreed that if patentable 

inventions or copyrightable software grow out of the 

investigation and such inventions or software have 

commercial value, the cooperating agency shall receive 

preferential consideration as a prospective licensee, with a 

view to compensating said cooperating agency in part for 

the assistance rendered in the investigation.  It is further 

agreed that the name of the institution shall not be used by 

the cooperating agency in any advertisement, whether with 

regard to the cooperative agreement or any other related 

matter.ò 

 

(6) In case of a research project where it is proposed that all costs 

including overhead, salary of investigator, reasonable rent on the 

use of equipment, etc., are paid by an outside party, the outside 

party and the institution shall negotiate the appropriate assignment 

of all patent or copyrightable software rights prior to the provision 

of any funding by the outside party. The institution shall reserve 

the right to publish all data of fundamental value to science and 

technology. 

 

(Board of Regents Policy 11/98, 10/00) 

 

3.13.2 Policy Concerning Photocopying/Duplicating Copyrighted Materials for 

Classroom and Research Use 

 

 Pittsburg State University recognizes the exclusive rights of copyright owners to 

determine certain uses of their works and certain exceptions, including the 

doctrine of ñfair use.ò  These precepts are in the mutual interest of the University, 

author, publisher communities, and the public. 

 

 Under the copyright laws, certain photocopying of copyrighted works for 

educational purposes may take place without the permission of the copyright 

owner under the doctrine of ñfair useò presently set forth in Section 107 of the 

Copyright Act.  To achieve for faculty greater certainty of procedure, to reduce 

risks of infringement or allegations thereof, and to maintain a desirable flexibility 

to accommodate specific needs, Pittsburg State University has adopted a Policy 

on Duplicating Copyrighted Written Works. 
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 In the normal course of their work, Faculty have the opportunity to develop 

material and artifacts in need of copyright.  Often such products of faculty 

creative endeavors are the result of partial or full support of a grant or contract 

administered by Pittsburg State University or supported by the University itself. 

 

 The intention of an author/project director to apply for a copyright or sign a 

contract with a publisher that involves a product from a project supported in 

whole or in part by outside funds by the University must be made known to the 

University. 

 

 The President is the agent of the University who legally represents a sponsored 

project to a granting agency, and it is the University agentôs responsibility to see 

that both the granting agency and person(s)ô wishing to copyright are fairly 

represented. 

 

 Exceptions: The publication of journal articles or single chapters in books is 

exempt from the reporting procedures.  The production of a book or a substantial 

portion of a book where a faculty member is a co-author should be reported.  

Appropriate credit must always be given when any state, federal, or private funds 

have been involved.   

 

 3.14 Background Checks on New Hires 
 

  The Kansas Board of Regents in a policy adopted at its May 2008 meeting directed each 

of the Regents institutions establish a plan for background checks by September 1, 2008 

to comply with the Board policy.  Pittsburg State University's plan for background 

checks may be found on the home page of the Office of Equal Opportunity at: 

  http://www.pittstate.edu/eoaa/. 

 

(Board of Regents policy, May 08) 
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CHAPTER 4 

LEAVE AND FRINGE BENEFIT POLICIES  

 
The information in Chapter 4 pertains to unclassified employees in benefits-eligible positions only.  

Questions regarding individual benefit eligibility should be directed to the Director of Budget and 

Human Resource Services. 

 

4.1 Leaves of Absences 
 

4.1.1 Sabbatical Leaves 

 

 4.1.1.1 General Information 

 

The Kansas Board of Regents policy is that sabbatical leaves may be awarded in 

strictly meritorious cases to full-time faculty members on regular appointment at any 

of the Regents institutions of higher education who have served continuously for a 

period of six years or longer at one or more of these institutions.  Kansas Board of 

Regents policy specifies that sabbatical leaves may be granted ñfor the purpose of 

pursuing advanced study, conducting research studies, or securing appropriate 

industrial or professional experience.ò  By Kansas Board of Regents policy, 

sabbatical leaves are limited to no more than four percent of the number of full-time 

equivalent faculty with rank of Instructor or higher or equivalent rank for Pittsburg 

State University for the fiscal year for which the leave of absence is granted. 

 

A faculty member who receives a sabbatical leave agrees to return to the service of 

Pittsburg State University for a period of at least two years following the expiration 

of the period of leave. If he/she does not return for 2 years period he/she must refund 

all sabbatical pay. If he/she returns for less than two years service (18 or 24 months 

depending on term of employment), the amount of his/her refund to the University 

will be proportional to the amount of service given to his/her return from the leave. 

 

For additional information see Board of Regents policy statement and the 

Agreement. 

 

Leaves may be granted for formal academic study, appropriate research in such 

places as laboratories, libraries, government centers and professional experience off 

campus which will contribute to the above objectives. Service to professional 

societies and organizations in positions of national responsibility is still another valid 

reason for requesting a sabbatical leave. Leaves cannot be granted for travel per se, 

for reasons of health, or for other unspecified absence from duty. 
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4.1.2  Sabbatical Leave Policy: Kansas Board of Regents  

 

    

 

Sabbatical leaves shall be approved by the Chief Executive Officer of the employing institution 

in accordance with Board policy. Sabbatical leave may be granted subject to the following 

conditions. 

 

In strictly meritorious cases, a full-time faculty member on regular appointment at any of the 

Regents institutions of higher education who has served continuously for a period of six years or 

longer at one or more of these institutions, may, at the convenience of the institution and upon 

the approval of the President or Chancellor of the institution with which connected, be granted 

not to exceed one such leave of absence for each period of regular employment for the purpose 

of pursuing advanced study, conducting research studies, or securing appropriate industrial or 

professional experience; such leave shall not be granted for a period of less than one semester 

not for a period of more than one year, with reimbursement being made according to the 

following schedule.  

  

 A. for nine-months faculty members, up to half pay for an academic year, or up to full pay 

for one semester. 

 

 B. for twelve-months faculty members, up to half pay for eleven months, or up to full pay 

for five months. 

 

 Provided: Regular salary is defined as the salary being paid at the time the sabbatical leave 

begins. Outside grant funds received by the University in support of the individualôs scholarly 

efforts during his/her sabbatical leave may be used for supplemental salary, but total sabbatical 

leave salary in these instances may not exceed his/her regular salary. 

 

 Provided further, that the number of faculty members to whom leave of absence with sabbatical 

pay is granted in any fiscal year shall not exceed his/her regular salary. 

 

 (Board of Regents policy adopted 12/16/61; amended 4/17/69; 6/25/71; 11/17/78; 1/18/85; 

10/15/87; 2/18/88; 6/23/88; 11/17/93; 6/28/95) 

 

 

4.1.2.1 Purposes for which Sabbatical Leaves are Granted   

 

Sabbatical leaves are granted by the University in order to improve the professional 

and academic qualifications of the Faculty for teaching and research. Valid 

objectives include study to improve teaching and research competence, to carry on 

the research which is part of his/her normal activity on the campus, to increase 

his/her contributions to the academic programs of the Department and College and 

to add to the quality of instruction and reputation of the University. 
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4.1.3 Leaves Without Pay 

 

 4.1.3.1  General Leave Without Pay 

  

Leaves without pay are granted for the same purpose as sabbatical leaves, but 

may possibly include other personal reasons. The procedures for making 

application and receiving approval for both leaves are the same. Reporting 

procedure is also the same. For those who are on leaves without pay, 

resignations from the staff during the period of the leave are governed by the 

statement of this Handbook concerning ñResignation and Termination.ò (See 

Sections 2.6.2 and 2.6.3, as well as the Board of Regents Policies and 

Procedures Manual)      

 

Since leaves without pay may occur during the tenure probationary period, it is 

the policy of the University to count toward the probationary period leaves 

without pay granted for scholarly purposes. This must be stated in writing and 

agreed to by both parties prior to the granting of the leave. 

 

4.1.3.2  Military Leave  

 

Those individuals who enlist or are called to active duty into the armed forces of 

the United States, including the National Guard, Army Reserve or similar group 

will be granted a military leave without pay upon presentation of a copy of the 

official notice or call to active duty. It is the personôs privilege to resign if he/she 

prefers, but a military leave without pay will be granted if requested in writing. 

During his/her absence, his/her status at Pittsburg State University is frozen until 

he/she returns from military assignment. In order that the University may give 

adequate notice to his/her replacement as well as budget for the staff memberôs 

return, it is the responsibility of the staff member on military leave without pay to 

give as much advance notice as possible concerning the date of release from active 

duty. 

 

An individual should request a return to employment within 90 days after 

receiving an honorable discharge from the military. 

 

Individuals who are a member of a reserve component of the military service of 

the United States shall be granted a maximum of 15 working days of military leave 

with pay for active duty within each 12-month period beginning October 1 and 

ending September 30 of the following year. Individuals needing more than 15 

working days may request to use vacation leave, compensatory time credits or 

leave without pay. 

 

Individuals can only apply 15 working days to a single term of active duty one 

time. Even if a single term of active duty exceeds the defined 12-month period, an 

individual cannot apply a new set of 15 working days of military leave with pay to 

a term of active duty on which 15 working days of military leave with pay have 
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already been used. For the purpose of performing inactive duty or for induction, 

entrance, or examination for entrance into a reserve component, individuals shall 

be granted military leave without pay or may request to use vacation leave or 

compensatory time credits. 

 

Military leave without pay will not be counted toward meeting the tenure 

probationary period requirements. 

 

4.1.4 Application for and Approval of Sabbatical Leaves and Leaves Without Pay 

 

Faculty members who wish to apply for either sabbatical leaves or leaves without pay may 

obtain proper forms and guidelines from the Chairperson of the Department. The 

completed form for a sabbatical leave must be filed with the Chairperson as announced in 

the call for sabbatical and leaves without pay distributed by the Office of the Provost. 

While the deadline for a leave without pay is flexible, the request should be made as early 

as possible in the academic year.  

 

Endorsements of leave applications are as follows: the Chairperson of the Department, 

Dean of the College, Provost/Vice President for Academic Affairs, and the President. 

 

Unclassified professional who wish to apply for leave without pay for special 

circumstances must have approval of the appropriate supervisors. 

  

4.1.5 Reporting Procedures 

 

Acceptance of sabbatical leave or leave without pay assumes that adequate reports will be 

filed with the Chairperson of the Department, the Dean of the College and the 

Provost/Vice President for Academic Affairs within one month after his/her return to 

his/her University assignment. 

 

The form of the report shall be designated by the Chairperson of the Department and 

should reflect the following: the manner in which the stated purpose of the leave was 

carried out, the primary results achieved; and any tangible results of the leave such as 

publications, new course designs, new teaching methods developed; as well as scientific 

materials collected or designed. Through such reports, the academic program of the 

University can be successfully evaluated, individual merit more successfully appraised and 

further academic improvement of the University achieved through better planning and 

analysis. 

 

4.1.6 Parental Leave Policy 

 

Parental leave shall be made available to all personnel regardless of marital status with no 

career penalties. Conditions related to salary, accrual of seniority and other  benefits, as 

well as reinstatement rights shall be in accordance with the Universityôs general leave 

policies. 
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Accrued sick and/or vacation leave may be utilized at this time in accordance with 

University policy and upon the approval of the Department Chairperson or supervisor, and 

an applicable leave without pay for up to one year may also be granted. While the deadline 

for applying for such a leave is flexible, the request should be made in writing to the 

Department Chairperson or supervisor as early as possible in the academic year, indicating 

the duration, commencement and termination dates of the leave. Endorsements of 

applications shall be in accordance with the Universityôs general leave policy. 

 

Following termination of the approved leave the employee shall be reinstated to his/her 

original job or to a position of like status without loss of service, seniority, or other 

benefits in the same manner as applies to other leaves of absences. 

 

Leave policies relating to family responsibilities shall be administered without regard to 

sex and with no loss of status, benefits or seniority. 

 

Disabilities caused or contributed to by pregnancy, miscarriage, abortion, childbirth and 

recovery there from are for all job-related purposes temporary disabilities and will be 

treated in accordance with existing health or temporary disability insurance plans available 

in connection with employment. Written and unwritten employment policies and practices 

involving matters such as the commencement and duration of leave, the availability of 

extensions, the accrual of seniority and other benefits and privileges, reinstatement, as well 

as payment under any health or temporary disability insurance, formal or informal, shall 

be applied to disability because of pregnancy or childbirth on the same terms and 

conditions as they are applied to other temporary disabilities. 

 

4.1.7  Funeral or Bereavement Leave Policy 

 

Unclassified employees may be granted leave with pay upon the death of a close relative. 

Such leave shall in no case exceed six working days. The employeeôs relationship to the 

deceased and necessary travel time will be among the factors considered in determining 

whether to grant funeral or bereavement leave, and if so, the amount of leave to be 

granted. 

(Board of Regents Policy 1/27/94) 

 

Requests for funeral leave should be submitted to the supervisor for approval. A ñclose 

relativeò is defined as a member of the immediate family, and includes spouse, parent, 

grandparent, sister, brother, child or grandchild, including in-laws. Also included are other 

relatives living in the employeeôs household. In special circumstances, funeral leave may 

be granted upon the death of a colleague or other friend if approved by the appropriate 

Supervisor. 

 

4.1.8  Shared Leave Policy 

 

All unclassified employees who accumulate sick leave shall be eligible for participation in 

the shared leave program of the state of Kansas. All unclassified employees who 

participate in the shared leave program may donate sick leave as long as the donation does 
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not cause the accumulated sick leave balance of the donating employee to be less than 480 

hours, unless the employee donates sick leave at the time of separation of service.  

 

(Board of Regents Policy 1/27/94 and 12/14/00) 

 

Faculty members who are members of the unit, see The Agreement for information about 

Participation in the shared leave program. 

 

4.2 Benefits 

 

 4.2.1  Retirement Plans 

 

All unclassified employees are covered by Social Security.  In addition, there are two 

retirement systems administered at Pittsburg State University.  All unclassified 

employees are eligible for and required to become members of the Board of Regents 

Mandatory Retirement Plan after one year of employment. 

 

New appointees who meet the requirements of K.S.A. 74-4925 are eligible immediately 

for entry into the Regents Mandatory Retirement Plan. 

 

Members of the Faculty and administration at any time may participate in the voluntary 

tax deferred annuity program or State of Kansas Deferred compensation program. 

 

For additional information, see the Mandatory Retirement Plan Document at: 

http://kansasregents.org/download/index.html, Appendix F, or contact Human Resource 

Services, 204 Russ Hall, ext. 4187.   

 

 4.2.2  Health Insurance 
 

Unclassified employees appointed to benefit-eligible positions may enroll in health 

insurance provided by the University.   

 

For specific information regarding health insurance, contact Human Resource Services, 

204 Russ Hall, Ext. 4187. 

 

 4.2.3  Life Insurance 

 

Employees are covered by University-paid life insurance amounting to 150 percent of 

their annual salary.  This coverage includes a long-term disability benefit. 

 

For specific information regarding life insurance, contact Human Resource Services, 204 

Russ Hall, Ext. 4187. 

 

 

 

 

http://kansasregents.org/download/index.html
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 4.2.4  Optional Life Insurance 

 

Optional group term life insurance is available to employees in varying amounts.  

Premiums are paid by the employee and deducted from the employeeôs paycheck. 

 

For specific information regarding life insurance, contact Human Resource Services, 204 

Russ Hall, Ext. 4187. 

 

 

 4.2.5  Workersô Compensation 
 

All Pittsburg State University employees are covered under the Kansas Workmenôs 

Compensation Act of 1974.  (The name was changed to Workersô Compensation in May 

of 1976.)  This no-fault plan provides benefits for injured employees or their dependents 

in case of accident, disease or death arising out of, or in the cause of, employment. 

 

 4.2.6  Unemployment Benefits 

 

   The University pays unemployment insurance for all employees. 

 

 4.2.7  Vacation Benefits 
 

Unclassified employees appointed to full-time twelve-month positions or to full-time less 

than twelve-month non-instructional positions shall earn annual leave at the rate of eight 

hours for the first and second bi-weekly pay period of each month up to 176 hours. 

Unclassified employees appointed to less than full-time 12-month positions and 

unclassified employees appointed to less than full-time, less than 12-month non-

instructional positions, shall earn annual on a pro-rated basis.  Leave earned may not 

exceed 16 hours (two days) per month or 176 hours (22 days) per fiscal year.  

Unclassified employees may accumulate a maximum of 304 hours (38 days) of annual 

leave. Unclassified employees may receive, upon termination from employment or upon 

moving from position that is not eligible to earn annual leave, payment for no more than 

176 hours of annual leave. At retirement or at termination of employment when 

retirement eligible, an employee may receive payment for up to 240 hours of annual 

leave.  

 

Unclassified employees on a nine-month appointment do not accumulate or earn annual 

leave.  Their academic duties are closely related to the presence of students on the 

campus.  Student recesses offer the nine-month faculty member an opportunity to engage 

in research and perform other necessary departmental duties.  Although nine-month 

appointees need not maintain usual office hours during such recesses, they are expected 

to be engaged in appropriate professional activities and to be available to meet 

departmental obligations during the academic year, exclusive of legal holidays.  The 

academic year begins with student registration or similar duties in the fall and concludes 

with commencement the following spring. 
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4.2.8  Holidays 

 

Unclassified employees who accrue earned vacation are entitled to observe holidays 

designated by the Board of Regents and also shall be entitled to such other special 

holidays as may be declared by the Governor.  Holidays currently designated by the 

Board of Regents are: 

 

  New Yearôs Day   Labor Day 

  Martin Luther King Day  Veteransô Day 

  Memorial Day    Thanksgiving Day 

  Independence Day   Christmas Day 

 

Unclassified non-exempt employees required to work on such holidays shall be afforded 

compensatory time or compensation at the rate of one and one-half time for each hour 

worked.  Unclassified exempt staff who accrue annual leave and who are required to 

work on any listed or special holiday shall be afforded equivalent time off at a later date. 

(Board of Regents 9-18-81; 4-17-87; 3-13-08) 

 

After six months of service, unclassified employees who accrue earned vacation are 

granted an additional holiday per year to be taken at their discretion, subject to the 

advance approval of supervisor. 

 

 4.2.9  Sick Leave for Unclassified Employees 

 

Unclassified employees shall accumulate sick leave at the rate of 3.7 hours for each bi-

weekly pay period of service with no limit on the number of days which can be 

accumulated.  Sick leave for unclassified employees on less than full-time appointments 

shall be reduced proportionately.  Sick leave accumulations for persons on sabbatical leave 

shall be proportionate to the pay status during that leave.  No sick leave shall be awarded 

for periods when unclassified employees are on leave without pay.  All use of sick leave 

must be approved by your supervisor who may require a medical statement verifying your 

reason for using sick leave.  Failure to provide the medical certification may result in your 

sick leave request being denied. 

 

Sick leave with pay may be granted only for the necessary absence from duty because of 

the personal illness, disability or legal quarantine of the employee or the personal illness or 

disability of a member of the employeeôs family when the illness or disability reasonably 

requires the employee to be absent from work.  ñPersonal illness or disabilityò shall be 

defined to include pregnancy, termination of pregnancy, miscarriage, adoption, childbirth 

and the recovery there from.  Sick leave is also granted for employeeôs personal 

appointments with a physician, dentist or other recognized health practitioner (also 

including well baby care).   

 

Sick leave may also be granted for the adoption of a child by an employee or initial 

placement of a foster child in the home of an employee, when the adoption or initial 

placement reasonably requires the employee to be absent from work. 
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ñEmployeeôs familyò shall include persons related to the employee by ñblood, marriage, or 

adoption and minors residing in the employeeôs residence as a result of court proceedings 

pursuant to the Kansas Code for care of children or the Kansas juvenile offendersô code. 

 

Upon retirement, an employee who has accumulated sick leave will be paid per the 

following schedule. 

 

 

 

 

 

 

 

   

 

 

 4.2.10 Sick Leave Reinstatement 

 

  If a separated employee returns within a year to a benefits eligible position, the sick leave 

balance that the employee had upon termination is reinstated.  Such reinstatement does not 

apply to an unclassified employee who returns to Board of Regents service after 

retirement. 

 

 4.2.11 Courses for Credit 

 

  Full-time faculty members may enroll for a maximum of five hours credit per semester 

and a maximum of three hours credit for the eight weeks summer session.  Faculty who 

are employed at less than a full-time assignment may take additional courses with the 

consent of the Chairperson of the Department, the Dean of the College and the Provost/ 

Vice President for Academic Affairs.  Administrative Professionals may take courses with 

the consent of the appropriate Vice President. 

 

 4.2.12 Complimentary Tickets 

 

  All full -time unclassified and classified personnel will be given the opportunity to obtain a 

complimentary ticket for each University-sponsored regular season event held on campus.  

To claim the complimentary ticket, a valid PSU photo identification card must be 

presented at the Ticket Office in the Overman Student Center prior to the event or at the 

gate prior to each game. 

 

  According to IRS regulations, the value of the complimentary tickets received is 

considered a taxable fringe benefit.  The value of your complimentary tickets will be 

reported to HRS to be included in your taxable income.  The value that will be reported is 

the full value of each ticket less the employee discount (see Discounted Football Tickets, 

below).  The value of the complimentary ticket(s) will increase the amount of taxable 

Minimum Years 

of Service 

Minimum Accumulated 

Hours of Sick Leave 

Hours of 

Payment 

8 800 240 

15 1000 360 

25 1200 480 
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income used to compute deductions from federal and state taxes, Social Security and 

Medicare, and KPERS retirement that are withheld from the employeeôs paycheck.  The 

employeeôs department will also pay Social Security and Medicare, unemployment 

insurance, workers compensation insurance and KPERS on the value of the 

complimentary ticket(s). 

 

  The value of the ticket(s) will show on the employeeôs pay stub as a taxable fringe benefit, 

it will also show on the W-2 for the calendar year. 

 

  Discounted Football Tickets 

 

  In addition to complimentary ticket(s) for home regular season football game in Carnie 

Smith Stadium, employees will be able to purchase prior to game day up to four (4) 

additional tickets per event at a $2.00 discount.  For example, an employee may purchase 

a ticket that costs $11.00 for $9.00.  The value of the discount on these discounted tickets 

is not a taxable fringe benefit. 

 

  Full-Priced Tickets 

 

  There is no limit to the number of tickets employees may purchase at the full price. 

 

  Ticket Guidelines 

 

  The following guidelines will apply to complimentary tickets: 

 

 1. To claim a complimentary ticket, employee must present a valid PSU photo 

identification card at the Pittsburg State University Ticket Office in the Jack H. 

Overman Student Center prior to the event or at the gate prior to each game.  The 

complimentary tickets are only to be used by an employee.  The value of each 

complimentary ticket obtained will be forwarded to Human Resource Services to 

include as taxable income to the employee. 

 

 2. Complimentary ticket holders may obtain tickets in seating available to the 

general public of the west stadium for football games and in the south bleachers 

for basketball games.  If the employee wishes to sit elsewhere in football or 

basketball, he or she will be required to purchase his or her ticket at the regular 

price. 

 

 3. There will be no complimentary tickets issued for post-season athletic events, 

Performing Arts and Lecture Series, Solo and Chamber Music Series, Southeast 

Kansas Symphony, events sponsored by Student Activities Council or any other 

event where there is a charge for the University community. 

 

4. Sales tax on complimentary tickets issued to current faculty and staff will be the 

responsibility of the department hosting the event.  For example, the sales tax on 

a complimentary ticket issued to a football game will be the responsibility of 
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Intercollegiate Athletics.  The sales tax on complimentary tickets will be 

deducted from the revenues earned through the sale of tickets. 

 

5. All ticket matters related to athletic contests for athletic department employees 

(including full-time, part-time and volunteers) fall under the Athletic 

Discretionary Ticket policy and are at the sole discretion of the Director of 

Intercollegiate Athletics and/or the Assistant Athletics Director. The Department 

of Intercollegiate Athletics will maintain the responsibility of forwarding the 

value of each complimentary ticket obtained to Human Resource Services to 

include as taxable income to the employee. 

 

6. Tickets are available while supplies last. 

 

 For additional information regarding benefits, see Agreement. 

 

4.3 Services and Facilities 

 

 4.3.1 Recreation Facilities 

 

  Unclassified personnel and their families may take advantage of the swimming pool in the 

Garfield W. Weede Physical Education Building during hours set aside for their use.  An 

indoor track is also available.  Nearby tennis courts and playing fields are also open for 

unclassified personnel use.  

 

  Unclassified personnel for an annual fee of $100 may use the facilities in the Student 

Recreation Center.  The $100 fee can be paid through payroll deduction. Spouses of 

  unclassified personnel may purchase a membership at the Student Recreation Center 

  for an annual fee of $50.  Spouses with memberships may access the facility from 

  morning opening time until 1:00 p.m. on Monday through Friday, and all hours of 

  operation on Saturday and Sunday during the fall and spring semesters, and during all 

operating hours over any holiday break, interim period when classes are not in session, or 

during the summer. 

 

 

 4.3.2 Parking Permits 

 

  Parking adjacent to or on University property is zoned and requires a permit for a nominal 

fee to be obtained at University Policy and Parking Services.  University Police also 

provide a free marking service for valuable items subject to theft. 

 

4.3.3 Counseling Services 

 

LIFELINE is the State of Kansasô Employee Assistance Program. It is designed to help 

any state employee who has a personal problem that may be affecting their job 

performance. 
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LIFELINE can be accessed through a 24-hour, toll-free telephone number that can be 

called when help is needed in coping with a personal or family problem. The phone 

number, 1-800-284-7575, puts callers in contact with trained professional counselors who 

are associated with EAP SYSTEM, a private, not-for-profit corporation. The counselor 

listens to the callerôs problem and then suggests an appointment with an EAP counselor in 

their area.  

 

LIFELINE counselors are not State employees. They are professional counselors working 

for EAP SYSTEMS under contract to the State.  

 

  The University provides extensive counseling services for students in the Student 

Counseling Center, Extension 4055.  Career counseling is available in Career Services, 

203 Horace Mann.  Minority support services and academic support programs are 

available in the Office of Student Diversity, 104 Horace Mann. 

 

 4.3.4 Notary Public 

 

  The University provides notary services for the Faculty, staff and students in the following 

offices: 

    

     Administration and Campus Life 

     Campus Life 

     College of Education 

     International Programs Office 

     Provost's Office 

     Registrarôs Office 

 

 4.3.5  Salary Payment and Deductions 

  

Academic Year Appointments ï The academic year is defined by the Provost/Vice 

President for Academic Affairs.  Unclassified staff or faculty members appointed for the 

academic year are traditionally paid with 20 bi-weekly paychecks.  Unclassified staff or 

faculty members appointed for the academic year may elect to be paid over twelve 

months pursuant to the 9 pay 12 salary payment option. 

 

An Unclassified staff or faculty member not on the summer payroll will have his/her 

health insurance coverage through the summer.  The employee portion of the premium is 

paid by extra deductions on bi-weekly paychecks paid in the spring. 

 

Twelve-Month Appointment ï Administrators are generally employed for twelve months.  

Some faculty appointments may be for twelve months, although these are the exception 

rather than the rule.  Administrators are paid based on appointment dates and the bi-

weekly pay period/pay schedule. 
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Salary checks for all unclassified employees are paid every other Friday following the bi-

weekly pay schedule. Paychecks and/or pay stubs are mailed from Topeka to the 

employeeôs home address or to the employeeôs direct deposit financial institution. 

 

Members of the unclassified staff are subject to the following deductions from their 

salaries: Social Security, Kansas Withholding Tax, Federal Withholding Tax and 

retirement contribution when eligible. These mandatory deductions are reported to the 

faculty member on the statement of earnings distributed with each salary check.  

 

 4.3.6  Check Deposit 

 

For the employeeôs convenience, paychecks may be electronically deposited directly in a 

memberôs bank or credit union account.  Arrangements may be made at Human Resource 

Services, Room 204, Russ Hall. 

 

 4.3.7  Deductions for Charitable Contributions 

 

Contributions to ñUnited Wayò type organizations may be made by voluntary payroll 

deductions on a biweekly basis.  Arrangements may be made at Human Resource 

Services, Room 204, Russ Hall. 

 

 4.3.8  Savings Bond Purchase 

 

U.S. Government savings bonds may be purchased through payroll deduction.  

Arrangements may be made at Human Resource Services, Room 204, Russ Hall. 

 

 4.3.9  Banking Services 

 

Commerce Bank has a branch located in the Overman Student Center. Commerce Bank 

partners with Pittsburg State providing students, faculty and staff a free checking account 

and ATM/Debit access via their Gorilla Card.   

 

 4.3.10  Student Health Services 

 

The Student Health Services is located at 1801 South Joplin.  A Medical Doctor and a 

Registered Nurse are on duty at all times during the day.  Students who have a health 

problem should be referred to Health Services.  Student Health Services should be 

notified immediately in the event of an accident or emergency.  The telephone number is 

235-4452.  Mental health counselors are available at the Student Counseling Center, ext. 

4044. 
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 4.3.11  August and Helen Rua Skybox and University Skybox Guidelines 

 

Organizations and individuals must submit applications to the Office of the President to 

schedule activities and events in the first level of the  August and Helen Rua Skybox and 

the University Skybox.  Stands, fields and track areas may not be scheduled.  Use of the 

facility must conform to all regulations of the Kansas Board of Regents and must not 

compete with private facilities in Pittsburg.  Maximum number of attendees: 75. 

 

Events which require food or beverage service must utilize university food services.  No 

food may be taken to the press box.  No alcoholic beverages may be served or consumed 

in the Skyboxes.  No candles, decorations, live plants or other accessories may be taken 

into the skyboxes.  No extra seating may be taken into the area. 

 

The Office of the President will notify the University Police to provide access to the area 

of scheduled groups.  The Presidentôs Office will notify the Physical Plant if air 

conditioning, heat, or stadium lights will be needed.  The area may not be scheduled if 

heating/cooling lines have been closed for the season.  Entrance for scheduled groups will 

be through the ñwalkers entrance,ò which is located at the extreme north end of the west 

stands. 

 

 Daytime Charges: $15 per hour, $30 minimum 

 Night Charges: $35 per hour, $70 minimum 

 

 4.3.12  Moving Expenses 

 

Pittsburg State University cannot reimburse moving expenses with state appropriated 

funds. 

 

 4.3.13  Pittsburg State University Foundation Travel Advance Program 

 

For the convenience of University personnel on professional (University sponsored) out-

of-state travel, a fund has been established from which cash advances may be made for 

such purposes.  The advance is repaid upon return to the campus by the travel 

reimbursement payment to the faculty or staff member.  Travel Advance guidelines can 

be found on the controller's website at:  www.pittstate.edu/busof/forms. 
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CHAPTER 5 

BUSINESS PROCEDURES AND USE OF UNIVERSITY FACILTIIES  

 
5.1 Travel 

 

University personnel may be required to travel in fulfilling their official duty or in attending 

seminars or other professional or educational activities benefiting the University. Travel 

authorization is given in most instances by the Chairperson of the Department or by the 

appropriate administrator prior to travel. It is the policy of Pittsburg State University that any 

University employee traveling on University business shall submit a ñTravel Request Formò for 

those trips exceeding $1,000 in total estimated expenses. The ñTravel Request Formò shall be 

signed by the traveler, the authorized signature of the unit(s) financing the travel, the Department 

Chairperson or Director, and the appropriate Dean, Vice President or President. Signature 

indicating authorization of the travel must be obtained by other than the traveler, except in 

instances of the President. The ñTravel Request Formò shall include the following: identity of the 

traveler, dates of travel, destination, and purpose of the trip, and the source of funds (including 

Organizational, Student Activity, Student Center, and PSU Foundation, as well as, State). The 

completed original ñTravel Request Formò shall be submitted to the Business Office prior to 

travel and will be required prior to processing payment for travel related expenditures. 

Documentation of travel authorization for those trips exceeding $500 in total estimated expenses 

should be maintained at the department level for a minimum of three fiscal years. All other travel 

authorization documentation is at the discretion of the department. 

 

Requests for reimbursement of allowable travel expenses incurred shall be submitted to the 

Business Office utilizing a ñTravel Expense Detailò form (DA 121). Expenses incurred by the 

traveler shall be reimbursed after the traveler has returned from the trip upon submission of the 

ñTravel Expense Detailò with original receipts and supporting documentation. The University 

policy for travel reimbursement is that of the State of Kansas, except for those policies approved 

separately and paid from local funds for employees of the University Advancement Division 

from PSU Foundation funds, and for the Department of Intercollegiate Athletics from Student 

Activity funds. 

 

The Travel Center for State Employees including the Employee Travel Expense Reimbursement 

Handbook is linked on the Business Office website. Reimbursement rates are updated at least 

annually and are available in summary form through the Business Office website. University 

personnel are encouraged to contact the Business Office for additional information regarding 

reimbursement of travel expenditures and the appropriate procedures for requesting 

reimbursement.  Additional and/or update information can be found on the website of the 

Controller at:  http://www.pittstate.edu/busof/travel.html. 
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5.2 Telephone, Telegraph and FAX Service 
 

Telephone and toll telephone service (long distance) are available to unclassified personnel for 

ñofficial business.ò  Because of the wide variety of such ñofficial business,ò the University has 

no formal definition of this term.  The professional integrity of the individual is relied upon to 

prevent abuse.  

 

Unclassified personnel are expected to follow these procedures which will aid in the control of 

telephone charges incurred by unauthorized persons.  Department Chairpersons and other 

selected persons have been given authorization cards to use when making a call from an off-

campus number (whether in-state or out-of-state).  Information and instructions regarding the use 

of this service can be found by inquiring at the Business Office or at Information Services. 

 

FAX service is available for a nominal fee in the Axe Library and Printing and Design Services. 

 

 5.3 Mailing Privileges 

 

Postage is provided through Department or office budgets for all mail which is ñofficial 

business.ò  The integrity of the individual is relied upon to make this determination.  Most large 

mailings can qualify for special reduced postage rates.  Detailed instructions can be obtained 

from the University Post Office.  The cooperation of all is requested so that the most economical 

class of mail is used. 

 

The U.S. Post Office is located at 106 Whitesitt Hall. Mail service to the University is a campus 

distribution system, which is also located at 106 Whitesitt Hall. Mail distribution is provided 

through the Departments which have individual faculty mail boxes. 

 

Unstamped personal correspondence (i.e. Christmas greetings) for on-campus distribution cannot 

be handled by the University Post Office personnel. 

 

 5.4 Purchase Procedures 

 

Orders for material or services are initiated by a Department Purchase Requisition sent to the 

Business Office and signed by the authorized person responsible for the specific accounting unit 

to be charged (usually the Department Chairperson).  For additional information on purchasing 

policies, contact the Purchasing Office in 110 Russ Hall or visit the Purchasing Office website. 

 

Provisions have been made to facilitate small purchases and those which are an emergency.  

Cash purchases of up to $100.00 may be made with an individualôs funds and reimbursed 

through the Petty Cash Fund for state accounts.  Transactions of less than $5.00 with vendors in 

the University vicinity should use the Petty Cash procedures at all times.  Reimbursements must 

be supported by (1) written evidence of payment, and (2) a Petty Cash Approval form signed by 

authorized person for the account to be charged. 

 

To make an emergency purchase, telephone the Purchasing Officer, who will either place the 

order or give instructions as to how to proceed to place the order. 
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Exceptions to the foregoing rule can be made for funds which are held in the Organizational 

Safekeeping Fund such as those of the Faculty Association, Alumni Association, and other 

independent organizations. 

 

The University does not accept responsibility for orders placed outside of the procedures 

established for making purchases. 

 

 5.5  Office Supplies and Materials 

 

Supplies and materials which are provided by the University will be distributed from the 

Supplies and Materials Office located in the Physical Plant Building on Lindburg Street.  Supply 

order forms should be completed and signed and must include the signature of the person 

responsible for the Department or office account and taken to the Supplies and Materials Office.  

Most of these items are purchased through state contracts and cannot be purchased from other 

sources. 

 

 5.6 Official Hospitality  

 

Official hospitality means expenditures made by a state agency, officer or employee as an 

official host for meals, lodging, transportation, official gifts and favors, as well as official 

entertainment for official guests pursuant to the office, duty, charge, position or public trust 

which the state agency, officer or employee holds. 

 

Expenditures of state monies for official hospitality may be authorized for and shall be limited to 

those instances in which the agency can reasonably expect that the expenditure for official 

hospitality will assist the agency in fulfilling an objective or goal bearing a valid relationship to 

the powers and functions of the agency. 

 

No expenditure of state monies shall be allowed by the Director of Accounts and Reports for 

official hospitality for students, prospective students, inmates or patients except when any of the 

foregoing are acting as official hosts.  Spouses of official hosts, shall not receive expenses for 

lodging or meals not scheduled as part of an official function. 

 

  More detailed information about the Official Hospitality Policy as well as the form to complete  

  for reimbursement of funds for Official Hospitality can be found on the website of the Business  

  Office at:  http://www.pittstate.edu/busof/OfficialHospitalityFood.html 

 

 5.7 Fees Collected for Special Activities 

 

Persons responsible for collection of fees collected for special activities should contact the 

University Cashier before determining a method for either receipt or disbursement of such funds.  

Fees such as those for conferences, workshops and competitions must be deposited on the next 

business day with the University cashier. 
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A special account for intermittent or infrequent events has been established in the Continuing 

Studies Office.  This office will not aid only in keeping financial records but also in planning, 

budgeting, and making arrangements for meeting places, luncheons, speakers, publicity, 

registration and similar details.  It is the policy of the University that the services of the 

Continuing Studies staff be utilized for conferences, workshops and special educational events 

scheduled by Departments involving off-campus participants. 

 

 5.8 Expenditure of OOE (Other Operating Expenditures) Budget Funds 

 

University policy with regard to the expenditure of departmental OOE budget funds for services 

or projects other than those projects normally supported from the Physical Plant budget is as 

follows. 

 

In order for the University to provide the best possible use of Physical Plant services and 

operating budget funds, requests for Physical Plant services need the advance approval by the 

member of the Presidents Council responsible for the area.  Priorities will be assigned to 

approved projects by the Vice President for Administration and Campus Life and the Director of 

Building Trades and Landscape Maintenance and the Director of Custodial and General 

Services... 

 

If funds are not available through the regular Physical Plant services budget to complete the 

work requested and the need is of sufficient priority to warrant, the member of the Presidents 

Council responsible for the area may approve in rare instances a transfer of operating funds from 

the departmental OOE budget to the Physical Plant budget upon request from the respective 

Department or area. 

 

 5.9 Procedures for Withholding of Payroll or Other Warrants by Regents Institutions or the 

Setting Off of Amounts Owed to Regents Institutions 

 

The ñProcedures for Withholding of Payroll or Other Warrants by Pittsburg State University or 

the Deduction from Warrant Amounts Owed to Pittsburg State Universityò can be found in 

Appendix C. 

 

 5.10 Safety Policy Statement 

 

It is the policy of Pittsburg State University to administer its programs and services so that all 

classified personnel, unclassified personnel and students work in safe, healthful conditions, 

which are free from accident.  

  

In addition to recognizing the value of human life, high value is placed on efficiency and 

economy; thus, the University administration, employees and students have a continuous duty to 

prevent needless waste of both human and physical resources of the University. 

 

The policy of the University is both humanitarian and practical.  It safeguards and conserves 

manpower.  It reduces the cost of injuries and eliminates the waste of materials.  It is a basic 

element in sound and prudent management. 
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Progress achieved by many Departments in the University in the prevention of accidents is 

recognized.  Much still remains to be done. 

 

Recognizing the need and responsibility for the safety of the employees and students, accident 

prevention is considered an important and integral part of educational programs, as well as 

efficient operation of the University. 

 

Safety will be given primary importance in planning and operating all phases of the University in 

order to protect employees and students from injuries and illnesses and to protect Pittsburg State 

University from unnecessary financial burden and reduced efficiency.  Pittsburg State University 

will:  

 A. Maintain safe and healthful working conditions; 

 

B. Furnish, within reason, the best available mechanical safeguards and personal 

protective equipment; 

 

C. Maintain an active and aggressive safety program, in which all members of the 

University community will participate; 

 

D. Maintain a continuous educational program in safe operating procedures; and 

 

E. Insist that all employees observe established safety regulations and practices and 

use the safety equipment provided. 

 

To carry out this policy, a Safety Committee for the University has been appointed.  The function 

of the Committee is to review all matters of safety and recommend to the University 

administration necessary changes and corrections on the campus. 

 

All employees and students are encouraged to submit any safety suggestions to the Committee 

for review. 

 

Each Dean, Department Chairperson, Area Supervisor and Faculty member is charged with the 

responsibility for safety, well-being and safe work conduct of all persons who report or are 

assigned to him/her. 

 

The safety of all employees and students is paramount.  Every attempt must be made to reduce 

the causes of accidents. 

 

 5.11 Policy on Smoking & Tobacco Use 

 

Effective November 1, 1994, all buildings, facilities and vehicles owned by the University were 

designated ñtobacco free.ò 

 

 5.12 Research and Contract Overhead Funds 
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The appropriate allocation of research or contract overhead funds will be governed by the 

following considerations which recognize both the origin of the proposals and uses for which the 

funds may be utilized. 

 

The University, as a part of its normal operations, provides heat, light, space and other services 

which are supported out of the fixed operating costs of the University.  Grant funds which are 

used for activities that would not otherwise be undertaken should provide a portion of the 

support for such facilities and services.  Many contracting agencies from which research grants 

are received make explicit provision for reimbursing the University for such overhead costs. 

 

In some circumstances, however, explicit compensation for overhead cost recovery is not 

provided by a contracting agency; and in some of these instances it is appropriate to assume that 

overhead funding is included in the grant.  In other cases, such an assumption may not be 

warranted.  There are occasional instances when the contracting agency may explicitly inform 

the University that grant funds are not intended to be used to cover institutional overhead. 

 

A uniform rate should be applied as a percentage of all direct labor costs to compute the 

overhead compensation from any grant in which overhead funds are either explicitly or 

implicitly provided.  The University has an audited overhead rate as a percentage of all direct 

wages and salaries for the computation of overhead. 

 

In those circumstances in which overhead compensation is obtained from a grant, it is reasonable 

that the funds should be distributed for the benefit of the University and the Department 

responsible for developing and administering the grant. 

 

The Office of Administration and Campus Life is informed of each proposal and should make a 

determination as to the appropriateness of applying the established rate of compensation of 

overhead.  The Office should also be responsible for its distribution. 

 

Research and contract overhead funds must be spent within the policy and guidelines of the state, 

the Board of Regents and the University governing the expenditures of restricted fee accounts.  

The fiscal procedures for the expenditure of such funds are already in effect for restricted fee 

accounts. 

 

The University must administer all grants which will result in any discernable liability to the 

University and/or which will require a utilization of University facilities and resources.  All 

funds generated from grants of $5,000 or less are to be used by the proposer in accordance with 

the contract specifications. 

 

The following procedures will be followed for each contract in excess of $5,000 which is to be 

administered through the University: 

 

A. Prior to the acceptance of a research grant or contract, the individual(s) 

responsible for administering the contract shall submit a copy of the contract 

along with an approval sheet to the Office of Research and Grants. 
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B. Prior to the Presidentôs (or his/her designee) accepting the contract or grant on 

behalf of the institution, a determination will be made as to whether it is 

appropriate to assess overhead costs to the contract or grant. 

C. When overhead is assessed on such a grant or contract, the rate to be applied 

should be that authorized by the Universityôs audited rate within the limitations 

specified with the granting of the contracting agency. 

 

D. All overhead funds collected will be distributed as follows: 55 percent to general 

University support with the remaining 45 percent to be distributed to the Dean or 

Director (15 percent) and to the Department responsible for administering the 

grant (30 percent). 

  

E. The individual(s) responsible for administering the grant may request in writing 

an exception to the established overhead rate of the University or an exception to 

the distribution of such funds as indicated above (item d.)  The rationale for such 

a request should be clearly stated. 

 

F. The final decision as to the applicability of an overhead charge or for any 

exception to the established rates shall be made by the President of the University. 

 

 

 

 

 5.13 Scheduling University Facilities 

 

To schedule the following University facilities call the appropriate office listed in the right hand 

column. 
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University Facility Office in Charge of Reservations 

All classrooms ï days, evenings, & 

weekends (except rooms listed 

below) 

Monday through Friday- 7:30 a.m. 

to 11:00 p.m. 

Saturday ï 7:30 a.m. to 12:00 noon 

Classroom Scheduling ï Registrarôs 

Office  

Ext. 4202 

Experimental Theatre, 108 Grubbs 
Department of Communication 

Ext. 4716 

107 and 109 Grubbs (after 5:00 

p.m. Fridays and all day on 

weekends) 

Student Center 

Ext. 4791 

224 Kelce 

Deanôs Office ï Kelce School of 

Business 

Ext. 4598 

Library Browsing Area 
Axe Library 

Ext. 4879 

McCray Hall Auditorium 
Department of Music 

Ext. 4466 

McPherson Lecture Hall 
Department of Nursing 

Ext. 4431 

Planetarium 
Department of Physics 

Ext. 4391 

University Lake Shelter House Student Center 

Ext. 4791 Timmons Chapel 

Weede P.E. Facilities (other than 

classrooms) 

Intercollegiate Athletics 

Ext. 4646 

Yates Hall Auditorium (after 5:00 

p.m. Fridays and all day on 

Weekends) 

Yates Hall Auditorium (for week 

nights) 

Student Center 

Ext. 4791 

Physics Department 

Ext. 4391 

 

Please remember that the above scheduling procedures apply to dates during University 

vacations, as well as between semesters and summer sessions. 

 

 5.14 Use of University Facilities 

 

  State facilities shall not be made available for fund raising events for candidates or parties. 

 

Facilities of institutions under the Board of Regents may be made available for the purpose of 

holding political meetings, provided there is no interference with regularly scheduled function, 
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there is not otherwise available a reasonable facility in the community, students are permitted to 

hear the speakers without charge and sponsors pay in advance the regular fees for use of the 

facilities. 

 

Political office holders and candidates shall not be introduced or recognized on campus unless 

they are participating in the campus event which they are attending.  The distribution of handbills 

shall be prohibited in those areas devoted primarily to instruction or study or at the immediate 

sites and times of enclosed public events. 

 

Regents institutions shall have the authority to develop additional policies and guidelines that are 

not in conflict with this policy.  Such policies and guidelines shall be reviewed by the Policy and 

Procedures Committee and filed with the President and CEO of the Board. 

 

(Board of Regents policy 3/16/64; 1/21/77; 10/17/80) 
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CHAPTER 6 

REGULATIONS GOVERNING STUDENTS  

 
 6.1 Title VI: Classroom and Activity Relationships 

 

Pittsburg State University is committed to providing educational programs and activities to 

students without regard to race, color or national origin in accordance with Title VI of the Civil 

Rights act of 1964.  All criteria for admission, academic advising, guidance, counseling, tutorial 

and testing services, financial aid and awards, housing, student health services and student 

employment shall not discriminate based on race, color or national origin.  All University 

personnel who interact with students inside or outside the classroom should assist and encourage 

students who set academic and vocational goals commensurate with each studentôs talents, skills, 

potential and interests.  Where applicable, each university instructional or training program shall 

strive to note the changing roles of minority and ethnic groups.  All University personnel shall 

avoid stereotyping students in educational programs, activities and employment. 

 

Persons who would like information about the University policy and procedures regarding Title 

VI are encouraged to contact the Director of Equal Opportunity and Affirmative Action, 218 

Russ Hall, Ext. 4185. 

 

 6.2 Title IX: Classroom and Activity Relationships 

 

Pittsburg State University is committed to providing educational programs and activities to 

students without regard to sex in accordance with Title IX of the Education Amendments of 

1972.  All criteria for admission, academic advising, guidance, counseling, tutorial and testing 

services, financial aid and awards, housing, student health services and student employment shall 

not discriminate based on sex.  All University personnel who interact with students inside or 

outside the classroom should assist and encourage students to set academic and vocational goals 

commensurate with each studentôs talents, skills, potential and interests.  Where applicable, each 

university instructional or training program shall strive to note the changing roles of men and 

women in todayôs society. All University personnel shall avoid stereotyping students the 

educational programs, activities and employment.  

 

Persons who would like information about the University policy and procedures regarding Title 

VI are encouraged to contact the Director of Equal Opportunity and Affirmative Action, 218 

Russ Hall, Ext. 4185. 

 

 6.3 Notification of Privacy Rights of Students 

 

The Privacy Rights of Parents and Students, Section 438 of the General Education Provisions 

Act, as amended (P.L. 93-380), also known  as the Family Education Rights and Privacy Act of 

1975 (FERPA) or the Buckley Amendment, details specific rights regarding student educational 

records. These rights include, but are not limited to, the following: 
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1.  The right to inspect and review educational records 

 

2.  The right to request amendment of educational records which are inaccurate, misleading 

or harmful to the studentsô privacy rights. 

 

3.  The right to consent to disclosure of personal identifiable information contained in the 

studentsô education records, except to the extent that the Act and the regulations authorize 

disclosure without consent. 

 

4.  The right to file complaints with the U.S. Department of Education concerning alleged 

failures by the University to comply with FERPA. 

 

5. The right to obtain a copy of the institutionôs student records policy, which is available 

from the Registrar, 103 Russ Hall. 

 

Privacy Rights of the Student 

 

The University from time to time publishes several bulletins, lists, brochures, catalogs, 

directories, yearbooks, annuals, guidebooks, news releases, sports information, honor rolls, etc., 

containing information that specifically identifies students and information about them. 

 

The University is authorized to publish and will publish such Directory Information, collectively 

or individually, unless a student within reasonable time after the start of the semester notifies the 

Student Privacy Officer (Registrar, 103 Russ Hall) in writing that any or all of the categories 

listed below (designed Directory Information) should not be released without prior written 

consent. The following information is considered Directory Information. 

 

1. Student name 

2.  Address 

3. Telephone Listing 

4. Electronic mail address 

5. Parent and/or next of kin information 

6. Date and place of birth 

7. Classification 

8. Enrollment status 

9. Major/Minor Fields of Study 

10. Student Advisor 

11. Dates of registered attendance 

12. Nature of any degrees granted and dates conferred 

13. Previous educational institutions 

14. Participation in officially recognized activities 

15. Sports ï weight and height of athletic team members 

16. Photograph 
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 6.4 Section 504: Classroom Implications 

 

Pittsburg State University is committed to providing a barrier-free education to the physically 

handicapped and is actively working to bring its facilities and programs into full compliance with 

Section 504 of the Rehabilitation Act of 1973 (P.L. 93-112, as amended). It is the goal of the 

University to integrate disabled students fully into the University community. 

 

The University admits all qualified students regardless of disabilities or handicaps. Neither the 

nature of the disability nor the severity of the disability is used as a criteria for admission. 

 

After the student is admitted and indicates that he/she has a handicap which may require special 

assistance, he/she is referred to the Office of Equal Opportunity. The Director of Equal 

Opportunity  will assist the handicapped student in planning for services which may need to be 

arranged prior to his/her arrival on campus or prior to his/her classroom attendance. These 

services might include, but are not limited to: locating personal attendance, ordering textbooks, 

finding appropriate housing and working with the Registrar to assure that his/her classes are in 

accessible locations. Every attempt is made to identify handicapped students early in the 

admissions process in order that the University may work with them and with instructors to 

provide an optimal learning experience. 

 

Persons wishing information about the University policy and procedures regarding Section 504 

of the Rehabilitation Act of 1973 are encouraged to contact the Director of Equal Opportunity 

and Affirmative Action, 218 Russ Hall, Extension 4185. 

 

 6.5 Racial Harassment Policy 

   

Academic freedom can exist only when all are free to pursue ideas in a non-threatening 

atmosphere of mutual respect. Racial harassment is harmful not only to the persons involved, but 

also to the entire University community. Racial harassment includes but is not limited to verbal, 

physical or written abuse directed toward an individual or group which has the purpose or effect 

of all of the following: 

 

A. creating an intimidating, hostile, or offensive work or educational environment for 

an individual or group; 

 

B. interfering with an individualôs or groupôs work, academic performance, living 

environment, personal safety, or participation in University-sponsored activities. 

 

C.   threatening an individualôs or groupôs employment or academic opportunities. 

 

Any such act shall be a violation of Pittsburg State Universityôs racial harassment policy. 

Offenses may be appealable through the discrimination grievance and/or judicial processes for 

students, through the student judicial process for student organizations, or through the 

discrimination grievance process for faculty and staff.  
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 6.6 Sexual Harassment 

 

Sexual discrimination in the form of sexual harassment, defined as the use of oneôs authority or 

power, either explicitly or implicitly, to coerce another into unwanted sexual relations, or to 

punish another for his/her refusal, or the creation of an intimidating, hostile, or offensive 

working education environment through repetitive verbal or physical conduct of a sexual nature 

by a member of the University community shall be a violation of Pittsburg State Universityôs 

Affirmative Action Policy. 

 

Persons wishing information about the university policy and procedures regarding Sexual 

Harassment are encouraged to contact the Director of Equal Opportunity and Affirmative Action, 

218 Russ Hall, Extension 4185. 

 

 6.7 Statement on Diversity and Multiculturalism  

 

Opportunities to gain experience within a diverse environment and to develop appreciation of 

multiculturalism are considered to be important elements of the educational experience for all 

students. An emphasis on multiculturalism and diversity should foster an atmosphere within the 

University which recognizes and celebrates both the similarities and differences among all 

persons to create a collegiate community which reflects the world community and which 

provides a wide range of role models for students. The focus of responsibility for the design of 

educational experiences, including multicultural experiences, resides with each Regents 

institution. (5/18/95) 

 

 6.8 Student Rights and Freedom Statement 

 

  The ñStudents Rights and Freedom Statementò can be found in Appendix D. 

 

 6.9 Wit hholding University Transcripts Permission to Enroll Policy 

   

The ñWithholding University Transcripts and Prohibition of Enrollment Policyò can be found in  

Appendix E. 

 

 6.10 Handling of Absences by Campus Life 

 

Regular attendance in class is important to success in college. If occasions arise when a student 

has to be absent from class, it is the studentsô responsibility to clear this absence with his/her 

instructor. Each instructor has the responsibility to make his/her absence policy known to his/her 

students and to make his/her telephone number available for notification. If those emergencies 

requiring a prolonged absence from class, such as death in the family or illness, the student 

should call the Campus Life Office, 203 Russ Hall, Extension 4231, to report these absences. 

This office will receive the message and communicate any unusual circumstances to an 

instructor after an absence of three class days. However, this in no way relieves the student of the 

responsibility of later, clearing the absence with the instructor. If in the judgment of the 
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instructor a student has been excessively absent, the instructor may drop a student from class and 

report this to the Registrarôs Office.  

 

 

 6.11 Protection of Human Research Subjects 

 

In order to comply with policies established by the former Department of Health, Education, and 

Welfare³ and by Pittsburg State University for the protection and safety of human subjects used 

in experiments, the Pittsburg State University Protection of Human Subjects Committee was 

established to review ongoing and proposed research programs utilizing human beings as 

subjects. The function of the Committee is to determine that research using human subjects is 

carried out in an ethical manner and that the physical/mental health of human subjects is not 

jeopardized unnecessarily in research efforts. The Committee does not function to judge the 

merits of a research program, and approval by the Committee in no way endorses the research 

programs. Further, Committee approval of a proposal means only that it is the Committeeôs 

judgment that the proposal contains adequate safeguards for the protection of subjects. The 

experimenter is not necessarily protected from suit by an aggrieved person who chooses to 

dispute the Committeeôs decision. Only the strictest efforts to conform to ethical standards and to 

use good judgment can offer that protection. 

 

The University Committee on Protection of Human Research Subjects is appointed by the 

President the fall semester of each year and will consist of the following members: 

 

  Dean of Graduate Studies and Research 

Two faculty members from each of the College in which such research is 

conducted 

 

The entire policy statement on the protection of Human Research Subjects including the duties 

and responsibilities of the Committee is on file in the Office of the President. 

 

 6.12 Educational Equity Statement 

 

In accordance with the various federal and state laws, the University has adopted the following 

Educational Equity Statement: 

  

Pittsburg State University is committed to a policy of educational equity. 

Accordingly, the University admits students, grants financial aid and scholarships, 

conducts all educational programs, activities and employment practices without 

regard to race, color, religion, sex, national origin, age, marital status, ancestry or 

disabilities. 

 

All publications about the University educational programs and activities shall include the 

educational equity statement. Persons wishing information about the University policy, statement 

and procedures are encouraged to contact the Director of Equal Opportunity and Affirmative 

Action, 218 Russ Hall, Extension 4185. 

 



 

. 

F6 

    

     

   

 6.13 ACT Policy 

 

All entering freshman under the age of 21 with less than twelve cumulative credit hours who are 

enrolling for seven or more hours and seeking a degree must have ACT scores on file with the 

institution by the end of the fourth week of classes for the semester in which they first enroll. 

 

 6.14 Impact Assessment 

 

All students must successfully complete the General Knowledge Assessment Program to assume 

junior standing and must complete the Degree Specific Assessment Program prior to graduation. 

Students must successfully complete the writing to learn requirements. 

 

 6.15 Teacher Education Prerequisites 

 

Completion, with a minimum cumulative grade point average of 2.75, of a core curriculum 

encompassing studies in the institutionôs proscribed general education requirements, to include at 

least a "C" in CURIN 261 Explorations in Education; and a minimum score of 172 in Writing, 

173 in Reading and 172 in Mathematics on the Pre-Professional Skills Test (PPST). 

 

  (Board of Regents policy 10/16/81; 10/18/85; 3/17/88; 6/28/95) 

 

 6.16 Regulations Governing the Use of Alcoholic Liquor at University Events 

 

  See Appendix O for the University alcohol policy. 

 

  6.16.1 Policy for Student Alcohol Possession and Consumption. 

 

   See Code for Student Rights and Responsibilities, Article 24, in current Class Schedule. 

 

 6.17 Policy on AIDS 

 

The Board of Regents is aware of and sensitive to the significant economic and personal costs to 

society created as a result of the Acquired Immune Deficiency Syndrome (AIDS) epidemic. The 

Board believes that the Regents institutions have an obligation to help educate their students, 

faculty and staff about AIDS and to help seek the prompt, confidential, and non-discriminatory 

treatment of those individuals diagnosed with AIDS or an AIDS-related disease. 

 

Each Regents institution shall adopt appropriate procedures to implement this policy and 

maintain copies of such procedures for use by the campus community. 

 

(Board of Regents policy 6/26/87; 10/15/87; 6/28/95) 
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CHAPTER 7 

ACADEMIC POLICIES AND REGULATIONS  

 
7.1 Dishonesty in University Work 

 

Academic misconduct or dishonesty is inconsistent with membership in an academic community.  It is 

the most serious breach of discipline which can be committed in an academic community and may be 

considered as grounds for immediate expulsion from the University. 

 

An Academic Honesty Committee is appointed yearly.  This Committee shall consist of seven members, 

four to be selected annually by the Faculty Senate Executive Committee to represent the University 

faculty and two chosen from the incoming senior class and one from the graduate student body by the 

Student Government Association to represent the student body. 

 

The duty of the Academic Honesty Committee is to promulgate and, from time to time, to amend such 

rules of procedure as it deems necessary to assure expeditious and impartial hearings of all allegations of 

student academic misconduct or dishonesty and all defenses by students so charged.  This Committee 

receives complaints, investigates accusations and renders findings.  The findings of the Committee shall 

be final unless revoked or modified through appeal to the President of the University. 

 

It is the right of any member of the Faculty to make such disposition of a case of academic misconduct 

or dishonesty in his/her own classroom or examination room as he/she deems appropriate.  Any faculty 

member may refer to the Academic Honesty Committee any instances in which there are substantial 

grounds for belief that a breach of academic dishonesty has been committed.  The faculty member shall 

inform his/her Department Chairperson as to his/her action in the case. 

 

The operational guidelines for the Academic Honesty Committee will be found in Section 7.1.1. 

 

It is the position of the Faculty of Pittsburg State University that ignorance of the nature of the offense 

shall not constitute grounds for excuse. 

 

When an action is taken by the Academic Honesty Committee which involves suspension or dismissal, 

such action is communicated by the Committee to the Registrar and to the studentôs major Department 

to be made a part of the studentôs permanent record. 

 

Any student shall have the right to appeal to the President of the University the findings and/or 

recommendations of the Academic Honesty Committee. 

 

7.1.1 Objectives of the Academic Honesty Committee 

 

 The objectives of the Academic Honesty Committee are: 

  

A. To allow instructors to refer and students to appeal cases involving academic dishonesty 

whenever conditions warrant such action, 

 



 

. 

G2 

    

     

   

B. To provide a hearing whereby due process prevails in which any case concerning 

academic dishonesty may be heard, 

C. To arrive at a judgment in each case and render it in writing to all parties concerned, 

including the Chairperson of the Department and the Dean of the College. 

  D. To report to the Academic Affairs Committee once each semester, and 

  E.  To operate at all times for the best interests of both the students and the University. 

 

7.2 Policy of Final Preparation Week 

 

The Student Government Association and the Faculty Senate passed a resolution (75-13) regarding the 

week prior to final examination week that asks that: 

 

 A. No papers be assigned; 

 B. No new assignments be added; 

 C. No unannounced tests be given (must be included in course syllabus); 

D. This particular week be used for class review and completion of any information pertinent to the 

class, and 

 E. Class attendance be compulsory during this week. 

 

7.3 Grading System 

 

 Grades are given the following  grade point credit: 

 

  Each hour of A = 4 points, B = 3 points, C = 2 points, D = 1 point, and F = 0 points. 

 

The grade point average is obtained by dividing the number of grade points earned by the number of 

hours attempted (those for which grades of A,B,C,D or F are recorded) except for those D or F courses 

which may have been cancelled by re-enrollment.  In such re-enrollments the most recent grade will be 

used in computing grade point averages.  The F grades earned under pass-fail are used in the 

computation of a studentôs grade point average. 

 

An average of C (2.0) on total hours is required for graduation. 

 

 For example: 

 

  B in a 3 hour course = 9 grade points 

  C in a 3 hour course = 6 grade points 

  A in a 2 hour course = 8 grade points 

  C in a 1 hour course = 2 grade points 

  B in a 5 hour course = 15 grade points 

  C in a 2 hour course = 4 grade points 

 

   Total hour courses 44 grade points 

 

  44.0 grade points divided by 16 hours = 2.75 grade point average. 
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7.4 Grade Review Policy 

 

Primary responsibility for classroom instruction at Pittsburg State University is that of the instructor.  

He/she is accorded full academic freedom in the conduct of classes in all aspects of teaching, including 

the assignment of grades.  Professional ethics and the traditions of the University require, however, that 

grades be given objectively and impartially and according to the best academic judgment of the 

instructor. 

 

If a student believes that an error has been made in the assignment or recording of his/her grade, whether 

clerical in nature or for other reasons, his/her appeal procedure is as follows: (1) he/she first discusses 

the matter with the instructor; (2) if unsatisfied with the instructorôs decision after conferring with 

him/her, the student may then discuss the matter in turn with the Chairperson of the respective 

Department, the Dean of the appropriate College and finally with the Provost/Vice President of 

Academic Affairs.  The later three administrators may, if they consider it advisable, confer with the 

instructor.  However, grade changes can be made only by the instructor and with the concurrence of the 

Department Chairperson and Dean of the College.  Grade changes are ordinarily made only to correct 

clerical errors. 

 

7.5 Graduate Student Grievance Committee 

 

A Committee to hear individual grievances of graduate students will be composed of four graduate 

students, three of whom cannot be from the Department involved and who are appointed by the 

Graduate Dean with the fourth member being a non-voting Graduate Council representative (in the event 

of the Graduate Council representative is the person against who the grievance is filed, then the Dean of 

Continuing and Graduate Studies and Research will designate a substitute faculty member from the 

department) from the Department involved, and two graduate students appointed by the Graduate 

Student Association. 

 

The purpose of the Committee is to hear and recommend solutions to cases brought by graduate students 

who believe they have been unfairly dealt with in terms of a course grade or any other decision with 

respect to their graduate status.  All cases are to be presented to the Dean of Continuing and Graduate 

Studies and Research in written form. The Committee is to render its recommendation within 30 days of 

filing the petition. The decision of the Committee is advisory to all parties in the case.  

 

In the instance of grades, the student is to use the same procedure as undergraduates by informally 

appealing to the instructor first. If no resolution is satisfactory then the appeal is made to the Department 

Chairperson; if necessary, to the College Dean; if necessary, then the Graduate Dean; if no resolution is 

satisfactory at this point, then a formal appeal in writing may be taken to the Graduate Grievance 

Committee for a final recommendation. 

 

Any other decision is grieved by going first to the party or parties making the decision and expending 

every effort to resolve the problem. Failing in that informal effort, the case is then formally submitted to 

the Graduate Grievance Committee for a final recommendation. 

 

 

7.6 Policy on Smoking and Tobacco Use 
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Effective November 1, 1994, all buildings, facilities and vehicles owned by the University are 

designated ñtobacco freeô. 

 

7.7 Book and Instructional Material from the University Bookstore 

 

The policy governing books and instructional material from the University Bookstore may be obtained 

in the Directorôs Office of the University Bookstore. 

 

7.8 Campus Life: Support of Instruction 

 

7.8.1 Admission and Enrollment Services 

 

The Office of Admissions and Enrollment Services (107 Horace Mann) is the initial contact 

point for prospective students. 

 

 7.8.2 Career Services 

 

The Office of Career Services, 203 Horace Mann, maintains job listings for students desiring 

campus employment and/or summer jobs, as well as for those who are completing their college 

work. Undergraduates are encouraged to use this office as a resource in their career planning and 

vocational development. 

 

Students seeking the assistance of the Career Services should visit the Career Services website at 

pittstate.edu.car for completion of online registration of resumes, online registration for career 

fairs, etc.  The Career Resources Center services are located in 202 Horace Mann. 

  

 7.8.3 Student Health Services 

 

The Student Health Services is located at 1801 S. Broadway. A Medical Doctor and Registered 

Nurse are on duty at all times during the day. Students who have a health problem should be 

referred to the Health Services, and Student Health Services should be notified immediately in 

the event of an accident or emergency. Mental Health Counselors are available at the Student 

Counseling Center, ext. 4044. 

 

7.9 Protection of Human Research Subjects 

 

 For further information concerning protection of human research subjects, see Section 6.10. 

 

7.10 Animal Care 

 

The Pittsburg State University Committee on Animal Care was established to assist staff and students 

with those problems relating to animal care which are included in the Animal Welfare Act of 1970 as 

well as problems arising out of the using of animals as research and instructional subjects on campus. 
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The University Committee on Animal Care is appointed by the Provost/Vice President for Academic 

Affairs the fall semester of each year and consists of the following members: 

   

  Chairperson, Department of Biology 

  Two representatives of each Department using animals for teaching or research purposes. 

 

The entire policy statement on Animal Care including duties and responsibilities of the Committee is on 

file in the Office of the Provost. 

 

7.11 Board of Regents Policies 

 

 7.11.1 Interference with Conduct of Institutions 

 

Actions by faculty, staff, students, or visitors which unnecessarily and unreasonably obstruct or 

interfere with the teaching, research or learning functions or other normal and necessary 

activities of a Regents institution, or which create an imminent threat of danger to persons or 

property, may constitute grounds for inspection, dismissal or termination, or permanent 

exclusion from the campus. 

 

(Board of Regents policy 1970; 1986) 

 

7.11.1.1 Academic Calendar 

 

The academic calendar of each institution under the jurisdiction of the Board of 

Regents shall provide for an academic year minimally consisting of two sixteen 

week semesters totaling 150 instructional days plus five final exam days each 

semester. 

 

Each regents university shall file a three-year Academic Calendar adhering to 

holidays and breaks approved by the Board. Each institution shall follow the 

calendar as approved by the Board. Any deviation for reasons other than natural 

disasters or national emergencies must have prior approval of the Board.  

(Board of Regent minutes 6/19/1970; 1/18/90; 5/20/93) 

 

  7.11.1.2 Preservation of Peace and Academic Rights 

 

In accordance with its historic policy the Board of Regents will continue to 

prohibit discrimination on the basis of sex, race, religion or natural origins within 

institutions under its control; will uphold the responsible exercise of the rights of 

academic freedom, freedom of speech, freedom of association, peaceful assembly 

and petition; and will expect its institutional officers actively to defend them. The 

Board expects its institutional authorities by any legal or disciplinary means 

necessary to preserve the peace and safety of all persons on institutional property 

and actively to prevent any interference with or disruption of educational 

functions. 
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(Board of Regents minutes 3/19/65) 

 

7.11.1.3 Authority to Suspend 

 

The Chief Executive Officer of each of the Regents institutions is directed to 

immediately suspend any employee, faculty member or student of said institution 

where said student, faculty member or employee is engaging in activities 

deliberately designed to, and which do, disrupt the normal and ordinary process of 

education and training offered by said institutions, said suspension to remain in 

effect pending such procedural steps as may be required under the rules and 

regulations of the state institutions shall take such action as in necessary to stop 

such activities. This action (is) not to be considered as limiting any authority of 

said Chief Executive Officers in the performance of their duties. 

 

(Board of Regents minutes 6/18/70) 

 

7.12 Regulations Governing Interference with Conduct of Institutions: Board of Regents 

 

 7.12.1 Free Assembly and Lawful Advocacy 

 

A person having any association with any of our state educational institutions may participate in 

or have any association with any demonstration at any of the institutions under the control of the 

Board of Regents only when such activities do not exceed the bounds of free assembly and 

lawful advocacy. 

 

 7.12.2 Demonstration Guidelines 

 

Persons participating in a demonstration shall not engage in any unlawful acts which cause or 

imminently threaten injury to persons or property or which in any way obstructs or interferes 

with normal and necessary activities of an institution. 

 

7.12.3 Unreasonable Obstruction 

 

Persons having a formal association with any of our state education institutions shall not engage 

in conduct which unreasonably obstructs teaching, research and learning. 

 

7.12.4 Free Access to Buildings 

 

Persons having a formal association with any of our state educational institutions shall not 

unreasonably obstruct free access to members or guests of any of the institutions or to any of the 

instructional buildings. 

 

 

7.12.5 Damage to Institutional Properties 
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Persons having a formal association with any of our state educational institutions shall not 

damage institutional property or inure members or guests of the institution. 

 

7.12.6 General Rules of Conduct 

 

Persons having a formal association with any of our state educational institutions shall not 

disobey the general rules of conduct of the University or of the regulations promulgated by the 

State Board of Regents.  

 

7.12.7 Disturbance or Breach of the Peace 

 

Persons having a formal association with any of our state educational institutions shall not cause 

any disturbance or breach of the peace or in any way violate any of the rules and regulations of 

residence halls or other places or in any building in which students or faculty members assemble. 

 

7.12.8 Profane or Vulgar Language 

  

Persons having a formal association with any of our state educational institutions shall not use 

profane or vulgar language in a threatening or disruptive manner and shall not engage in rude or 

challenging behavior in or upon any of the institutional properties, including residence halls and 

organized living groups. 

 

 7.12.9 Definition of Formal Association 

 

The term ñformal associationò as used in these regulations shall mean enrolled students, faculty 

members and other employees. 

 

 7.12.10 Role of Chief Executive Officer 

 

The Chief Executive Officer of each state educational institution shall be expected to take such 

action as necessary to carry out the purport of the rules and regulations promulgated by the 

Kansas Board of Regents or any rule and regulation governing the conduct of any and all 

students, faculty members and other employees of the respective institutions by suspension or 

other disciplinary action as appropriate, such to be in accordance with procedures established 

within each institution for the government of students, faculty members and other employees. 

 

7.12.11 Due Process 

 

In order to ensure due process any student, faculty member or other employee suspended who 

might receive other disciplinary action on the grounds of violating any of the premises of these 

regulations, as well as all other rules and regulations established by the Board of Regents, as well 

as those established by the institution, shall have at his/her discretion the right of the review of 

the action by the governing board constituted at each institution to handle disciplinary matters. 

(Board of Regents minutes 7/10/70; 9/18/70) 
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7.13 Policies and Procedures in the Event of Disorder: Pittsburg State University 

 

The ñPolicies and Procedures in the Event of Disorder at Pittsburg State Universityò can be found in 

Appendix F. 

 

7.14 Guidelines for Responding to Challenged Materials 

 

The University is committed to the free flow of information and ideas.  It has as a primary mission the 

search for knowledge, truth and the commitment to follow wherever that search leads.  This 

commitment is nowhere more apparent than in the Library, where instructional, reference and research 

materials should be provided, as far as is practicable, that present all points of view on current and 

historical issues, as well as represent all national, ethnic, social, political and religious views of their 

authors. 

 

 7.14.1 Guidelines 

 

7.14.1.1 Library materials shall not be excluded solely on the basis of the origin, 

background or views of those contributing to their creation. 

 

7.14.1.2 Library materials nor reference to them shall not be removed from the collection 

of the Library because of partisan or doctrinal disapproval. 

 

7.14.1.3 The Leonard H. Axe Library will challenge censorship of the materials in its 

collection on any grounds. 

 

7.14.1.4 The right of individuals to use the Leonard H. Axe Library shall not be denied or 

abridged because of national, ethnic, social, political or religious views. 

 

7.14.1.5 Librarians and the Library staff shall not be required to endorse the principles, 

ideals, opinions or views of the Library materials provided. 

 

7.14.1.6 Library materials in the collection of the Leonard H. Axe Library will not carry 

any type of label speaking to the potential impact of the material on the reader. 

7.14.1.7 All materials acquired by the Library will meet the established acquisition policy. 

 

7.14.1.8 Any challenged materials in the Leonard H. Axe Library will be processed 

utilizing the procedures set forth in the memorandum issued by the Office of 

Academic Affairs for this purpose. 

 

 (This statement is based upon the American Library Associationôs statement on 

ñFreedom to Readò and the ñLibrary Bill of Rights,ò adopted by the Leonard H. 

Axe Library Faculty, Spring, 1982.) 

 

7.15 Guidelines for Protecting the Confidentiality of Library Records 
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The University believes that the reading and examination of library materials or the request for 

information or materials is a private matter with each individual and not subject to review.  Thus, the 

University will not reveal information concerning circulation or other library records which would 

divulge an individualôs information interests. 

 

 7.15.1 Guidelines 

 

University employees shall not make available circulation information or other library records to 

any private individual or agency of state, federal or local government except pursuant to such 

process, order or subpoena as may be authorized under the authority of, and pursuant to, federal, 

state or local law relating to civil, criminal or administrative discovery procedures or legislative 

investigatory power. 

 

Further, all University employees when served with a process, order or subpoena shall refrain 

from complying with such process, order or subpoena until the Universityôs officers have 

consulted with a legal counsel to determine if such process, order or subpoena is in proper form 

and if there is a showing of good cause for its issuance.  If the process, order or subpoena is not 

in proper form or if good cause has not been shown, they will insist that such defects be 

remedied. 

 

(This statement is based upon the American Library Associationôs ñPolicy on Confidentiality of 

Library Recordsò and was adopted by the Leonard H. Axe Library Faculty, Spring, 1982.) 

 

7.16 Honorary Degrees 

 

It is the policy of the Kansas Board of Regents that no honorary degrees shall be awarded by Regents 

institutions. 

 

 (Board policy 3/22/90, 9/16/93) 
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CHAPTER 8 

AFFIRMATIVE ACTION  
 

8.1 Affirmative Action  

 

Pittsburg State University is committed to the principles of equal employment opportunity and 

educational equity.  Accordingly, it is the policy of the University to take affirmative action to eliminate 

and to present all policies, procedures and practices in recruitment, employment, compensation, 

promotion, educational programs and activities which discriminate on the basis of race, color, religion, 

sex, disability martial status, national origin, age as specified by law, ancestry, political affiliation or 

Vietnam Era/disabled veteran. 

 

To ensure that the goals of affirmative action and the principles of equal opportunity are followed, 

Pittsburg State University has taken the necessary steps.  In December 1972, the Affirmative Action 

Plan was approved and adopted by the Faculty Senate and the President.  In May, 1979, and May, 1981, 

the President adopted the revised Affirmative Action Plan.  The revised 1981 Plan is in compliance with 

current legislation, regulations and rulings. 

 

Pittsburg State University has done a Title IX Self-Evaluation to ensure that the educational programs 

and activities comply with non-discrimination based on sex as required by the 1972 Education 

Amendments.  Also, the University has done a Section 504 Transition Plan and a Section 504 Self-

Evaluation to ensure that equal opportunity is afforded to disabled persons as required by the 

Rehabilitation Act of 1973.  As a higher education institution, these two items will be periodically 

updated to fulfill the obligations under the Americans with Disabilities Act (ADA). 

 

8.2 Equal Opportunity Statement 

 

Pittsburg State University has adopted an Equal Opportunity Statement which is the official policy about 

education and employment.  The Equal Opportunity Statement can be found at: 

http://www.pittstate.edu/hrs/eeo.htm.  (The text of the Equal Opportunity Statement is at the end of this 

section.) 

 

The University has also adopted a concise Equal Opportunity Statement which must be on all material 

regarding employment as well as any forms about subcontracting, such as invoices.  For further 

information, please contact the Office of Equal Opportunity, 218 Russ Hall, Extension 4185.  The 

concise Equal Opportunity Statement is: Pittsburg State University is an Equal 

Opportunity/Affirmative Action Employer. 
 

The University has adopted an Educational Equity Statement.  All publication s about the Universityôs 

educational programs and activities shall include the education equity statement.  Persons wishing 

information about the educational equity statement are encouraged to contact the Office of Equal 
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Opportunity, 218 Russ Hall, Extension 4185.  The educational equity statement is: Pittsburg State 

University is committed to a policy of educational equity.  Accordingly, the University admits students, 

grants financial aid and scholarships, conducts all educational programs, activities and employment 

practices without regard to race, color, religion, sex, national origin, age, material status, ancestry or 

disabilities. 

 

The Equal Opportunity Statement 

 

Pittsburg State University is committed to a policy of equal opportunity for all members of the 

University community.  To ensure that all individuals have the opportunity to realize their employment 

goals and/or their educational goals and potential, the University shall conduct all endeavors and 

activities without discrimination based on race, religion, color, sex, disability, martial status, national 

origin, age
1
, ancestry or political affiliation.  Equal opportunity for employment, education and 

educationally related activities shall be extended to all qualified persons. 

 

To affirm the policy of equal opportunity, the University pledges to develop, implement and coordinate 

the policies, programs, procedures and practices necessary to promote participation by all groups in the 

programs and activities conducted by the University at all levels.  The University is committed to the 

elimination of all policies, procedures and practices that work to the disadvantage of individuals on the 

basis of race, religion, color, sex, disability, marital status, national origin, age, ancestry or political 

affiliation.  Any policy or procedure which operates to the disadvantage of under-utilized groups shall be 

eliminated, unless it can be demonstrated that important educational or related goals will be achieved by 

continuing use of that policy or procedure.  Therefore, whether in employment or educational endeavors, 

the University maintains that the significant factors to be considered are the individualôs abilities, 

talents, skills, qualifications, interests and potential in fulfilling the mission of the University. 

 

To implement the principles of equal opportunity, Pittsburg State University follows an Affirmative 

Action Plan, program and procedures as articulated through the relevant federal and state laws, rules and 

regulations.
  
Affirmative Action promotes the increase of participants and level of involvement in the 

University of under-utilized minorities, women, persons with disabilities and those veterans who are 

included in relevant legislation.  Affirmative Action takes into consideration the availability of persons 

who compose the under-utilized groups, the factors involved in increasing participation among said 

groups and the efforts expended by the University community.  To prevent detrimental neutrality the 

foundation elements of the Affirmative Action Plan, program and procedures at Pittsburg State 

University are good faith, reasonableness, equality and leadership in Affirmative Action. 

 

Consistent with the laws, rules and regulations, the University shall include as part of its Affirmative 

Action program: 

 

A. an analysis of areas within which the University is deficient in the utilization of members of 

affected classes, and 

B. goals and timetables to which the Universityôs good faith effort must be directed to correct those 

deficiencies. 

 

8.3 Functions and Status of the University Affirmative Action Program 

 




