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PREFACE

TheUnclassifiedPersonnel Handboalor 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 administrativeadt members. Thelandbooks not asubstitutefor official catalogs and bulletins

of the University in academic matters such as courses and curriculaaaydcademic regulations. Minutes of
official actions by the Faculty Senate and the Graduate aangltmaintained by the secretaries for these two
organizations. Thelandbookdoes not supersede other official records, documents, letters of appointment and
so forth.

If an individual does not find information which he or she seeks irl#tmelbook heor she may inquire at the
Office of the President.

Although it is the intent of the University that policies and procedures statedHiatitdookconform to those
stated in thé?olicies and Procedures Manuiasued by the Kansas Board of Regents, thosleat Manual take
precedence over thesleveloped at the campus leve
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CHAPTER 1
UNIVERSITY ORGANIZATION AND GOVERNANCE

Higher Education in Kansas

There are six state universities in the system of higher education in Kansas. Thesehaclude
University of Kansas, Kansas State University, Wichita State University, Pittsburg State University, Fol
Hays State University and Emporia State University.

The governing body for the Universities is the aAmember Board of Regents. The office lué 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 geke 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 Universityrestty 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 polipiesenting academic programs and typically
meeting once eaahonth 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 ¢oBbard of Regents and other officials

of the state of Kansas must be routed through the Office of the President. This policy includes all othe
administrative officers, members of the Faculty who wish to communicate as members of the Faculty
and represdatives 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 personamunications from faculty

members and students who are acting as private individuals and do not use official designations
connected with the University.

History of the University

This University was originally organized as the Auxiliary Manualifing School in 1903. It became a
four-year institution in 1913 and was renamed Kansas State Teachers College of Pittsburg in 1923. T
College was authorized to grant the Master of Science degree in 1929 and the Specialist in Education
degree in 1958The 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 an
Mathematics. In 1968 the College was authorized to grant the Masfieisa 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 Unrgity cooperates fully with theommunity colleges in surrounding
communities which & maintained through local taxation and state aid. As a result, the University has ¢
large enrollment in the upper division and graduate level course work and must provide instructional a
other resources accordingly. Because Pittsburg State Univisrigy only fouryear 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 whe
originally was a single purpose institution into a mplirpose, regional university.

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, CowrtiSocial Work Education and the
Association to Advance Collegiate Schools of Business Internat{@#CSB) and the National
Recreation and Park Association.

The baccalaureate programs in construction engineering technology, electronics engineehggiech
manufacturing engineering technology, mechanical engineering technology and plastics engineering
technology are accredited by the Technology Accreditation Conmanis$ithe Accreditation Board for
Engineering and Technology.

The University is ontte list of approved schools publishedthg American Chemical Societyhet
Architectural Woodwork Institute and the Foundry Education Foundation.

The community agency counseling program is accredited by the Council for Accreditation of
Counseling and Rated 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 byNha&onalAssociation of Schools of Music.

The University has institutional memberships in the Aoaa Association of Colleges fdieacher
Education, American Association of State Colleges and Universities, American Council on Education,
Council for the Advancement and Support of Education, €ibon 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 membehip by the American Association of University Women.

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

Pittsburg State University, a comprehensive regional university, provides undetgradd 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, Inesis, 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 ang.industrie



A3

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 dgvéitellectually, 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 it
inhabitants. Finally, the University recognizes the world as interdependent and, thus, seeks to promot
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 teaching, expand and refine the knowledge base and are
instrumental to the professional development of the faemtystaff. 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 ofts 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. aueelsedn reviewed
periodically as the basis for all/l uni versity
constituents.

University Core Values Include

--The dignity and worth of all people

--A student centered philosophy

--The richnss 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, justicdhonesty, 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
--Leadershipn 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 gvath

--Partnerships with the remn and the people of Kansas

--Partnerships with government leadership at local, state and national levels.
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1.6

Ad

Pittsburg State University Vision Statement
Pittsburg State Universityill be a learningcentered institution while it pursues excellence in teaching
and learning, discoverand engagement.
(Strategic Master Plan, 20072012
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 fiass are briefly described in this chapter.

President

The President of the University is the chief executive officer whose authority is derived directly from th
Board of Regents and the statutes of Kansas. Although other administrative offiei®aculty

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

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

16.1 Provost andVice President for Academic Affairs

TheProvost and/ice 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 Adminigttion 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 Advancemensition 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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Assistant to the President

The Assistant to the President is the legislative Irafso the University is the contact

person for the Wistleblower Policy; Workplace Violence Policy, and Fraudulent or
Dishonest Conduct Policy and the Campus Crisis coordirtaédshe is responsible for
implementing decisions as directed by the President and carries out such other duties as
the President |ay prescribe For the 200910 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 Waokplace Violence Policy; Misty Button is the contact for the Fraudulent or
Dishonest Conduct Policy; and Dr. Steve Erwin is the Campus Crisis coordinator.

University Counsel

The University Counsekports to the President and oversees the lsgaés that
influence the Universityobés operations.

1.6.6.1 Director of Equal Opportunity/Affirmative Action and Associate
University Counsel

The Director of Equal Opportunity and Affirmative Actiorpoets to the
Presidentind is responsible for the impbenting, coordinating,
monitoring, reporting and revising of the Pittsburg State University
Affirmative Action Plan and Equal Opportunity Program.

Director of Facilities Planning

The Director of Facilities Planning reports to the President andda®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.

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.

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

1.7 Academic Officers
1.7.1 Provost andVice President for Academic Affairs

The Provost and/ice President for Academic Affairs has the responsibility for

developng 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 theiehacademic administrator and is

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

17111 Department Chairperson

The Department Chairperson represents the Faculty of
his/her Department and has admiirsiive 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 Continuingnd Graduate Studies and Research is appointed
by the President of the University on the recommendatidne

ProvostVice President for Academic Affairs and reports to the
ProvostVice President for Academic Affairs.

The Dean of Continuing and Gradu&teidies and Research is responsible
for the quality of and advocacy of all graduate and research activities at
Pittsburg State University. Acting in coordination with BrevostVice
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
gualifications, recruiting and assignments of gradaagestants 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 Univsity program of continuing studies credit, as
well as norcredit activities.

Dean of Learning Resources

The Dean of Learning Resources is appointed by the President of the
University on the recommendation of tReovost¥ice President for
Academic Affairs and reports to tiRzovostVice President for Academic
Affairs and is charged with the responsibility of the administration of the
Library.

Dean of Enrollment Management and Student Success

The Dean of Enrollment ManagementaStudent Success is appointed by
the President of the University on the recommendation dPtbeost/

Vice President for Academic Affairs and reports toPhevostVice

President for Academic Affairs. The Dean of Enroliment Management and
Student Sucas is responsible for planning and directing the
administrative and operational activitielsthe registrar function

including student records, degree certification and transcript analysis;
admission, fhancial aid, first year prograrhonors college, iernational

affairs and student diversity

1.7.14.1. Director of Admission

The Director of Almission reports to theean of
Enroliment Management and Student Servaras is
responsible for planning and managing administrative
activities for the dmission and retention function

1.7.1.42 Director of Student Financial Assistance

The Director of Student Financial Assistance reports to the
Dean of Enrollment Management and Student Serands

is responsible for planning and managing the adstrative
and operational activities for student financial aid for
Pittsburg State University.
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1.7.1.43 Director of International Affairs

The Director of International Affairs reports to thean of
Enrollment Management and Student Servaras 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 intarational 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 sendifq & IAP-66

forms. He/she servem various committees that relate to
international studest He/she also is responsible for
managinghe Intensive English Progm.

1.7.144 Registrar

The Registar is appointed by the President of the

University on the recommendation of tReovost¥ice

President for Academic Affairs and reports to the Dean of
Enroliment Management and Student Success. The
Registrar is responsible folgmning and directing the
administrative and operatio
Office, including student records, and the Office of Degree
Checking.

1.7.1.45 Director of First Year Programs

The Director of Firstyear Programs (1) nmages

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 firstyea 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 cooperatiovith others to guide
continuous improvement and support of PSU's

transition programs for firsgear students.
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1.7.1.4.6 Director of Diversity

The Director of Student Diversity Programs provides
Leadership in the developmie 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 Enrolln/e 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 andIBnning

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 Direar 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 fokdministration and Campus Life reports to the President of the
University and is responsible for developing and coordinating Univessttg policies
and operations concerning budgeting, accounting, auditing, purchasing, inyentory
physical plant maintemae, 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 Canhifesand 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 parkjrservices, 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 angupervises 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.

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 responsibléor 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
and catering operation, building mainéce and ongoing
renovation, building program, the University Ticket Office,
recreation center and Student Identification Office. The
director also serves as the Campus Judicial Officer.

Director of University Housing

The Director of Uniersity 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 Hougimtgrim
Housing, Conference Housing, and the operation of the
University Housing Office.

Director of University Police and Parking Services

The Director of University Police and Parking Services
reports to the Associate Vice President for Casripte

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 anchunicipal ordinances; and to provide
assistance and communication with students, faculty, staff
and University visitors.



1.8.1.2

1.8.1.3

1.8.1.4

All

1.8.1.1.5 Director of University Counseling Services

The Director of University Counseling Services reports to
the Associate \e 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 Resation 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.

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 providsigtance 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 forganizing, directing and supervising the
personnel/payroll activities of the University and the application of
regulations fom State Division of Personnel Services.

Controller

The Controller reports to the Vice President for Administratiwh a
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.

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 informatin systems and camptedecommunications.
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1.8.1.5 Director of Building Trades and Landscape Maintenance

The Director of Building Trades and Landscape Maintenaregorts to

the Vice President for Administration and Campus Life and is responsible
for supervising, coordinating and reviewing the work of employees in
building maintenance araperationsgrounds and landspeng andtrash
removal

1.8.1.6 Director of Custodial and General Services
The Director of Custodial and General Serviegsorts 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
maintenane.

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 iad 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 inventdhge 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 Presidentfor University Advancement reports to theeBident 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 fu
raising efforts in addition to their established areas of respiiity, as well as the
operation of the University radio station, KRFSI, the Business and Technology
Institute and Career Services function.

19.1.1 Director of Alumni and Constituent Relations
The Director of Alumni Relationand Constituent Relainsreports to the
Vice Presidentfor 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 ofDevelopmenteports to the Vice Ps&dent for University
Advancement and is primarily responsible for coordinating the private
financial support program for the University through Bidsburg State
University Foundation. The Director serves as the chief staff person as
specified in the ByLaws.

Director of Public Relations

The Drector of Public Relationgeports to the Vice President for
University Advancement and is respible for the administration ain
effective program of public relations for the University.

General Managerof KRPS-FM

The General Manager of KRH9M reports to the Vice President for
University Advancement and is responsible for organizing, directing, and
coordinating the activities of the University radio station (KFFRS.

Director of Career Services

TheDirector 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 studemtspbrdinating
student employment services and for assisting students with their
transition to the University and persistence until graduation and
placement.

Executive Director of the Business and Technology Institute

The Executive Director of the Bumss 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.

Director of Marketing

The Director of Maketing reports to the Vice President for University
Advancemenand is responsible for all pescts 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 Universityas a number of faculty ranks and aaradt titles to meet the needs of
its various instructional programs in the Colleges of Arts and Sciences, Business, Education, ar
Technology ad in the Division of Learning Resources.
2.1.1 Academic Titles
2111 Lecturer

Individuals on appetment which are part timéemporaryandnontenure
earning.

2.1.1.2 Instructor

Individuals on fulltime appointments which may be teed, tenure
earning or temporary netenure earning.

2.1.1.3 Assistant Professor

Individuals on fulitime appointments which may be tenured, tenure
earning or Temporary netenure earning.

2114 Associate Professor

Individuals on @ill-time, tenured or tenwearning appointments.
2.1.1.5 Professor

Individuals on fulitime, tenured or tenwearning appointments.
2.1.16 University Professor

Individuals on fulitime, tenured appointments.
2.1.1.7 Visiting Lecturer

Individuals with a regional or national reputation holding-futie

appointments at other institutions or agencies who are employkss$or
than one month.
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2.1.110
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Visiting Professor

Individuals with a national or internationajprgation holding fulitime
appointments at other institutions or agencies who are employed for one
academic year, one semester or a summer session.

Adjunct Professorial Ranks

Individuals responsible for the instruction of students and wki ho
professional appointments from agencies or professions not affiliated with
higher education who are unsalariedPatsburg State Universitylhe
assignment of adjunct professorial rank carries no expectation of tenure,
promotion or accrual of servicerte atPittsburg 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

Professorial Lecturer

A fixed term partime appointment (up to a maximum of nine hours per
fiscal year) for former tenured memberdRittsburg State Univertss
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 patime appointment may occur only for
cause, financial exigency or program elimioator 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 inhich 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
ProvostVice President for Academic Affairs and approved by the
President.

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.

Research Associate

Individuals who agree to work with a specificfdty member o a
particulartopic. The Research Associate may utilize University facilities,
supplies and materials relevant to their functions and under the supervisior
of a specific faculty member.

Emeritus Status

The Kansas Board of Regents adoptedftilowing statement concerning
the awarding of emeritus status to a retiring faculty member or academic
administrator.

AEmeritus status i s an honorary t
or administrator for extended meritorious service. EacleRtsgnstitution

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 privilegesasthen st i t uti ons may wi sh

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

At Pittsburg State Universitye followingemeritus ranks are established

but not limited to: University Professor Emeritus, Professor Emeritus,
Associae Professor Emeritus, Assistant Professor Emeritus, and Instructor
Emeritus.

Emeritus status shall be conferre
admi ni strat or 0 stime @ntversityesemdace. fThisfsernvicen f
must be continuous for a pediof ten or more years. Emeritus status may
also be awarded posthumously to those faculty or academic administrators
who have died in officafter ten years of continuous service.

2.1.2 Criteria for Awarding Academic Rank

Initial appointment to any ademic 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 acadeoncertification for initial appointment of Faculty
to the previously defined ranks follow.

2121

Instructor
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Appointment to this rank requires the possession of an academic degree
from a nationally accredited institution of higher education atel lkesow
the terminal degree required by the Department.

Assistant Professor, Visiting Professor, \4iting Lecturer, and
Adjunct Professor

Appointment to these ranks requires possession of a terminal degree as
defined by the Department in whidhe 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)

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 yearso6 experience at the | ev
(SeeSections 2.1.3 and 2.3.6)

Professor

Appointment to this rank requires the possessfdheterminal degree as
defined by the Department in which the appointment in made and at least
seven yearsoOo experience at the 1| e
equivalent. (See Sections 2.1.3 and 2.3.7)

University Professor

To be conglered a candidat®r 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 dagate as well as the process for selection
to this rank is found in thAgreement.

Terminal Degree Requirements

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

definitions are to be used for initial appaim@nt, promotion andhure 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 DirectfrEqual Opportunity and Affirmative Action and
the ProvostVice President for Academic Affairs.

2131 Collegeof Arts and Sciences

21311

21312

21313

21314

21315

2.1.3.1.6

2.1.3.1.7

Art

An eaned doctorate from a nationally accredited institution of higher education in
the discigines 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.

Biology

An earned doctorate (Ph. D.) from a nationallyradited institution of higher
education in the appropriate discipline.

Chemistry

An earned doctorate (Ph. D.) from a nationally accredited institution of higher
education in the appropriate discipline.

Communication

An earred doctorate (Ph. Diy 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 deg®®A/MS) in an appropriate discipline with
extensive and relevant commercial experience. All degrees accepted as termine
must be earned from a nationally accredited institution of higher education.

English
An earned doctorate (Ph. D.) framationally 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.

History
An earned doctorate (Ph. Drpi a nationlly accredited institution of higher

education in the appropriate discipline.

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 specializationgas t er 6 s degr ee
recognized professional credential used for national certification of specialty.
(e.g., RD, AID).

Mathematics

An earned doctorate (Ph. D., Ed. D.) from a natigredcredited institution of
higher education in the apgmaate discipline.

Modern Languages and Literatures

An earned doctorate (Ph. D.) from a nationally accredited institution of higher
education in the appropriate discipline.

Music

An earned doctorate (Ph. D., Ed. D., D) Kfom 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 performirtgst

Nursing

For the ranks of Instructor, Assistant Professor and Associate Professor, an earne
Master of Science with a major in nursing and a complébetbral degree with a
majorin nursing or field such as Educatioredith Scielce, 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 progressstytulation 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 significmatrch
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 rankspossession 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.

Physics
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An earned doctorate (Ph.D.) from a natily 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 ofBusiness
2.1.3.2.1  Accounting

An earned doctorate (Hh. 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 Sciencelnformation Systems

An earned doctorate (. or D.B.A) from a nationally accredited institution of
higher education in the appropriate discipline or in a clessdjted discipline.

2.1.3.2.3 Economics, Finance, and Banking

An earned doctorate (H) with amajor ineconomics from a nationally
accredited institution of higher education.

2.1.3.24 Management and Marketing
An eaned 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

2.1.3.31 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 Performanceand 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 Psychologyand Counseling

An earned doctorate (Ph.D. or Ed.D.) from a nationally accredited institution of
higher education in the appropriate discipline.

2.1.3.34 Special Services and Leadership Studies

An earned doctorate (Ph.D. or Ed.D.) from a natigreticredited 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 @berson in consultation with the faculty
member.

For those primarily teaching in Auto
a nationally accredited institution of higher education in an appropriate
discipline, plus a minimum of three years of indadteixperience (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

Amasterbés degree from a nationally a
An appropriate discipline plus a minimum of three years of industrial experience
(five preferred) or a professional license. In construction technology or
Construcibn engineering technology, Bachelor of Architecture degree with

AIl' A i censing wil/ be considered equ

2.1.3.4.3 Engineering Technology
A masterdbdés degree from a nationally

anappropriate discipline plus a minimum of three years of industrial experience
(five preferred) or a professionaense In construction technology or
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construction engineering technology, Bachelor of Architecture degree with AIA
licensing will be considerd equi val ent to the mast e

21344 Graphics and Imaging Technologies

An earned masterd6s degree in a relat
institution of higher education plus five years of relevant commercial experience.

2.1.3.45 Technology Managementand Workforce Learning

An earned doctorate (Ph.D. or Ed.D.) from a nationally accredited institution of
hi gher education plus two yearso wor

t wo yearso6 vocational education expe
2.1.35 Axe Library
A masterdos degree in |ibrary science fr

American Library Association.

2.1.4 Communication of Rank

Academic Rank must be stated in all initial communications and letters of appointment
dealng with the appointment of individual faculty members.

2.1.5 Graduate Faculty

Membershipon the Graduate Faculty is through appointment by the President upon the
recommendation of the Graduate Council. The responsibilities of the Graduate Faculty
areto 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 onRecruitment and Appointment

2.2.1 Recruitment of Faculty
The quality ofinitial appointments is so vital to the pursuit of excellence to which both

Pittsburg State Universitgnd the academic departments and divisions are committed that
the followingstatements of policy are deemed important guidelines to Faculty

recruitment.

A. To assisPittsburg State Universitiy maintaining an outstanding Faculty
and to create a professionally challenging atmosphere for the individual,
the University is hight selective in making initial appointments; and
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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. (sé€ghapter8).

Guidelines concerning the recruitment and selection of Faculty members undergo
periodic scrutiny, review and revisiofnhe Office of the Provost (220 Russ Hall) has
copies of the guidelines in effect for recruiting and selecting Fa¢8ee 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 mad«e the
Library. Faculty appointments are of two types:

2221

Tenure-Earning Appointments

Regular fulttime appointments in an academic department in which the
expectation is that the faculty member will qualify fenure.

A nontenure earning faculty person may be appointed to a tenure earning
positionifthatperso s ati sfi es Aterminal deg
been selected through a previous pool established by a national search
within the last three years.

22211 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 netenure earning
appointment.

b. Faculty not possessing the terminal degree
but with all requirements met except the
dissertation (and where the dissertation
proposal has been approvetipuld be
offered a tenur@arning 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 ser
policy and be negotiated with candidates
and approved by therovostVice 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 gor 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
22221 Full-Time, Non-Tenure Earning Appointments

Full-time, nontenure earning gwintments are

temporary appointments for fetiime 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

Parttime, nontenure earning appointments are
temporary appointments for a pattacademic
assignment for a semester or for the academic year
or for the summer session. Faculty members
holding such temporary, paitme 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 pdrine faculty member will

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

2.23.1

2.2.3.2

Pre-Employment File

The preemployment file of an applicant for acfalty 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.

Access to Personnel Files

The Unversity 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 memler 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 memberos official pers
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 memberlshathorize 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 comemt shall be affixed to the material and placed
with it in the faculty memberd

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 representativetbe 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 me
written request.

That portion of a neffiecelevantoya me mb
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 imnad\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 retur

The terms in the letter of appointment take preceel@ver all
other prior and subsequent understandings or agreements, unless
expressly agreed in writing to the contrary.

Conflict of Interest/Employment of Relatives

Persons may be appointed to classified or unclassified positions without rega
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,
tenu e or salary of a family member or
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 ol
body which is conigering any such decision.

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

Summer Session Employment

Faculty summer teaching appointments are made to meet the needs of the
academic program of the University. Such appointmeetsreated 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, sekgreement.
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2.2.6 Guidelines and Procedures Concerning th&valuation of English Language
for the Faculty

A.

Tenured and Tenwgarning 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 faver than three institutional personnel, one of whom shall be a
studentFaculty shall include all fultime or paritime personnel having
classroom or laboratory instructional responsibilities and/or direct tutorial
or advisement contact, other than fouxses or sessions conducted
primarily in a foreign language. An oral interview shall be conducted
eitherfaceto-face or by mediated means. Prospective faculty found to be
potentially deficient in speaking ability shall be required to achieve a
minimum scoe 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 intervigwin
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.

Prospective Pittsburg State University Faculty
1. Full-Time and/or PafsTime 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 thanhree institutional personnel, one of whom shall be a
student. Faculty shall include all faime or paritime 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 faoeface 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 Assessmeiit (SPEAK), to be eligible for an
appointment without spoken English language remediation
conditions. A report detailing the process for interviewing
prospective facultyincluding 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 memberdos Engli s
assased and certified it will become a part of their permanent
personnel file.This certification, by submitting the attached form
duly signed by the Department Chairperdbie Dearand a

studentwill serveasthe verification required.

Graduate Teaghg 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 diradbrial
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 fiaar
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 requito achieve a
minimum score of 50 on the Test of Spoken English (TSE)
or the Speaking Proficiency English Assessment Kit
(SPEAK)or equivalentto be eligible for an appointment
without spoken English language remediati@i22-06)

C. All prospective graduate teaching assistants who do not
meet the above requirements shall not be assigned teaching
responsibilitiesior 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 Presdt/CEO of the Board every other
year.

General
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Regentsnstitutionsshall 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 stargdadditional 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, se®greement.

Immigration Reform and Control Act of 1986

Pittsburg State University shalbhknowingly 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, citizenshimtending citizenship
as aviolation of this policy. Theré one exception. When a Department/Unit
has two equally qualified candidates for a positi@ne a United States citizen or
national and one who is not a citizen or natiandde DepartmeiiUnit 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 hiringampals
required by the Universityodos Affir ma

Offices engaging in recruiting for employees will notify applicants of the
documentation required by this policy.

Compl ete information regarding the Ur
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 HallHuman 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
tenureearning appointmerand 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 aete 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 followingemia are broad and conceptual in

nature and define a number of areas in which contributions to teaching,
scholarship and service may be made.

Excellence in Teaching

Teaching refers to the broad area of student/faculty interaction for edutationa
purposes. Generally, a faculty member who excels in teaching is a person who
guides and inspires students, maintains scholarship through sustaining breadth at
depth of knowledge, contributes to understanding of subject matter and facilitates
the learnng of students. A teacher should be able to demonstrate breadth of
teaching competence in the content area, graduate committee memberships, thes
and special investigations directed, honors courses taught, contributions to course
and curriculum developmé, 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 methaahd techniques, attendance at
institutes and other programs relevant to instruction and evidence of impact on
students (student evaluations,qaad postesting results, state board results,
certification examination results, job placement, gradudtead@dmissions,

GRE and Miller Analogies results, etc.). Different categories of accomplishments
are necessary to reflect Library activity adequately.

Excellence in Research, Scholarship, and/or Creative Endeavor

A member of the Faculty who eals in the field of research, scholarship and/or
creative endeavor conducts creative work appropriate to the area of specializatior
and disseminates such creative work to other colleagues on the Pittsburg State
University campus, as well as on other casgsu Personshose 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 activityputh areas as publications
(papers, monographs, textbooks, book reviews, abstracts, etc.); production,
exhibition or performances of creative works; lectures, papers, speeches presente
at meetings or other educational institutions; attendance at iestititort courses

or seminars related to the Faculty m
received; evidence of national mternational recognition; and current research,
scholarly activity and/or creative endeavor projects in progress. The emphasis i
this category is in the presentation of data that wilksantiatehe continuing
scholarship of the faculty member in a particular discipline.
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Excellence in Community and/or University Service

A faculty member whose contribution to the Ugisity 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 t hte Séraceul t vy
provided througta 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 mattdrs
personal problems. Faculty members may participate broadly in continuing
educatiorprograms by teaching in noncredit courses or planning and leading
workshops seminars and discussion grsupgOutstanding publiservice
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 statatmnal 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.

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 progfémereit 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 ba 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).

Promotion to Associate Professor

Promotionto the Associate rank is based upntual 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 relquibove 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 Stee 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, its 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 programloé tUniversity. 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 seves. yEzee

Section 2.1.2.4).

2.3.8 Promotion to University Professor
SeeAgreementor process and criteria for promotion to University Professor.

Tenure Policy: Kansas Board of Regents

After the expiration of a probationary period, teachernsestigators should have permanent or
continuous tenure, and their services should be terminated only for adequate cause, except in the cas
program or unit discontinuance or under extraordinary circumstances because of financial exigency.

In the irterpretatiorof 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 beforapipeintment is consummated.

Beginning with appointment to the rank of ftithe Instructor or higher rank, the probationary
period should not exceed seven years, including within this perietimidlservice in all

institutions of higher educationubsubject 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 year s, even though t
academic profession is extended beyond the normal maximum of seven years; except when the
interests of both parties may be best served by mutual agreementiatdfof 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 probationa
period, if the teacher is not to be contidue service after the expiration of that period.
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If an untenured faculty member becomes a parent through birth, adoptive placement, or adoptic
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
oneyear delay of the tenure review. Notification must occur within 90 days of the birth,
adoptive placement, or adoption. Faculty members retain the right totayttbis interruption
policy. (Board of Regents policy adopted@3-06)

Under unexpected special and extenuating circumstances, prior to the sixth year of service, anc
at the request of the faculty member and the appropriate Dean and the Chief Adatfie,

the President of the university may grant an extension of the tenure clock for a maximum of one
year.(Board of Regents policy adopteel8-97)

No more thanwo 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 untenurec
faculty member.(Board of Regents policy adoptee?28-06)

During the probationary period a teacher should have the academic freedom that all other
members of ta faculty have.

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 te #uministration. 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 bod
that pass judgmenipon 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 thedring of charges of incompetence, the testimony shoulddachat

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 @itabtn of dismissal whether or not

they are continued in their duties at the institution.

Within this general policy, each Regents institution may make swatatipg regulations
as it deemsecessary, suljeto the approval of the Board.

Any tenue approved by the institution shall be limited to tenure ferétommended individual
attheinstitution consistent with the tenure policies of that institution. (effective 11/14/02)

In exceptional cases, the chief executive officer at a Regentsifilastimay hie a faculty
membewith tenure without their having completed a probationary peric@4{89)

Decisions of the Chief Executive Officer shall be final and are rigesuto further
administrativareview by any officer or committee of the fitistion or by the Board of Regents.

(Board of Regents policy adopted 4/18/47; amended 2/15/808%/14/16/82; 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.

2.5.2

General Criteria

To be awaded 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 serviaghich 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 sheutdrsidered.

Definition of Probationary Service

2.5.2.1.

2.5.2.2

2.5.2.3

Schedule

Beginning with appointment to the rank of ftilhe Instructor
recommendations for tenure shall be earned on the following
schedule of probationary service at PittsburgeSthtiversity:
Instructor, seven years; Assistant Professor, five years; Associate
Professor, four years; Professor, three years.

Exceptions to Schedule

For initial appointments, any exceptions to the above probationary
periods will be statkin 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.

Status of Prior Service

Prior service irother 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 probatjona
period and in applying the Board of Regents Standards for Non
Reappointment.

25.24 Academic Freedom During Probationary Period

During the probationary period a faculty member should have the
academic freedom that all other members of the Rabelte.

Participation by a Faculty Member 6s

The procedure by which recommendations as to tenure decisions are obtained wi
include an advisory opinion from a f
Pittsburg State University Widetermine the procedures by which the advisory
opinion of faculty members is obtained.

Status of Leaves on Tenure
254.1 Sabbatical Leave

When a probationary period is interrupted by a sabbatical leave,
the period of absence will bewated 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 fothe 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 likjloee
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 leavé ealnt 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 | eave of absence with
for health insurance shall be detemel by and be in accordance
with the policies, rules and regulations of Kensas 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 grantdicbther
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 pursuanta institutional policy.
Kansas Board of Regents, October 2002

2.5.4.5 Military Leave

During a military | eave withou
frozen until he/she returns to that position.

255 Terminations of Tenure
2551 Financial Exigency
Aftergrantingt enur e, a faculty member

terminated only for cause or financial exigency.

255.2 Termination of Tenure for Cause
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Termination of tenure for cause will include consideration by a
faculty committee.n 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 upn his/her case. He/she will berpetted to have with
him/her aradvisor 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
incompetencehe testimony will include that of teachensd other
scholars, either fra his/her own or from other institutions.

25.6 Notification of Tenure

Granting of tenure or notice to the contrary requires an explicit statement by the
University. If a ficulty 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. (Se
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 nonreappointments should be given in writing in accordance with the
following standards; however, such standards shall not be applioadoie
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 aye@e appointment
terminates during an academic year, at least three months in advamsce of it
termination.

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 initialyiear
appointment terminates during an academic year, at least six months in
advance of its termirni@n.

At least twelve months before the expiration of an appointment after two
or more years in the institution.

These standards do not apply to temporaryteonre earning facty,

Visiting Professors, Patime Faculty, Professorial Lecturers, Rasch
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 providedrgsas 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
Chairpersa 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 tieovostVice President for Academic Affairs.

Normally, a faculty member who has actespemployment aRittsburg State
Universityw i | | not be released fAwithout pr
Exceptions to this policy will be considered by the appropriate Department
Chairperson, the Dean of the College andRtm/ostVice President foAcademic
Affairs. The faculty member requesting such an exception presents to his/her
Department Chairperson reasons for this exception. Recommendations are made
the President of the University.

2.6.3 Termination

Unless noted to the contrary imetletter of appointment, Ealty may expect to
receive notices of ter mi nadiReappointaents:s et
Kansas Board of Regents. o
2.64 Termination for Cause
See Tenure PolicRolicies and Procedures ManugKansas Boal of Regents)
2.65 Retirement
The Board of Regents oy on retirement can be found in Appendix G.
For additional information of retirement for tenured/tere@ening Faculty see
Agreementinformation regarding individual retirement can l¢ained from Human
Resource Services, 204 Russ Hall
2.7  Faculty Duties and Responsibilities

2.7.1 Academic Responsibilitieﬂa1

The professional responsibilities of the University Faculty are in three areas:
instruction scholarly activities and profs®nal service.

! 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 insatuction
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 engagidiscipline

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
academiand professional societies; consulting and advising in areas related to a
faculty member s expertise.

The University recognizes that there is a balance called for between instructional,
scholarly and service responsibilities. This balance is optimum thleen
i nstructional demands of the Universi

The Faculty to maintain commitments to scholarly activity and research, to faculty
citizenship, to University service and to assisting the regional community the
Universty 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 believehitha

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

It is University policy to schedulenline,evening, Saturday and eéampus
classes as part of normal faculty assignment as required.

Faculty members are expedtto give those customary and traditional instructional
services which are Astandardo througt
Assignment of duties is the prerogative of the Department Chairperson. A member
of the Faculty is expected to attend deparital and Fadty meetings and to

assist angbarticipate in commencement exersiaaed other formal academic

events. Academic regalia is necessary for some events.

2.7.2 Professional Ethicg

The professoratgyuided by a deep conviction of the worttdatignity 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 energievéboging and improving

their scholarly competence. They accept the obligation to exercise criticdissatiine

and judgment in using, extending and transmitting knowledge. They prixt&tiectual
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honestyalthoughthey may follow subsidiary interesstthese 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 deatenstr
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 truef sieitents.

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 frostudents. They protect the academic freedbstudents.

As colleagues, professors have obligations that derive from common membership in the
community of scholars. Members of the professorate respect and defend the free inquin
of their associates. In the exchange of criticism and ideas, theydsleorespect for the
opinions of others. They acknowledge their academic debts and strive to be objective in
their professiongludgments of colleagues. They accept their share of faculty
responsibilities for the governance of their institution.

As membes of ther institution, professors seabove all to be effective teachers and
scholars. Although members of the professorate observe the stated regulations of the
institution, provided they do neontravene academic freedom, they maintain their right
to criticize and seek revision. They determine the amount and character of the work the\
do outside their institution with due regard to their paramount responsibilities within it.
When considering the interruption or termination of their services, thegnmzeothe

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 theoligasponsibilities 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 a
for thar college or university. As citizens erggd 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 feedom can exist only when all are free to pursue ideasam-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. interfee, i ng with an individual 6s or gr ourg
environment, personal safety, or participation in a Univespiynsored activity;

C. threatening an individual s or group

Any such act shalbe a violation oPittsburg State Universilys r aci al har as
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.

2.7.4 Sexual Harassment

2.7.5

2.7.6

2.7.7

Sexual discrimination in the form of se
authority or power, either explicitly or implicitly, to coerce another into unwantaghse
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 commnshailiyoe a violation

of Pittsburg State Universlys Af f i r mati ve Acti on Pol i c\

Statement on Diversity and Multiculturalism

Opportunities to gain experience within a diverse environment and to develop appreciatio
of multiculturalism are considered te bmportant 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 sim#éadties
differences among all personsd®ate 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 Regenstitution. (5/18/95)

Teaching Load

The policy governing teaching load may be founthmAgreementPolicies governing

ot her individuals who teach are refl ect
Student Advising

Sincea major objective oPittsburg State Universitg to assist each student to develop
his/her interests in order to reach his/her full personal and professional pptential
Pittsburg State Universitgmphasizes the role of the Faculty in the academic agw$in
students.
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Although there are other offices which provide specialized comgsaluch as

Enroliment Management and Student Suceessthe University Counseling Center in
addition to Career Services to which the student may be directed for proééssion
assistance, the faculty member has a special and unique role which may take three form

A. Advising of the student with regard
faculty member;

B. Serving as a depart ment adatoassistthsstudenti n
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 studentds personal

C. Recognizig when the student needs professional assistance with problems of a
personal natureragesulting 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 adamic event is anticipated, a written request stating the
reasons should be addressed to the Department Chairperson or appropriate administrat

It is expected that faculty members will meet classes as scheduled or will make proper
arrangements with theChairperson, 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
specifiel 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 propergemaents 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 fiice 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 publ
or political party position which does not involve any conflict of interest and does not
require substantial time away fnoassigned duties or in other respects infringe upon
them. Such eligibility covers membership on a city commission, school boardinglann
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 oblege 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 perfaathof 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 lengthyustained periods away from assigned duties,
such as Congress, the State Legislature and state and county offices or appointments t
office falling within this category, effective as to a person elected or appointed to
Congress or the State Legislature fritva date such person takes the Oath of Office or
the first day of the Legislative session and continuing untiatheurnment of Congress

or to a date no sooner than the last adjournment in Apsiherdieadjournment,

whichever occurs first, of eachgular 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 Statedgislature for service on any committee during a period when the
Legislature is not in regular or special session, provided that such person shall decline t
accept all legislative compensation for such service, but shall be entitled to such mileag
and oher 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,
pampheéts 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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dravn from citizens of varying pitical and economic views. Fonore 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

PreambleThe Boad of Regents encourages the Regergstutions 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 facilitae 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
interacton, 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
appropiately when real or apparent conflicts arise.

To those ends, the purposes of this policy are to: (i) educate about situations that genere
conflicts; (ii) provide means for faculty and unclassified staff and the university to
manage real or apparemnglicts; (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 situatasing questions

of real or apparent conflict of commitment or conflict of interest arises, affected faculty
and/or unclassified staff must meet with their department adwiegedean 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, sincas, but not limited to, consulting, public

service or pro bono work, can result in real or apparent conflicts regarding
commi t ment of time and effort. Whi
external activities exceed reasonable time limits, or whenever an

uncl assified staff or faculty meml
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 Reganstitutions 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.
Facultyand 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 commitroétitne will differ
acrossollegesand departmentdut said responsibilities, requirements,
obligations and activities should be initially premised on a general
understanding of fultime commitment for fultime faculty or unclassified
staff of the insitutions. 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

i ndividual 6s private, peilshanal r el
professional obligations to the university such that an independent observel
mi ght reasonably question whether
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 a
actual conflict. Thus, individuals are askedéport 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 institais 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 dénguand

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 sharimgyialties resulting

from the commercializationfaheir work. It is wrong, however, for an

i ndi vidual 6s actions or decisions
activities to be determined by considerations of personal financial gain.
Such behavior calls into question the professional objectwitl 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
compomise 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 receiatlance
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from the institutionds chief exec!
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 facultmember 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 therRegelicy

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 ive Universitystudents, 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

i nvol ved participantsd required c
exanpl e, a studentdés grades or prog
conditioned on participation.

2.7.10.21 Consulting for Other State of Kansas Agencies

Consulting by faculty members and employees of
institutions under the jurisdiction of the Boaaot finother
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 empl oye
home instittion shall effect payment through the regular
process and shall receive reimbursement through the
interfund transfer process.

2.7.10.22 Consulting Outside the University

For members of the faculty, the Regents institution permits
and, indeed encouragjea limited amount of personal,
professional activity out si
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 memberdés teaching,
institution; and (c) is consistent with the objectives of the
institution. Regulamstructional service to other

educational institutions is normally regarded as an



2.7.102.3

B34

inappropriate personal, professional activity. Without prior
approval, faculty members on falime appointments must

not have significant outside managerial responsibili@s

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, unclasgifl staff members may consult only

on nonuniversity time, including vacations.

Other Employment

The Regents expect faculty and unclassified staff employed
by the Regents institutions to give full professional effort to
their assignments. Isj therefore, considered inappropriate
to engage in gainful employment outside the Regents
institution that isncompatible with institutional
commitments. It is inappropriate to transact business for
personal gain unrelated to
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 suateetings for profit may be
construed as consulting or outside employment as defined
in this policy.

2.7.103 Reporting Requirements

2.7.10.31

Annual Reporting

As part of the annual appointment procefiSaaulty and
unclassified staff with 1@ 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 pily, 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 wave
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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 denidof 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 thatanflict of time,
commitment oiinterest does exist, the institution may
require that the faculty or unclassified staff member submit
additional information and explanation regarding that
conflict. (9-21-95)

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 raiseegtions of conflict

of commitment or interest, as soon as such situations
become known to the faculty or unclassified staff member.

Reporting of Consulting

The faculty member must inform the chief academic
officer, through the department char head and the dean,
of all external personal, professional activities. For all such
activities, except those singbecasion 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 2¥bur period must
be reported annually in writing as prescribed. For all
activities concerned, the report should indicate the extent
and nature of the actties, 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.

Disposition of Reports
All required reports shall be subneitt 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.

Use of University Name

The Name of the Board of Regents, a Regents institotr

the Regents System may never be used as an endorsement
of a faculty member or uncl
activities without expressed and advance written approval
of the University chief exe
Executive Diretor, 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 timake without
securing approval.

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 situasaem whichthe
objectivity of a faculty or unclassified staffember could
reasonably be questied or where apparent conflicts of
interest exist, each Regents institution will establish an
effective review mechanism to determine if a conflict of
time orinterest exist and to facilitateesolution of the

conflict where possible, and to decide upon the appropriate
sanctions when an uncl assi f
activities have been determined to constitute a conflict.
Such review mechanisms will include oppurity for

appeal.

Distribution and DisseminationThis 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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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 Governmtal EthicsCommission Guidelines for State
Employees Concerning Meals, Gifts, Entertain, and Travel offers

Opinions to interprelKSA 46-237a. The handout with these guidelines is
available in the Presidentods Offi

Regulations Governing the Usef 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.

Policy on AIDS

The Baard of Regents is aware of and sensitive to the significant economic
and personal costs to society created esalt of the Acquired Immune
Deficiency Syndrome (AIDS) epidemic. The Board believes that the
Regents institutions have an obligation to hedlpcate their students,

faculty and staff about AIDS and to help seek the prompt, confidential,
and nordiscriminatory treatment of those individuals diagnosed with

AIDS or the AIDSrelated disease.

Each Regents institution shall adopt appropriate praesdo 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)

Other Obligations

It is an obligation of faculty members to observe regulations of the
Universty, (i.e., parking and use of University facilities.) The Department

Chairpersorshould be able to refer the faculty member to the appropriate
office for information.

Faculty Rights and Privileges

2.8.1

Academic Freedom
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Pittsburg State Univeity 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 opportufatyboth
professional and social expression throughioeiyear for staff and faculty
personnel for a nominal membership fee.

2.8.3 Grievance Procedure

The general grievance procedure for the tenured/tesanm@ng Faculty is
found in theAgreemat. The performance appraisal grievance procedures
for the tenured/tenurearning Faculty may be found in tAgreement

The Intra Range Grievance Procedure may be found iAgheement.

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 temmaition of individual employees. ltis

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, lisedk
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 agned adequate
office space on campus. Since these offices are most often
semiprivate, 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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Library Servi ces

The Leonard H. Axe Library houses the main collection of
books, periodicals, government documents and
miscellaneous materials. Additional specialized material
for teacher education are located in igtructional

Resource Centen the basementfddughes 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.

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 stdents 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.

Printing and Design Services

The University provides design and desiggrvices for
unclassified personnel for official University business.
Directions concerning the use of this service can be
obtained through the Department Chaigos or by
consulting Printing and Desiddervices, 10&Vhitesitt
Hall.

Teaching, Learning and Technology

Pittsburg State University has its materials and services for
Instructional Media located in three areas. The main
officesas well as the television facilitiese in Hartman

Hall.

Televisionfacilities 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 tse all the facilities througlne
Coordinator 6s oHdlliExt.el841.3 3 3 A
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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 20@&hitesitt Hall.

2.8.5.7 Student Employees

The Student Emplaoyient 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 thegha
faculty members through their Chairperson must process a
contract for all student employees in the Student
Employment Office.

Research Support

The University is committed to excellence in the transmission of
knowledge through creative tdaeg 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 strategiapign
statement, challenges the Facul't
knowl edge through research and s
resources of the University as well as the resources of the individual
faculty member

y
c

2.8.6.1 The Research and &holarship Mission of the Office of
Continuing and Graduate Studies and Research

The Office of Continuing and Graduate Studies and
Research haasone 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 matnt ai
range plan for the external support of research and
scholarly activity.

B. To estblish 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 exterta 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 mrities for research needs
and capabilities through the establishment and
maintenance of an externally supported
research/scholarly activity loaginge planning
committee.

B. Coordinate external funding support for Faculty,
graduate and undergraduatesi@sh activities of
the University.

C. Develop a research information system to provide
data relative to:

1. Current institutioawide research.

2. Matching of faculty interests with funding
sources, and

3. Disseminate the information on researct an
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 capabilitieand 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 adnmstrative 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 durg the project administration.
Monitor budgetary function of postward activities
of research projects and assist principal
investigators in the administration of grants
received.

F. Communicate directly with funding agencies and
maintain a contact & 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 indtrg for research activities.

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 ProvostVice President for Academic Affairs witheh
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 furet 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 poabli
served by Pittsburg State University. Clerical and fiscal
support will be provided by the Office of Continuing and
Graduate Studies and Research with support proviged b
the Office of the ProvostThe Dean will report directly to
theProvostVice Pregdent 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.

Intellectual Property Policy
291 Copyright Policy

The purpose of the Board of Regen
foster the creation and dissemination of knowledge and to provide
certainty n individual and institutional rights associated with ownership
and with the distribution of benefitsatmay be derived from the creation

of intellectual property. The policy is intended to be a broad statement to
provide uniformity among Regents ingtibns while allowing for

institutional flexibility. The policy applies to all full or patitne

employees, including students, creating intellectual property related to the
scope of their employment while under contract with a Regents institution.
Whenrevenues are to be shared, the creator(s) shall obtain his/her share
only after the institution has recaegbany direct costs borne by the
institution for equipment and materials and cost paid to third parties. The
portion of the revenues to be shared aghmultiple 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 ownersltp 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 responsiegifor the appropriate

use of state funds, unless otherwise provided for under this policy, all
rights associated wifar-hi wedoker pobt
that make fAsubstanti al useo of in
institudt amti aliSwdbed means that t
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 contrghts fa
mediated courseware gspgecified below:

(1) Seltinitiated mediatd 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 othevise used in a manner that competes in a substantial
way with the forcredit offering of his/her own institution unless

that transaction has received #proval 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) Institutiondirected mediated courseware. When the institution
specifically directs the creation of mediated courseware by
assigning oneramore 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 decideho 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 {hygraepriate
administrator at the institution.

Scholarly and Artistic Works

Not withstanding any wuse of- ins
forhiredo principle, the owner shi
monographs, trade publications, maps, chartglestin 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, inditdns shall have royalty

free use of the work within the institution, unless otherwise agreed
in writing.

Manuscripts for Academic Journals

(a) Notwithstanding any use of institutional resources or the
Awoforkhi red principl anuscrips®r owner
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 instition with a royaltyfree 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.

© | Upon the stablishment 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 determinationahproviding 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.

Copyrightable Software

Therights 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 Boardbdébs Patent and Copy

Stucent 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, mdgj retain the work as may be
required by the process of instruction, or otherwise handle the
work as set out in the institu
the course syllabus. The institution shall not have the right to use
the work in any othremanner without the written consent of the
creator(s).

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
obtainingpatents on inventions, reg@ig 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 thegppropriate 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 patentit. In such
case, however, the institutionanot 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) Whenany 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 twefiwge (25) percent of
revenuestsall 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 relseelated activities

in the institution. The institution may agree that the Organization
may retain a portion of the funds.

(5) In case of coopetiae research sponsored in paytan outside
corporation or individual, a written contract shall be miaesveen
the institution and the cooperating agency. This contract should
include a statemeroff policy substantially equivalent to that
outlined below:

Al't i s agreed by the partie
experimental work, including invewtns, 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 pateptabl
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 coopéngtagency in part for
the assistance rendered in

Al't i s further agreed that
not be used by the cooperating agency in any
advertisement, whether with regard to the cooperative
agreement or any othedreat ed matter . O

(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 negue 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.

(Boardof Regents policy 11/98, 10/00, 10/02)

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 @itlworks and certain exceptions,

i ncluding the doctrine of #Afaire
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 doctrin
Section 107 of the Copyright Act. To achieve for faculty greater certainty
of procedure, to reduce risks of infrimgent 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 intetion 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 Presidetnis the agent of the University who legally represents a
sponsored project to a granting a
responsibility to see that both the granting agency and person(s) wishing
to copyright are fairly represented.

ExceptionsThe 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 isautioor should
be reported. Appropriate credit must alwagsgiven 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 eac
of the Regents institutions establish a plan for backgtahecks 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/eocaa/

(Board of Regemtpolicy, May08)
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CHAPTER 3

ADMINISTRATIVE PROFESSIONALS

Definition of Administrative Professionals

The Administrative Professionals of Pittsburg State University consist of unclassified
persors who are performing functions directly related to adstmative policieor a
professional set of skillsThe Administrative Professional must customarily and
regularly exercise discretion and independent judgmeptofessional judgmentThe
work performed iprofessional in nature maried and cannot lstandardized in point
and time. Generally, the Administrative Professional requires special training
knowledge pr postsecondary education beyond the baccalaureate.

Policies on Recruitment and Appointment of Professionals

3.2.1

3.2.2

Recruitment of Administrative Professionals

To assure high quality and effectiveness of operations, Pittsburg State
Universityis committedto the followingstatements 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 spifithe 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 periodarstiny, 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 Ha(See Appendix L

Appointment of Administrative Professionals

The appointment of Administrative Professionals are annual and non
tenure earninglhe designation of administrative appointment should be
stated in the unclassified admini
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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3.23 Documents and Records

3.23.1

3.2.3.2

Pre-Employment File

The preemployment 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.

Access to Pesonnel 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 Prefs si onal 6s of f
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 Professionakdignates 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 a

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 dulgubpoenaed 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 admini
grievance hearing on his/her written request.

That portion of an administrative professsoh 6 s per s c
file relevant to a grievance being hearcaa@opy 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
professimal.

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. Excepewlarrangements
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 re
Office.

The terms inhe 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 nt#acling
professionals.

3.24 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 @erson 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 personds housa&hol d,
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)

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 futime instructional

responsibility curretly employed byPittsburg 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.

AFmoa l personnel revi ewo shall [
entrance interview, tenure review, promotion review, or the annual
performance appraisal i ntervi e

out by the Department Chairperson.

The fassess me nhefollowinglvdriablescohspokent
English: pronunciation, grammar, fluency, and comprehensibility.

The Dean of the College will ¢
completed.

All AdministrativeProfessionals who teachRittsburg State
Universityhave been determined to be proficient in the use of the
Endish language as of July 1, 2Q08erification of each staff
member 6s English | anguage comp:
form signed by the Chairperson and Dean. This form will become a
partofthe ndi vi dual 6s per manent per
the verification required.

B. ProspectivePittsburg State Universitxdministrative
Professionals who Teach

1. Full-Time and/or PafTime Administrative
Professionals who Teach
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All prospective istructional 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 stent, 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 faceto-face or by nediated 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
beeligible 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 se&greement.
3.2.6 Immigration Reform and Control Act of 1986

Pittsburg State Universitshall not knowingly employ an unauthorized
foreign national or a person who fails to provide documentation of
employmehn 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 tquedly qualified

candidates for a positielwne a United States citizen or national and one
who is not a citizen or natiordhe Department/Unit may hire the United
States citizen or national without violating the policy. However, the
University will notengage in preferential hiring of United States citizens
or nationals when such action would result in the failure to achieve hiring
goal s as required by the Universif

Offices engaging in recruitment for employees will noéfplicants of the
documentation required in this policy.
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Compl ete information regarding t he
Employment Eligibility Certification in Compliance with the Immigration
Reform and Control Act of 1986, as well as a list of acceptaidardents,

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 beéefdrwar
in each case through the appropriate administrator to the President.

3.4 Retirement
The Board of Regents policy on retment can be found in Appendix F

For additional information on retirement see figreementinformation regarding
individual retirement can be obtained from Human Resource Services, 204 Russ Hall.

35 Emeritus Status

The Kansas Board of Regents adopted the following statement concerning the awarding
of emeritus status to a retiring administrative professional.

Emeritus stats 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 othel
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 uponalg mi ni strati ve profes:
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 officeeaften years of continuous service.

3.6 Evaluation Policies and Procedures
Introduction - Pittsburg State Universityecognizes the value of annual performance

reviews for each unclassified professional staff member. Performance reviews are part
of theongoing 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.

Purposei The appraisal system may serve the following purposes:ptptade 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 salarases,e
promotions and terminations, 4) every three years the review will include communication
from those professionals and publics with whom the professional interacts.

Position Descriptioni Annual reviews will be based upon the position description
devdoped for each unclassified professional staff member. Position descriptions should
be updated at each annual review.

Guidelinesi After consultation with staff, Vice Presidents, Deans and Area Supervisors
will determine the specific procedures for coatitug performance reviews for staff
members under their jurisdiction. Gui d
Procedures developed must be congruent with the following general policies:

A. Reviews are intended to assess the overallgualib f a st aff memb
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 checklisd shoul
be minimized, and considered secondary, if adopted at all.

C. The staff member and his/her supervisor can select the performance categories ir
which documentation of accomplishments shall be made. Once these are
selected, the staff member is respolesibr 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 evations.

E. Reviews should address aspects of a
knowledgeof work, quality of work, initiative, cooperation, judgment, effective
decisionmaking.

Minimally, reviews should contain the following:

A. Position descriptin 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 wilinclude 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 evaluatiostatement is prepared by the supervisor.
Three-Year Review

This review will include communication from peers, colleagues, and publics outside the
division.

Proceduresi 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 segvisor 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 (1Q days of the receipt of the request.

Standards for Non-Reappointment Notice of norreappointment will be given in
writing in accordance with the following standards:

--Administrative Appointments With the exception of those unclassified empleytdeat
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 NeRReappointment:

A. Upon writen recommendation of the dean or director and Vice President, the
President will send a written notice on A@appointment to the employee. The
employee shall have an opportunity to a hearing to grieve thesappointment.
The procedures for this héag are described below. The written notice of-non
reappointment may include information about the reason foreeppointment.

B. Notice of noRreappointment is to be given as early as possible.

1) The first three (3) years of service are considarpdriod during which
notice must be given no later than Mayfdr non-reappointment the
following fiscal year. After this date the employee is entitled to ayeae
appointment for the following fiscal year. Employees that have
appointment that endgher than the last day of the fiscal year should
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receive notice of noneappointment 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 néater than January 15f the employee will not be
reappointed the following fiscal year. After this date the employee is
entitled to a ongrear appointment the following fiscal yedEmployees
that have an appointment that ends other than the lasf dag fiscal year
receive notice of noneappointment no later than one hundred fifty (150)
days prior to the end of their current appointment.

Employees may be reassigned to other duties during those months following the
notice of noAreappointment.

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 regulationsand 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 tinenreappointment, the employesust
send written notificatbn t o t he e-Prigsidemtywehindive GV i c e
workdays of the date of notice mbn-reappointment. If the employee serves
directly under a Vice President, the employee would grieve directly to the
President and the employee and President wouldljecsuo the timeline and
procedures set out in Step 1.

Within ten (10) workdays of receipt of notice of the grievance, the-Fiesident
shall hold a hearing with the grieva
recommended nereappointment.

This proceeding is an informal proceeding intended to allow the Vice President to
gather information and hear from the grievant andytiesant'ssupervisor. Upon
request by either partthe hearing may be recorded. The party making this
request willincur 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, ceworker, etc. The role of the advisor should be limited to
helping theemployeesespondo 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 Wresident may request or order

the advisor to leave the hearing. The i evant , grievantos
Vice-President may have witnesses present at the hearing.
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D. The following procedures should be followed by the Miresident:

E. The VicePresident and grievant will have a determined amount of time semtre
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 norreappointment grievee.

Step Il

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

B. Wit hin five (5) workdays of the griev

meet with the grievant and the Vice President. After this meeting, the President
will issue a decision as to whether or not the-reappointment will stand. The
Pr e s i dosiontwilbe tlkedinal decision for the University.

Administrative Professionals that Serve at the Pleasure of the President

TheProvost\Vice Presidents, Deans, Department Chairs, University Attorney, Director of
Intercollegiate Athletics, Direot of Facilities Planning, Director of Student Publicasip
Athletic Coaches, AssistaAthletic Directorfor Marketing and Promotions, Assistant
Athletic Director for Media Relation®irector of Academic Compliance for

Intercollegiate Athletics, Directaf Equal Opportunity/Affirmative Action, Director of
Planning, Analysis and Assessment, Director of Markefimggctor of the Center for
Teaching, Learning and Technolgghe Administrative Assistant to the President and the
Assistant to the Presidesitall 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 Presidemtcarentitled 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
employmat at any time for just cause related to the performance of or failure to perform
the individual 6s duties or for violation
and laws of the institution, the Board of Regents and the state of KansatJoitdte

States.
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The designation should be stated in the
notice of appointment.

Adopted at President dés CouanaApifil2008 / 15/ 200C
Administrative Professionals Paid from aGrant and/or Contract Funding

Each employee appointed to positions funded from grant and/or contract funding will have
the foll owing wording as a condition of
this position is conditioned upon grant/coetrunding 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 termimashall take precedence over any notice

of nonreappointment or termination requirements found in the cuteadtassified

Personnel Handboo#f Pittsburg State University and said requirements shall not apply.

Administrative Professionals Duties ad 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 onl
to the persons involved, but also the entimiversity community. Racial
harassment includes histnot 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 offensierk or educational
environment for an individual or group;

B. i nterfering with an individual 08s
living environment, personal safety, or participation in any University
sponsored activities;

C. threateninganindivdal 6 s or groupdOs empl oy me
opportunities.

Any such act shall be a violation of
policy. Offenses may be appealable through the discrimination grievance and/or
judicial process for students, thgiuthe student judicial process for student
organizations, or through the discrimination grievance process for faculty and
staff.
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Sexual Harassment

Sexual discrimination in the form of sexual harassment, defined as the use of
oneds awupbwen aithet explicitly or implicitly, to coerce another into
unwanted sexual relations or to punish another for his/her refusal, or the creatior
of an intimidating, hostile or offensive working education environment through
repetitive verbal or physal conduct of a sexual nature by a member of the
University community shal/l be a viol
Affirmative Action Policy.

Statement on Diversity and Multiculturalism

Opportunities to gain experience within a diveenvironment 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 whiobgrézes

and celebrates both the similarities and differences among all persons to create ;
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 ducational experiences, including multicultural experiences, resides
with each Regents institution. (5/18/95)

Political Activities

Faculty, administrators, and other unclassified personnel are eligible to accept
any public or political partygsition 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 tgustate 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 univetaity grovided,
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 psraveay

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 suclperson 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 spal 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 Legislaturedervice 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 artider expensellawances 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 andatetl 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 frotizens 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.

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

PreambleThe 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 andcfitate 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 sotgraction, 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 pdapare

regpond appropriately when real or apparent conflicts arise.

To those ends, the purposes of this policy are to: (i) educate about situations tha
generate conflicts; (ii) provide means for faculty and unclassified staff and the
university to manage real 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 becoamaifiar 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, schezol 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

3.10.5.2

Conflict of Time Commitment

Attempts to balance university responsibilities outlined in the
preamble with externalctivities, 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 me
reasonable time limitgr whenever an unclassified staff or faculty
member sd primary professional
institution, a conflict of time commitment exists.

Conflicts of commitment usually involve issues of time allocation.
Facultymembersand unclassiéd 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 ingtitions. Faculty and unclassified staff should
maintain a presence on campus commensurate with their
appointments. The specific responsibilities, position requirements,
employment obligations argfofessional activities that constitute

an appropriate ahprimary 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 fultime commitment for fultime faculty or
unclassifed staff of the institutions. Exceptions must be justified
and shown to enhance the institutional mission.

Conflict of Interest

A conflict of interest occurs when there is a divergence between an
i ndividual s pr i v aotirderestpaad hgs/ben a |
professional obligations to the ueisity such that an independent
observer might reasonably ques
professional actions or decisions are determined by considerations
of personal benefit, gain or advagéa

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, iddals

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 falost 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 institutionahission include consulting and the
commercialization of technologies derived from research. ltis
appropriate that university personnel be rewarded for royalties
resulting from the commercialization of their work. It is wrong,
however, for an individudls acti ons or deci si
course of his or her university activities to be determined by
considerations of personal financial gain. Such behavior calls into
guestion the professional objectivity and ethics of the individual,
and it also reflectsegatively 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 ina 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
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

i nvol ved participantsd require
uni versity. For exampl e, a st
degree may not be conditioned on participation.

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 institubn 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 empl oyee
home institution shall effegtayment through the
regular process and shall receive reimbursement
through the interfund transfer process.

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
member 6s reasonably cons
responsibilities of employment by and for the
institution, provided such activity: (a) further
develops the faculty member in a professional sense
or serves the comunity, state, or nation in a
professional capacity; (b) does not interfere with the
faculty member s teachin
the institution and (c) is consistent with the
objectives of the institution. Regular instructional
service to otherducational 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 investigéors 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 consultlgron norruniversity

time, including vacations.

Other Employment

The Regents expect faculty and unclassified staff
employed by the Regents institutions to give full
professional effort to their assignments. Itis,
therefore, consideredappropriate 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 in
institutional office or atime 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 prafitay be construed
as consulting or outside employment as defined in
this policy.

3.10.5.4 Reporting Requirements

3.10.54.1

Annual Reporting

As part of the annual appointment process, all
faculty and unclassified staff with 100% time
appointments must disclosethe 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 manaug
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 resei@h 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 intesst 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)

Reporting Significant Ad Hoc Current or
Prospective Conflicts As They Occur

Facultyand 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
guestions of conflict of commitment or interest, as
soon as such situations become known to the faculty
or unclassified staff member.

Reporting of Consulting

Thefaculty member must inform the chief
academic officer, through the department chair or
head and the dean, of all external personal,
professional etivities. For all such activities,
except those singleccasion 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 activies 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 théotal amount of time spent or
expected to be spent on all such outside activities
during the current academic year.

Disposition of Reports

All required reports shall be submitted in
accordance with institutional requirements and shall
be included in idividual personnel files to be used
for the determination of whether an individigin
compliance with this policy. Such reports will also
be available to institutional research officers to
permit certification and/or verification of

compliance with fedal 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
memer or unclassified staff men
expressed and advance written approval of the University chief
executive officer and/or the B
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 Eiorcement

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 reasonablybestioned, 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 deeidpon the appropriate
sanctions when an unclassified
have been determined to constitute a conflict. Such review
mechanisms will include opportunity for appeal.

Distribution and Dissemination. This policy statemerit 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 gilig 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 Gor 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 Boardlieves that the Regents institutions

have an obligation to help educate their students, faculty and staff about AIDS and
to help seek the prompt, confidential, and4dstriminatory treatment of those
individuals diagnosed with AIDS or an AlD@lated dsease.

Each Regents institution shall adopt appropriate procedures to implement this
policy and maintain copies of such procedures for use by theusasopnmunity.

(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 adoptedeblyittsburg 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 Request®f 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 caroet at the campus level by the
Administration within the framework of Board policy and state |&\hile the

Board will not hear individual cases, it will seek assurance that campus policies
provide for due process and that those campus policies havédiieaed.
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(Board of Regents minutes 2/14/74)
3.11.4 Supportive Services
3.114.1 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 Lilary 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.

satellite library is hosed 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.

3.114.3 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 antatgrdl. 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

TheUniversity provides printing and desigarvices for

unclassified personnel for official University business. Directions
concerning the use of this service can be obtained througimithe
directoror by consulting Printing and Desi@ervices, 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 thenedia 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.

3.11.46 Testing Services

The University administers a wide variety of sggstrtaining 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 208&ace Mann.

Staff who wish to secure the assistance of student employee should
consult theJnit Directorand receive his/her authorization. In

order to be placed on the payroll, staff members must process a
contract for all student employees in thedgtot Employment

Office.

3.12 Grievance Procedure
3.12.1 Definition

A Agrievanceo is defined as an alleg
violation of a written policy adopted by the University and applicable to
Administrative Professionals inaing 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 administratidggment 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, theidmsity 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 superi s or . I f the matter is not
satisfaction, it should be settled in accordance with the procedure set forth below.

Step 11 A grievance not promptly resolved to the satisfaction of the
administrative professional involved miag 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 provisionswefitten 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 2i If the matter is not resolved at Step 1, difflected 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 makbéridecision. The
President of the University retains final authority on a grievance.

3.13 Intellectual Property Policy
3.13.1Copyright Policy

The purpose of the Board of Regent ds
creation and dissemination kifiowledge 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 twvjgle uniformity among Regents

institutions while allowing for institutional flexibility. The policy applies to all

full or parttime employees, including students, creating intellectual property
related to the scope of their employment while under contvith 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. Tienpor

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. Genenl 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 tBeard has fiduciary

responsibility for the appropriate use of state funds, unless
otherwise provided for under this policy, all rights associated with
wor ks produferedre® Owoobkher wor
Asubstanti al us e o abohg td the snstifutiont t i
ASubstanti al useo means that t
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 haventiited ownership or control rights for
mediated courseware as specified below:

(1) Seltinitiated mediated courseware. When employees
develop mediated courseware without specific direction by
the institution, unless otherwise agreed, the ownership of
thecourseware 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 withowtonsent of the creator(s).

The mediated courseware shall not be sold, leased, rented
or otherwise used in a manner that competes in a
substantal way with the forcredit offering of his/her own
institution unless that transaction has received the approva
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) Institutiondirected mediated courseware.hév 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 coursewa 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) Institutionsshall develop procedures for reporting the
development of mediated courseware to the appropriate
administrator at the institution.

(2) Scholarly and Artistic Works

Not withstanding any wuse of- ins
for-hi r e 0 phe ownership of extbooks, 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 revemualerived from their work shall belong to
the creator(s), except for textbooks, institutions shall have reyalty
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free use of the work within the institution, unless otherwise agreed
in writing.

Manuscripts for Academic Journals

(a) Notwithstandig any use of institutional resources or the
Awoforkhi reo principle, the owner
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 royaltee right to use

the manuscript within the institution in its teaching, research, and
service programs, but not for external distribution, &nd,
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
jeopardizethe 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.

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 datexthpursuant to

t he Boardébés Patent and Copyrig

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 istitution, 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 institu
the ourse 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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Patent and Copyrightable Software Policy

Patents obtained on inventions or the ownership of copyrightabl
software with an actual or projected market value in excess of
$10,000 annually resulting from institutionafiponsoredesearch
shall be retained by the institution or may be assigned to an
organization (Hereinafter called the Organization) indeperafent
the institution and creadefor the purpose of obtainimgatents 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 medine
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 byrttgution 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 warrarmatenting, 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 opatent or
copyrightable software, not less than twefiwge (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 ofry revenue mentioned in Paragraph 3 shall
be used to sponsor further research and reseelatied activities

in the institution. The institution may agree that the Organization
may retain a portion of the funds.

(5) In case of cooperative research spoeg 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:

Al t i sythe gartiesadthistcontract 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 pduce the greatest benefit to the
public. Itis 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
preferemial 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 any advertisement, whether with
regard to the cooperative agreement or any other related

matter. o

(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 equipmengtc., 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 parfyhe institution shall reserve

the right to publish all data of fundamental value to science and

technology.

(Board of RegentBolicy 11/98, 10/00)

3.13.2 Policy Concerning Photocopying/Duplicating Copyrighted Materials for
Classroom and Research Use

Pittsburg State University recogess the exclusive rights of copyright owners to
determine certain uses of their works and certain exceptiarigding the

doctri

neseo.fo ifahese precepts are

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 Afair

n

u

Copyright Act. To achiee for faculty greater certainty of procedure, to reduce
risks of infringement or allegations thereof, and to maintain a desirable flexibility
to accommodate specific nee@gtsburg State University has adopteBRolicy
on Duplicating Copyrighted Writteworks.

S

t
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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
administeed 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 ouide 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
that boththegrantinggency and person(s)6 wishi.
represented.

Exceptions: The publication of journal articles or single chapters in bsoks
exempt from the reporting procedures. The production of a book or a substantial
portion of a book where aculty member is a eauthor should be reported.
Appropriate credit must always be given when any state, federal, or private funds
have been involved.

Background Checks on New Hires

The Kansas Board of Regents in a policy adopted at its Ma§ @@eting directed each

of the Regents institutions establish a plan for background checks by September 1, 200
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 Ep@brtunity at:
http://lwww.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 benefisligible positions only.
Questionsregarding individual benefit eligibility should be directed to the Director ofBudget 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 leaveberayarded in
strictly meritorious cases to fuime 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.ak&ward of

Regents policy specifies that sabbati
pursuing advanced study, conducting research studies, or securing appropriate
i ndustri al or professional experience

sabbaittal leaves are limited to no more than four percent of the number-tifriell
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 Universitipr a period of at least two years following the expiration

of the period of leavdf he/she does not return for 2 years period he/she must refund
all salbatical paylf 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 addiional 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 of
campus which wi 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 éalth, or for other unspecified absence from duty.
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4.1.2 SabbaticalLeave Policy: Kansas Board of Regents

Sabbatical leaves shall be approved by the Chief Executive Officer of the employing institution
in accordance with Board policy. Sabbaltiemve may be granted subject to the following
conditions.

In strictly meritorous casesa full-time faculty member on regular appointment at any of the
Regentsgnstitutionsof higher education who has served continuously for a period of six years or
longer at one or more of these institutions, may, attmgeniencef the institution andipon

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 pénedula 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 semeste
not for a period of more than oneaygwith reimbursement being made according to the

following schedule.

A. for ninemonths faculty members, up to half pay for an academic year, or up to full pay
for one semester.

B. for twelvemonths faculty members, up to half pay for eleven mgomthap to full pay
for five months.

Provided: Regular salary is defined as the salary being paid at the time the sabbatical leave
beginsOutsidegranf unds received by the University
efforts during his/her sabkical 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 sabbatice
pay is granted iany 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 researclwhich 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

4131

4.1.3.2

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 c ®Seer nin
Sections 2.6.2 and 2.6.3, as weltlasBoard 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 pur@ss This must be stated in writing and
agreed to by both partigsior to the granting of the leave.

Military Leave

Those individuals who enlist or are called to active dhity the armed forces of

the United States, including tiNational Guad, Army Reserve or similar group

will be granted a military leave without pay upon presentation of a copy of the

of ficial notice or call to active dut
prefers, but a military leave without pay will be giethif requested in writing.

During his/her absence, his/her statuRittsburg State Universiig frozen until

he/she returns from military assignment. In order that the University may give
adeqguate notice to his/her replacement as well as budgeeforght af f me mt
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 acti\
duty.

An individual should request a return to employment within &sdafter
receiving an honorable discharge from the military.

Individuals who are a member of a reserve corepbnof the military service of
the United Stateshall be granted a maximum of Werking days of military leave
with pay for active duty withimach 12month period beginning October 1 and
ending September 30 of the following year. Individuals needing more fhan 1
working days may request to use vacation leagepensatory time credits
leave without pay.

Individuals can only apply 1%orking days to a single term of actidity one
time. Even if a single term of active duty exceeds the defingddh period, an
individual cannot apply aew set of 13vorking days of military leave with pay to
aterm of active duty on which Morking days omilitary 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 yn@quest to use vation leave or
compensatory time credits.

Military leave without pay will not be counted toward meeting the tenure
probationary period requirements.

Application for and Approval of Sabbatical Leaves and Leaves Without Pay

Faculty members who wigb 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 ir
the call for sabbaticand leaves without pay distributed 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 Chsorpef the Department,
Dean of the CollegdlrovostVice 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 superviscs.

Reporting Procedures

Acceptance of sabbatical leave or leave without pay assumes that adequate reports will b
filed with the Chairperson of the Department, the Dean of the College and the
Provost¥ice President for Academic Affairs within one monftteahis/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 resslachieved; 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 succes#fuevaluated, individual merit more successfully appraised and
further academic improvement of the University achieved through better planning and
analysis.

Parental Leave Policy

Parental leave shall be made available to all personnel regartifeasital status with no
career penalties. Conditions related to salary, accrual of seniority and other benefits, as
wel | as reinstatement rights shald/l be in
policies.
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Accrued sick and/or vacation leave nisgyutilized at this time in accordance with

University policy and upon the approval of the Department Chairperson or supervisor, anc
an applicable leave without pay for up to one year may also be granted. While the deadlir
for applying for such a leave fiexible, the request should be made in writing to the
Department Chairperson or supervisor as early as possible in the academic year, indicatit
the duration, commencement and termination dates of the leave. Endorsements of
applications shallbmaccod ance with the Universityos

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 manras 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 causg or contributed to by pregnancy, miscarriagerabn, childbirth and
recovery there from are for all jalelated purposes temporary disabilities and will be

treated in accordance with existing health or temporary disability insurance plans availabl
in connection with employment. Written and unwriteanployment policies and practices
involving mattes such as the commencement and duration of leave, the availability of
extensions, the accrual of seniority and other benefits and privileges, reinstatement, as wi
as payment under any health or tempodaswbility 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.

Funeral or Bereavement Leave Policy

Unclassified emipyees may be granted leave with pay upon the death of a close relative.
Such | eave shall in no case exceed six Vv
deceased and necessary travel time will be among the factors considered in determining
whetherto grant funeral or bereavement leave, and if so, the amount of leave to be
granted.

(Board of Regents Policy 1/27/94)

Requestsforfunerl | eave should be submitted to
relativeo i s rofdheimmedds faangdy, aadnaiudes peusearent,
grandparent, sister, brothehild or grancthild, including irlaws. Also includedire other
relatives |iving in the employeeds house
be granted upon the death of di&ague or other friend if approved by the appropriate
Supervisor.

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 unclassifigdysas who
participate in the shared leave program may donate sick leave as long as the donation do
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not cause the accumulated sick leave balance of the donating employee to be less than 4
hours, unless the employee donates sick leave at the timgapasen of service.

(Board of Regents Policy 1/27/94 and 12/14/00)

Faculty members who are members of the unitTéeeAgreemerfor information about
Participationin the shared leave program.

Retirement Plans

All unclassifiedemployees 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 Retirementl&n after one year of employment.

New appointees who meet the requirements of K.S.AL926 are eligible immediately
for entry into the Regents Mandatory Retirement Plan.

Members of the Faculty and administration at any time paagjcipate in the volumary
tax deferred annuity program or State of Kansas Deferred compensation program.

For additional information, see the Mandatory Retirement Plan Document at:
http://kansasregents.org/downloadiex.htm) Appendix F or contact Human Resource
Services, 204 Russ Hall, ext. 4187.

Health Insurance

Unclassified employees appointed to bereliigible positions may enroll in health
insurance provided by the University.

For specific inbrmation regarding health insurance, contact Human Resource Services,
204 Russ Hall, Ext. 4187.

Life Insurance

Employees are covered by Universgsid life insurance amounting to 150 percent of
their annual salary. This coverage includes a-kengn disability benefit.

For specific information regarding life insurance, contact Human Resource Services, 204
Russ Hall, Ext. 4187.


http://kansasregents.org/download/index.html

4.2.4

4.2.5

4.2.6

4.2.7

E7

Optional Life Insurance

Optional group term life insurance is available to employees in varying amounts.
Premiums are paid by the employee and d

For specific information regarding life insurance, contact Human Resource Services, 204
Russ Hall, Ext. 4187.

Wor kersd Compensation

All Pittsburg State Universityemply e es ar e covered under t
Compensation Act of 1974. (The name wa
of 1976.) This ndault plan provide®enefits for injured employees or their dependents

in case of accident, disease or deat$irag out of, or in the cause of, employment.

Unemployment Benefits
The University pays unemployment insurance for all employees.
Vacation Benefits

Unclassified employees appointed to flithe twelvemonth positions or to fullime less

than twelvemonth nonrinstructional positions shall earn annual leave at the rate of eight
hours for the first and secondweekly pay period of each month up to 176 hours.
Unclassified employees appointed to less thartifuké 12month positions ah

unclassified employees appointed to less tharifak, less than tthonth non

instructional positions, shall earn annual on anated basisLeave earned may not
exceed 16 hours (two days) per month or 176 hours (22 days) per fiscal year.
Unclassifed 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 bannual 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 nimeonth appointmentlo not accumulate or earn annual
leave. Theiacademic duties arclosely related to the presemdestudents on the

campus. Student recesses offer the-mioath faculty member an opportunity to engage
in research and perform other necessary departmental duties. Althoughamtie
appointees neeaabt 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 bats with student registration or similar duties in the fall and concludes
with commencement the following spring.
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Holidays

Unclassified employees who accrue earned vacation are entitled to observe holidays
designatd by the Board of Regents andalshall be entitled to such other special
holidays as may be declared by the Governor. Holidays currently designated by the
Board of Regents are:

New Year 6s Day LaborDay

Martin Luther King Day Veteranso Day
Memorial Day Thanksgiving Day
Independence Day Christmas Day

Unclassified norexempt employees required to work on such holidays shaliftseled
compensatory time or compensation at the rate of one ardatinténe for each hour
worked. Unclassified exempt staff who accrue antesle 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-28-81; 417-87; 313-08)

After six months of service, unclassified employees who accrue earned vacation are
grantedan additional holiday per year to be taken at their discretion, subject to the
advance approval of supervisor.

Sick Leave for Unclassified Employees

Unclassified employees shall accumulate sick leave at the rate of 3.7 hours for each bi
weely pay period of service with no limit on the number of days which can be
accumulated. Sick leave for unclassified employees on less tham@lappointments

shall be reduced proportionately. Sick leave accumulations for persons on sabbatical lea
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 statemeymhgemiur
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 iliness, disabjlibr legal quarantine of the employee or the personal iliness or
di sability of a member of the empl oyeeds
requires the employee to be absent from
defined to mclude pregnancy, termination of pregnancy, miscarriage, adoption, childbirth
and the recovery there from. Sick | eave
appointments with a physician, dentist or other recognizedhhectitioner (also

including wel 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 adopiiotial
placement reasonabtgquires the employee to be absent from work.
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AEmpl oyeeds familyo shall i nclude persor
adoption and minors residing in the empl
pursuant to the Kansas Code for care of children or the Kansas juw/iéenied e coded

Upon retirementan employee who has accumulated sick leave will be paid per the
following schedule.

Minimum Years | Minimum Accumulated Hours of
of Service Hours of Sick Leave Payment

8 800 240

15 1000 360

25 1200 480

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 1
apply to an unclassified employee who retutm Board of Regents service after

retirement.

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 emppyed at less than a fufime assignment may take additional courses with the
consent of the Chairperson of the Department, the Dean of the College &ndvihst/

Vice President for Academic Affairs. Administrative Professionals may take courses with
the consent of the appropriate Vice President.

Complimentary Tickets

All full -time unclassified and classified personnel will be given the opporturilyt&in a
complimentary ticket for each Universigponsored regular season event held ompcs.

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 ptimentary tickets receed is

considered a taxable fige 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 tické¢ssthe employeadiscount (see Discounted Football Tickets,
below). The value of the complimentary ticket(s) will increase the amount of taxable
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income used to compute deductions from federal and state taxes, Social Security and
Medicare, and KPERS retirement thatardmiite | d f rom t he empl oy«
empl oyeebds department will also pay Soci
insurance, workers compensation insurance and KPERS on the value of the
complimentary ticket(s).

The value of the ticket(s) will shoantheemplp e e 6s pay st wéberekt, a
it will also show on the \A2 for the calendar year.

Discounted Football Tickets

In addition to complimentary ticket(s) for home regular season football game in Carnie
Smith Stadium, employeesliibe able to purchase prior to game dgoyto four (4)
additional ticketgper evenaita $2.00discount. For example, an employee rpaychase
aticket that costs $11.00 for $9.00he value of theiscounton these discounted tickets
is not a taxabldringe 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, empgke 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 employé&e 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 stadiuor 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 ets issued for posteason 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 communit

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 or
a complimentary ticket issued to a football game will be the responsibility of
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Intercdlegiate 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, parttime and volurgers) fall under the Athletic
Discretionary Ticket policy and are at the sole discretion of the Director of
Intercollegiae Athletics and/or the Assistafithletics Director. The Department
of Intercollegiate Athletics will maintain the responsibility ofWwarding 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, segeement.

4.3 Services andFacilities

43.1

4.3.2

4.3.3

Recreation Facilities

Unclassified personnel and their familiasy take advantage of the swimming poothe
Garfield W. Weede Physical Education Building during hours set aside for their use. An
indoor track is also available. eldrby 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 pdgrhiltion. Spouse®f
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
moming opening time until 1:00 p.rmn Monday through Friday, and all hours of
operation onSaturday and Sunday during the fall and spring semesters, and during all
operating hours over any holiday break, iimeperiod when classes are not in session, or
during the summer.

Parking Permits

Parking adjacent to or on Univexsproperty 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.

Counseling Services
LIFELINE isthe Stateo Kansas® Empl oyee Assistance

any state employee who has a personal problem that may be affecting their job
performance.
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LIFELINE can be accessed through atilr, toltHfree telephone number that can be
called when help iseeded in coping with a personal or family problem. The phone
number, 1800-284-7575, puts callers in contact with trained professional counselors who
are associated with EAP SYSTEM, a privatefiootprofit corporation. The counselor

listenstothecalr 6s probl em and then suggests an
their area.

LIFELINE counselors are not State employees. They are professional counselors working
for EAP SYSTEMS under contract to the State.

The University provides extensiveuwtseling services for students in the Student
Counseling Center, Extension 4055. Career counseling is available in Career Services,
203 HoraceMann. Mnority support services and academic support programs are
available in theOffice of Student Diversityl04 Horace Mann.

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 Program®ffice

Provost's Office
Registrardés Office

Salary Payment and Deductions

Academic Year AppointmenisThe academic year is defined by PivostVice
President for Academic Affairs. Unclassified staff or faculty members appointduefor
academic year are traditionally paid with 20n@ekly 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 ofaculty member not on the summer payroll will have his/her
health insurance coverage through the summer. The employee portion of the premium i;
paid by extra deductions on-ieekly paychecks paid in the spring.

TwelveMonth Appointmenti Administratorsare 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 cheks 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
empl oyeeds home address or to the emplo

Members of theinclassified 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 # statement of earnings distributed with each salary check.

Check Deposit

For the employeeds convenience, paychec
member 6s bank or credit uni on account .
Services, Room 204, Russ Hall.

Deductions for Charitable Contributions

Contributions to AUnited Wayo t yaywll or ga
deductions on a biweeklyasis. Arrangements may be made at Human Resource
Services, Room 20) Russ Hall.

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.

Banking Services

CommerceBank has a branch locatedthe Overman Student Cent@ommerce Bank
partners with Pittsburg State providing studefasulty and stafé free checking account
and ATM/Debit access via their Gorilla Card

Student Health Services

The Student Health Services is laxhat 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 accident or emergency. The telephone number is
2354452. Mental health counselors are available at the Student Counseling Center, ext
4044.
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August and Helen Rua Skybox and University Skybox Guidelines

Organizations and individuals mustbmit applications to the Office of the President to
schedule activities and events in the first level of the August and Helen Rua Skybox anc
the University Skybox. Stands, fields and track areas may not be scheduled. Use of the
facility must conforma 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 thgress box. No alcoholic beverages may be served or consumed
in the Skyboxes. No candles, decorations, live plants or other accessories may be taker
into the skyboxes. No extra seating may be taken into the area.

The Office of the President will notityne University Police to provide access to the area
of schedul ed groups. The Presidentds O
conditioning, heat, or stadium lights will be needed. The area may not be scheduled if
heating/cooling lines have beelosed for the season. Entrance for scheduled groups will
be through the Awal kers entrance, 0 whic
stands.

Daytime Charges: $15 per hour, $30 minimum
Night Charges: $35 per hour, $70 minimum

Moving Expenses

Pittsburg State University cannot reimburse moving expemsiestate appropriated
funds

Pittsburg State University Foundation Travel Advance Program

For the convenience of University personnel on professional (University spdipsoi
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 membeavel 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 UNIVERSTY FACILTIIES

5.1

Travel

University personnel may be required to travel in fulfilling their official duty or imditey

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 Pittgl&tate University that any
University employee traveling on Universit
those trips exceeding $1, 000 in total est.i
signed by the traveler, the authorizeghsiture 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
instancesof he President. The ATravel Request Fo
traveler, dates of travel, destination, and purpose of the trip, and the source of funds (including
Organizational, Student Activity, Student Center, and PSU Foundasoamell as, State). The
compl eted original ATr avel Request For mo s
travel and will be required prior to processing payment for travel related expenditures.
Documentation of travel authorization for thogpdrexceeding $500 in total estimated expenses
should be maintained at the department level for a minimum of three fiscal years. All other trave
authorization documentation is at the discretion of the department.

Requests for reimbursement of allowalnbe/el expenses incurred shall be submitted to the
Business Offic&xptinlsiez Deg aa | @Tfavenl (DA 121
traveler shall be reimbursed after the traveler has returned from the trip upon submission of the
ATravel DeExpaehédewith original recei pts and
policy for travel reimbursement is that of the State of Kansas, except for those policies approve
separately and paid from local funds for employees of the University AdvancBmesnbn

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 Reimbursemer
Handbook is linked on the Business Office wehdrReimbursement rates are updated at least
annually and are available in summary form through the Business Office website. University
personnel arencouragedo contact the Business Office for additional information regarding
reimbursement of travel expéitures and the appropriate procedures for requesting
reimbursementAdditional 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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Telephone, Telegraph and FAX Service

Telephone and toll telephone service (long distance) are available to unclagsisenel for
Aofficial business. o Because of the wide
no formal definition of this term. The professional integrityhef 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 havedn given authorization cards to use when making a call from-an off
campus number (whether-gtate or oubf-state). Information and instructions regarding the use
of this service can be found by inquiring at the Business Office or at Information Service

FAX service is available for a nominal feetire Axe Library and Printing and Desi§ervices.
Mailing Privileges

Postage is provided through Department or
business. o T h e alisteled upontoynake this detereninationd Mostilache
mailings can qualify for specia¢duced postage rates. Detailestructions can be obtained

from the University Post Office. The cooperation of all is requested so that the most economice
classof mail is used.

The U.S. Post Office imcated at 106 Whitesitt HalMail service to the University is a campus
distribution system, which is al$ocated at 106 Whitesitt HalMail distribution is provided
through the Departments which have indiatifaculty mail boxes.

Unstamped personal correspondence (i.e. Christmas greetings)damgus distribution cannot
be handled by the University Post Office personnel.

Purchase Procedures

Orders for material or services are initiated by a DepartrRurchase Requisition sent to the
Business Office and signed by the authorized person responsible for the specific accounting un
to be charged (usually the Department Chairperson). For additional information on purchasing
policies, contact the Purcsiag 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 wup to $100.00 may be mad
through he Petty Cash Fund for state accounts. Transactions of less than $5.00 with vendors ir
the University vicinity should use the Petty Cash procedures at all times. Reimbursements mus
be supported by (1) written evidence of payment, and (2) a Petty CastvApform 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 foregug 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 owtside procedures
established for making purchases.

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 orbungdStreet. 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 #ms are purchased through staietracts and cannot be purchased from other
sources.

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, asaseifficial
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 bd lionite
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 fostate 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, shallcedteexpenses 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 ontliesite of the Business
Office at: http://www.pittstate.edu/busof/OfficialHospitalityFood.html

Fees Collected for Special Activities

Persons responsible for collection of fees collected for special activities should contact the
University Casler 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 ne:
business day with the University cashier.



5.8

5.9

5.10

E18

A special account for intermittent mfrequent 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 ad 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-eimpus participants.

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 orde 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. Prioritiegwaiksipned to

approved projects by the Vice President for Administration and Campus Life and the Qifector
Building Trades and Landscape Maintenance and the Director of Custodial and General
Services.

If funds are not available through the regular $#tgl 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 fro
the departmental OBbudget to the Physical Plant budget upon request from the respective
Department or area.

Procedures for Withholding of Payroll or Other Warrants by Regents Institutions or the
Setting Off of Amounts Owed to Regents Institutions

The @ Pr o d\thlholding af Pdyrollror Other Warrants by Pittsburg State University or
t he Deduction from Warrant Amounts Owed to
Appendix C.

Safety Policy Statement

It is the policy of Pittsburg State Universityadminister 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 areeffy and
economy; thus, the University administration, employees and students have a continuous duty |
prevent needless waste of both human and physical resources of the University.

The policy of the University is both humanitarian and practicalafégiards 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
reamgnized. 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 thé&niversity.

Safety will be given primary importance in planning and operating all phases of the University ir
order to protect employees and students from injuries and illnesses and to protect Pittsburg Sta
University from unnecessary financial burderd aeduced 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 safatogram, 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 an
use the satty equipment provided.

To carry out this policy, a Safety Committee for the University has been appointed. The functio
of the Committee is to review all matt@fsafety and recommend to the University
administration necessary changes and correctinrtie 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, welbeing and sa&f 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.

Policy on Smoking & Tobacco Use

Effective November 1, 1994)| buildings, facilities and vehicles owned by the University were
designated Atobacco free. o

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 hich 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 theelsity. 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 recered make explicit provisiofor 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 th
overhead fuding 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 institutienatad.

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 ratgpascantage 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 reasonal
that the funds should be distributed for the benefit of the University and peaetBent
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
overhed. The Office should also be responsible for its distribution.

Research and contract overhead funds must be spent within the policy and guidelines of the ste
the Board of Regents and the University governing the expenditures of restricted feesaccount
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 utilizath of University facilities and resources. All

funds generated from grants of $5,000 or less are to be used by the proposer in accordance wi
the contract specifications.

The following procedures will be followed for each contract in excess of $5,0@0 gho 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 ob&arch and Grants.
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Prior to the Presidentds (or his/ her
behalf of the institution, a determination will be made as to whether it is
appropriate to assess overhead costs to the contract or grant.

When ovehead is assessed on such a grant or contract, the rate to be applied
Sshould be that authorized by the Uni
specified with the granting of the contracting agency.

All overhead funds collected will be distrileat 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).

The individual(s) responsible fadministering 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.

The final decision as to the applicability of an overhead charge or for any
exception to the established rates shall be madieeblyresident of the University.

5.13 Scheduling University Facilities

To schedule the following University facilities ctiile appropriate office listed in the right hand

column.
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University Facility Office in Charge of Reservations
All classroomd days, evenings, &
weekends (except rooms listed

Classroom ScheduliigRe g i s |

below) Office
Monday through Friday7:30a.m.

_ Ext. 4202
to 11:00 p.m.

Satudayi 7:30 a.m. to 12:00 noon
Experimental Theatre, 108 Grubb:s

Department of Communication

Ext. 4716
107 anql 109 Grubbs (after 5:00 Student Center
p.m. Fridays and all day on
Ext. 4791
weekends)
De an 6 si Keltef Schoa of
224Kelce Business
Ext. 4598
. . Axe Library
Library Browsing Area Ext. 4879
o Department of Music
McCray Hall Auditorium Ext. 4466
Department of Nursing
McPherson Lecture Hall Ext. 4431
. Department of Physics
Planetarium Ext 4391
University Lake Shelter House Student Center
Timmons Chapel Ext. 4791
Weede P.E. Facilities (other than | Intercollegiate Athletics
classrooms) Ext. 4646

Yates Hall Auditorium (after 5:00

p.m. Fridays and all day on Student Center

Ext. 4791
Weekends) Physics Department
Yates Hall Auditorium (foweek y P
. Ext. 4391
nights)

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 interferendk regularly scheduled function,
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there is not otherwise available a reasonable facility in the community, students are permitted tc
hear the speakers without charge and sponsors pay in advance the regular fees for use of the
facilities.

Political office lolders 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 handbil
shall be prohibited in those areas devoted primarily to instruction or stadyh@ immediate

sites and times of enclosed public events.

Regents institutions shall have the authority to develop additional policies and guidelines that al
not in conflict with this policy. Such policies and guidelines shall be reviewed by tloy Bot
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

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 1964All criteria for admission, academicdhasing, 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 stedts inside or outside the classroom should assist and encourage
students who set academic and vocational g
potential and interests. Where applicable, each university instructional or training psbgiam
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 druoes regarding Title
VI are encouraged to contact the Director of Equal Opportunity and Affirmative Action, 218
Russ Hall, Ext. 4185.

Title 1X: Classroom and Activity Relationships

Pittsburg State University is committed to providing educatior@jnams and activities to
students withoutegard 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, housstgdent 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 studentadadshiand vocational goals
commensurateyi t h each studentoés talents, skills
university instructional or training program shall strive to note the changingafatesn and
women i n t oAldyiversity gessannebshayl avoid stereotypistudents 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
RussHall, Ext. 4185.

Notification of Privacy Rights of Students

The Privacy Rightef Parents and Students, Section 438 of the General Education Provisions
Act, as amended (P.L. &80), also known as the Family Educatiagt®s 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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The right to inspect and review educational records

The right to request amendmenteofucational records which are inaccurate, misleading
or harmful to the studentsd privacy rig

The right to consent to disclosure of persodahtifiableinformation contained in the
studentsé education r ecor dshe reqatiors puthorizeo
disclosure without consent.

The right to file complaints with the U.S. Department of Education concerning alleged
failures by the University to comply with FERPA.

Therighttoobtaimc opy of t he | recotds policyt whichidasailablé u d e
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 releasds,igfamation, honor rolls, etc.,
containinginformation 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 studewithin 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.

©CoNok~WNE

Student name

Address

Telephone Listing

Electronic mail address

Parent and/or next of kin information

Date and place of birth

Classification

Enroliment status

Major/Minor Fields of Study

Student Advisor

Dates of registered attendance

Nature of any degrees granted and dates conferred
Previous educational institutions

Participation in officially recognized activities
Sportsi weight andheight of athletic team members
Photograph
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Section 504: Classroom Implications

Pittsburg State Universitig committed to providing a barrifree education to the physically
handicapped and is actively working to bring its facilities and pragrinto full compliance with
Section 504 of the Rehabilitation Act of 1973 (P.L:192, as amended). It is the goal of the
University to integrate disabled students fully into the University community.

The University admits all qualified students redesd of disabilities or handicaps. Neither the
nature of the disability nor the severdlthe disability is used as a criteria for admission.

After the student is admitted and indicates that he/she has a handicap which may require speci
assistance, lighe is referred to the Offiad Equal OpportunityTheDirector of Equal

Opportunity will assist the handicappgtident in planning for services which may need to be
arranged prior to his/her arrival on campus or prior to his/her classroom attendeesz.

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 idehéihdicapped 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 S8dtion
of the Rehabilitation Act of 1973 are encouraged to contact the Director of Equal Opportunity
and Affirmative Action, 218 Russ Hall, Extension 4185.

Racial Harassment Policy

Academic freedom can exist only when all are free to pursue ideasonthreatening

atmosphere of mutual respect. Racial harassment is harmful not only to the persons involved,
also to the entire University community. Racial harassment includes but is not limited to verbal,
physical or written abuse directed towardidividual 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 i ndi vrfomhanad, l®isg or
environment, pers@hsafety, or participation iniversity-sponsored activities.

C. threatening an individual s or group

Any such act shall be a violation Bittsburg State Universilys Fharassneent 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 andfsta
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6.6 Sexual Harassment

Sexual discrimination in the form of sexua
power, either explicitly or implicitly, to coerce another into unwanted sexual relations, or to
punish another for his/her resor 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 violatioR oft t sbur g St at e
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 Dversity 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 multicultisen and diversity should foster an atmosphere within the
University which recognizes and celebrates both the similarities and diffemnoesgall

persons to create a collegiate community which reflects the world community and which
provides a wide rangaf role models for students. The focus of responsibility for the design of
educational experiences, including multiaual experiences, resigdavith each Regents

institution. (5/18/95)

6.8  Student Rights and Freedom Statement
The AStudedtBr Re dhmsStaamt ement 0 can be founc
6.9  Withholding University Transcripts Permission to Enroll Policy

Thei Wi t hhol ding University Transcripts and |
Appendix E.

6.10 Handling of Absencedy Campus Life

Regular attendance in class is important to success in collegealions arise when a student
has to be absent from class, it is the stu
instructor. Each instructor has the resploitisy 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 calthe 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 relievedehedtthe
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 :
report this to the Registraroés Office.

Protection of Human Regarch Subjects

In order to comply with policies establishleg the former Department of Health, Education, and
Welfare® and byPittsburg State Universitipr the protection and safety of human subjects used
in experiments, thPittsburgState Universityrotection 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 iran 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 endoressadhehr
progr ams. Further, Committee approval of a
judgment that the proposal contains adequate safedioartie protection of subjects. The
experimenters not necessarily protected fincsuit by an aggrievkperson who chooses to

di spute the Committeeds decision. Only the
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 facultymembers from each of the College in which such research is
conducted

The entire policy statement on the protectiofdaman Research Subjects including the duties
and responsibilities of the Committee is on file in the Office of the President.

Educational Equity Statement

In accordance with the various federal and state, lthvesUniversity has adopted the folloi
Educational Equity Statement

Pittsburg State Universitig committed to a policy of educational equity.
Accordingly, the University admits students, grants financial aid and scholarships,
conducts all educational programs, activities and employnrantiges 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 wiglmformation about the University policy, statement
and procedures are encouraged to contact the Director of Equal Opportunity and Affirmative
Action, 218 Russ Hall, Extension 4185.
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ACT Policy
All entering freshman under the age of 21 with less thivelve 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.
Impact Assessmen
All students must successfully complete the General Knowledge Assessment Program to assur
junior standing and must complete the Degree Specific Assessment Program prior to graduatio
Studens must successfuyllcomplete the writing to leamequiremers.
Teacher Education Prerequisites
Completion, with a minimum cumulative grade point average of 2.75, of a core curriculum
encompassing studies in the institutionos
least a "C" in CURIN 261 ¥plorations in Educatigrand a minimum score of 172 in Writing,
173 in Reading and 172 in Mathematics on theFRodessional Skills Test (PPST).
(Board of Regents policy 10/16/81; 10/18/85; 3/17/88; 6/28/95)
Regulations Governing the Use of Algholic Liquor at University Events
See Appendix O for the University alcohol policy.
6.16.1 Policy for Student Alcohol Possession and Consumption.

SeeCode for Student Rights and Responsibilities, Articlardurrent Class Schedule.
Policy on AIDS
The Board of Regents is aware of and sensitive to the significant economic and personal costs
society created as a result of the Acquired Immune Deficiency Syndrome (AIDS) epidemic. The
Board believes that the Regents institutions havebigation to help educate their students,
faculty and staff about AIDS and to help seek the prompt, confidentiahamndiscriminatory

treatment of those individuals diagnosed with AIDS or an AtBISted disease.

Each Regents institution shall adoppegpriate procedures to implement this policy and
maintaincopiesof 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

Dishonesty in University Work

Academic misconduct or dishonesty is inconsistent with membership in an academic community. Itis
the most serious breach of discipline which can be committed in an academic community and may be
considered as grounds for immediate expulsion from theddsity.

An Academic Honesty Committee is appointed yearly. This Committee shall consist of seven membel
four to be selected annually by the Faculty Senate Executive Committee to represent the University
faculty and two chosen from the incoming seniass 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 necessaagsore expeditious and impartial hearings of all allegations of
student academic misconduct or dishonesty and all defenses by students so charged. This Committe
receives complaints, investigates accusations and renders findings. The findings of thee@oshall

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 misconduc
or dishonesty in his/her own classroom or examinatbom 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 sh:
inform higher 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 natueeoffietise
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
tobemade a part of the studentds permanent reco

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 djectives 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,
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B. To provide a hearing whereby due process prevails in which angaaserning
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 Commgtence each semester, and

E. To operate at all times for the best interests of both the students and the University.

Policy of Final Preparation Week

The Student Government Association and the Faculty Senate passed a resokit®)ré@ardingtie
week prior to final examination week that asks that:

No papers be assigned;

No new assignments be added;

No unannounced tests be given (must be included in course syllabus);

This particular week be used for class review and completianyinformation pertinent to the
class, and

E. Class attendance be compulsory during this week.

oowp

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 =n@poi

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 course
which may have been cancelled byeraoliment. In such reenroliments the most recent grade will be
used in computing grade point averages. The F grades earned undail passised in the
computation of a studentds grade point averag

An average of C (2.0) on total hours is required for gradnati
For example:

B in a 3 hour course = 9 grade points

C in a 3 hour course = 6 grade points

Ain a 2 hour course = 8 grade points

C in a1 hour course = 2 grade points

B in a 5 hour course = 15 grade points

C in a 2 hour course = 4 gradems

Total hour courses 44 grade points

44.0 grade points divided by 16 hours = 2.75 grade point average.
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Grade Review Policy

Primary responsibility for classroom instruction at Pittsburg State University is that of the instructor.
He/she isaccorded 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, th
grades be given objectively and impartially and adogrtb 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, whe
clerical in nature or for other reasons, his/her appeal procedure is as follows: (1) he/sliectisses

the matter with the instructor; (2) 1 f unsat.i
him/her, the student may then discuss the matter in turn with the Chairperson of the respective
Department, the Dean of the appropriatel€y# and finally with thérovost¥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 tt
Department Chairperson and Dean of the College. Grade changes are ordinarily made only to correct
clerical errors.

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 avaimg Graduate Council representative (in the event
of the Graduate Council representative is the person agaiosthe 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 solutionssbragght 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 aoe fresented to ¢hDean of Continuing and Graduate
Studies and Research in writtenrforThe Committee is to render irscommendation within 30 days of
filing the petition. The decision of the Committee is advisory to all parties in the case.

In the nstance 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 Departme
Chairperson; if necessary, to the College Dean; iésgary, 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 pannaking the decision and expending

every effort to resolve the problem. Failing in that informal effort, the case is then formally submitted tc
the Graduate Grievance Committee for a final recommendation.

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 Atobacco freeod.

Book and Instructional Material from the University Bookstore

The policy governing books and instructional material from the UniveBsiokstore may be obtained
in the Directoroés Office of the University BoO

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/summer jobs, as well as for those who are completing theigeolle
work. Undergradutes are encouraged to use this office as a resource in their career planning an
vocational development.

Students seeking the assistance of the Career Seshigekl visitthe Career Services website at
pittstate.edu.car for completion of online registna 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 Serviceslocated at 1801 S. Broadway 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 Counselongadeblke at the Student
Counseling Center, ext. 4044.

Protection of Human Research Subjects

For further information concerning protection of human research subjects, see Section 6.10.

Animal Care

ThePittsburg State Universit@ommittee on Aimal 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



7.11

G5

The Univesity Committee on Animal Care &pointed by th€rovostVice President for Academic
Affairs the fall semester of each year and consists of the following members:

Chairperson, Department of Biology
Two representatives of each Departingsing animals for teaching or research purposes.

The entire policy statement on Animal Care including duties and responsibilities of the Committee is ol
file in the Office of the Provost

Board of Regents Policies

7.11.1 Interference with Condud 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 ate 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

7.11.1.2

Academic Calendar

The academic calendar ofakainstitution under the jurisdiction of the Board of
Regents shall provide for an academic year minimally consisfitgo sixteen
week semesters totaling 150 instructional days plus five final exam days each
semester.

Each regents university shall fidethreeyear 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 eqlprbthe Board.

(Board of Regent minutes 6/19/1970; 1/18/90; 5/20/93)

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, raedigion 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 assembl
and petition; and will expect its institutional officexstively 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 disruptioedafcational

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
wheresaid student, faculty member or employee is engaging in activities
deliberately designed to, and which do, disrupt the normal and ordinary process o
education and training offered by said institutions, said suspension to remain in
effect pending such predural 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 inglperformance 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 stateathnal institutions may participate in
or have any association with any demonstration at any of the institutions under the control of th
Board of Regents only when such activities do not exceed the bounds of free assembly and
lawful advocacy.

7.12.2 Demonstration Guidelines
Persons patrticipating in a demonstration shall not engage in any unlawful acts which cause or
imminently threaten injury to persons or property or which in anyesyructsor interferes
with normal and necessary activities ofiastitution.

7.12.3 Unreasonable Obstruction

Persons having a formal association with any of our state education institutions shall not engag
in conduct which unreasonably obstructs teaching, research and learning.

7.12.4 Free Access to Buildings
Per®ns havinga 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 tl
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 formal association with any ofiostate educational institutions shall not
disobey the general rules of condatthe Universityor of the regulations promulgated by the
State Board of Regents.

7.12.7 Disturbance or Breach of the Peace

Persons having formal association with any ofir 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 assemb

7.128 Profane or Vulgar Language

Persons having formal association with any of our state educational institutions shall not use
profane or vulgar language in a threatening or disruptive mamukeshalhot engage in rude or
challenging behavior in or uponyanof the institutional properties, including residence halls and
organized living groups.

7.12.9 Definition of Formal Association

The term Afor mal associationo as used in t
members and other emplogee

7.12.10 Role of Chief Executive Officer

The Chief Executive Officer of each state educatiarstitution 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 Regés 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 thewnds of violating any of the premises of these
regulations, as well as all other rules and regulations established by the Board of Regents, as w
as those established by the institution, shall have at his/her discretion the right of the review of
the ation 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 APolici es aHvde nPtr oocfe dDuirseosr denr tahte Pi tt sburg
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 knowlége, truth and the commitment to follow wherever that search leads. This
commitment is nowhere more apparent than in the Library, where instructefieaénce and research
materials should be provided, as far as is practicable, that present all peiats 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,
backgroundr 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 challengert®rship 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 theéibrary staff shall not be required to endorse the principles,
ideals, opinions or views of the Library materials progide

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 potahimpact 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 forthtine memorandum issued by the Office of
Academic Affairs for this purpose.

n the Am

(This statement is b o]
n Li brary B

AFreedom to Reado a
Axe Library Faculty, Spng, 1982.)

ased up
d the 0

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 andulnp¢c to review. Thus, the
University will not reveal information concerning circulation or other library records which would

di vul ge an individual s information interests

7.15.1 Guidelines

University employees shall not make available circulatiéormation 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, fedet
state or local law relatg 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 thewJe r efficérsyhave
consultedwith 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 nc
in proper form or if good cause$aot been shown, they will insist that such defects be
remedied.

T

( C
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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

Affirmative Action

Pittsburg Staté&niversity 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 recrujtengplioyment, 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/dsabled 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 theuity Senatandthe President. In May, 1979, and May, 1981,
the President adopted the revised Affirmative Action Plan. The revised 1981 Plan is in compliance wit
current legislation, regulations and rulings.

Pittsburg State University has done adiik SelfEvaluation to ensure that the educational programs
and activities comply with nediscrimination based on sex as required by the 1972 Education
Amerdments. Also, the University Balone a Section 504 Transition Plan and a Section 504 Self
Evaluaion 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 Digeds Act (ADA).

Equal Opportunity Statement

Pittsburg State Universityas adopted an Equal Opportunity Statement which is the official policy about
education and employment. The Equal Opportuaittement can be found at:
http://lwww.pittstate.ed/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 subcontrastioly as invoices. For further

information, please contact the Office of Equal Opportunity, 218 Russ Hall, Extension 4185. The
concise Equal Opportunity StatementRgtsburg State University is an Equal

Opportunity/Affirmative Action Employer.

TheUniversityhas adopted an Educational Equity State
educational programs and activities shall include the education equity statétaesdns wishing
information about the educational equity statement are eaged to contact the Office of Equal



H1

Opportunity, 218 Russ Hall, Extension 4185. The educational equity statenf@ttsmirg State

University is committed to a policy of educational equity. Accordingly, the University admits students,
grants financialaid 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 biversity is committed to a policy of equal opportunity for all members of the
University community. To ensure that all individsiahve the opportunity to realize their employment
goals and/or their educational goals and potential, the University shdllict all endeavors and
activities without discrimination based on race, religion, color, sex, disability, martial status, national
origin, age, ancestry or political affiliation. Equal opportunity for employment, education and
educationally related dutties 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 greups in
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, religiorrolor, sex, disabty, marital status, national origin, age, ancestry or political
affiliation. Any policy or procedure which operates to the disadvantage of-utilised groups shall be
eliminated, unless it can be demonstrated that important educational or reldteditide achieved by
continuing use of that policy or procedure. Therefore, whether in employment or educational endeavo
the University maintains that the significant
talents, skills, qualifiations, interests and potential in fulfilling the mission of the University.

To implement the principles of equal opportunkyttsburg State Universitpllows an Affirmative
Action Plan, program and procedures as articulated through the relevant dadestate laws, rules and
regulations Affirmative Action promotes the increase of participants and level of involvement in the
University of undeiutilized minorities, women, persons with disabilities and those veterans who are
included in relevant laglation. Affirmative Action takes into considéi@n the availability of persons
who compose the undetilized groups, the factors involved in increasing participation among said
groups and the efforts expended by the University community. To presteimental neutrality the
foundation elements of the Affirmative Action Plan, program and procedulrettshiurg State
Universityare good faith, reasonableness, equality and leadership in Affirmative Action.

Consistent with the laws, rules and regulagicthe 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. goal s and timetabl es t o wrhmustbhe dirdeted totarieot thases i
deficiencies.

8.3  Functions and Status of the University Affirmative Action Program






