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Thomas More University 
Faculty Policy Manual 

 
Welcome to Thomas More University.  We hope your association with the University will be mutually 
beneficial.  This Faculty Policy Manual contains information to assist faculty members in learning their 
rights, duties, and responsibilities and to provide a point of reference for future questions.  It contains 
general policies and procedures of the University as they relate to individual faculty members but is not 
intended to state all University policies.  The individual faculty member is responsible for informing 
himself or herself of the Faculty Policy Manual provisions currently in effect.  Moreover, all faculty mem-
bers are encouraged to review other University, College, and department publications such as the Con-
stitution of the Faculty of Thomas More University (“Faculty Constitution”), Employee Personnel Policies1 , the Cata-
log2, the Student Handbook3, etc., for a complete orientation on University policies. The institution is 
accredited by the Southern Association of Colleges and Schools Commission on Colleges 
(“SACSCOC”) and many of the policies in these manuals have been written to conform to the require-
ments of this accreditation.  In general, the institution maintains policies to be consistent with the 
current SACSCOC standards; this document was written with reference to the 2018 version of the 
SACSCOC standards. 

Thomas More University is a community of people working together as a team for service to our stu-
dents.  As a faculty member, you will be able to affect the quality of the educational experience we offer 
to our students.  In most cases, your contact with the public will determine how the outside community 
perceives the University community. As stated in Article I of the Faculty Constitution, the Catholic uni-
versity of the Diocese of Covington, Thomas More University observes the decisions and documents 
of the Second Vatican Council (On the Church in the Modern World and the Declaration of Christian Education) 
affecting Catholic higher education. The University has the right to expect its employees to respect the 
teachings and beliefs of the Roman Catholic Church. 

The current version of the Thomas More University Faculty Policy Manual supersedes all previous ver-
sions, and its terms replace the terms contained in previous versions.  If any statement in this Faculty 
Policy Manual is found to be inconsistent with the Faculty Constitution, then the Faculty Constitution takes 
precedence.  Nothing in this Faculty Policy Manual shall be interpreted or applied in a manner inconsistent 
with the Catholic Intellectual Tradition and Catholic Social Teaching. The University expressly reserves 
the right to change policies, benefits, and procedures, and faculty members shall be bound by changes 
as they become effective.  The Vice President and Chief Academic Officer will maintain the official 
version of the Faculty Policy Manual.  The official version shall be maintained on the MyTMU portal but 
may also be accessed through the Employee Personnel Policies4.  

This Faculty Policy Manual may be amended as necessary according to the procedures outlined in 4.0, 
and substantive revisions become binding after approval by the Thomas More University’s Board of 
Trustees.  The Vice President and Chief Academic Officer shall notify the faculty of any changes by 
appropriate and expeditious means and the official version of the Faculty Policy Manual shall be modified 
promptly in accordance with Chapter 4 to reflect such changes. 

  

 
1 https://itwin.thomasmore.edu/Policy/  
2 https://www.thomasmore.edu/academics/registrar/registrar-course-catalogs/  
3 https://www.thomasmore.edu/student-life/current-students/  
4 https://itwin.thomasmore.edu/Policy/  

https://itwin.thomasmore.edu/Policy/
https://www.thomasmore.edu/academics/registrar/registrar-course-catalogs/
https://www.thomasmore.edu/student-life/current-students/
https://itwin.thomasmore.edu/Policy/
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Faculty Statement on Values 

Thomas More University has a two-fold nature: It is 1) Catholic and 2) an institution of higher learning.  
It consequently has a two-fold goal: to promote the truth and moral values espoused by the Roman 
Catholic Church in the context of providing higher education in both the speculative and practical 
orders and particularly as outlined in Ex corde Ecclesiae.  The Faculty believes that such a goal can only 
be achieved when certain values are embraced and conveyed.  While an exhaustive listing of these values 
might be more confusing than helpful, the faculty considers the statement that follows to indicate the 
way in which these values are interrelated and interdependent within the framework of a truly Christian 
understanding of faith, hope, and love. 

Because the University acknowledges the importance in human life of faith in God, it sees the pursuit 
of knowledge in all realms as contributing to a deeper understanding of God and God's creation.  
Knowledge, then, is not merely an end in itself, but a gateway opening to the mystery of reality, of truth.  
Faith informs the process by which truth is sought and underpins the value we place on the practice of 
academic freedom.  Academic freedom seeks to bear witness to the respect with which God treats 
individuals in their quest to know and live His Truth. 

As a Christian community living in hope, the University attaches particular importance to those qualities 
that bring the Kingdom of God into the world.  The University seeks to develop persons who will be 
competent in their various fields of endeavor, who will have a respect for all life, and who will have a 
sense of responsibility toward their fellow human beings, toward all life, and indeed toward all the 
resources of the earth that God has placed in our care.  The University community, therefore, holds 
out the ideal of a world in which the justice and peace of the Kingdom can be a reality that we bring to 
life, not simply an image we wish for but do nothing to attain. 

In an atmosphere characterized by Christian love, the University promotes respect for the unique tal-
ents, self-awareness, self-fulfillment, and freedom of each person together with tolerance and compas-
sion for their weaknesses and limitations.  Because love is not just an emotion or a passing fancy, the 
University community challenges itself to translate love into commitment and service to others. 
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Use and Upkeep of this Policy Manual 

The cross-referencing within the Manual are all active hyperlinks, which should make using the elec-
tronic version more convenient.  When references are made to list-items in other sections, the sec-
tion-links are separate from the item-links.  Usually cross-references will be listed according to their 
section numbering, for the convenience of those reading a print version. In some of these cases the 
reference will be two links; in this case one link will be for the section and the second link will be to 
the specific paragraph of enumerated item in a list in that section.  Occasionally, when the context 
needs clarification, the cross-reference will be by section name.   

When using the electronic version and you hover over a section number or a word, you should get a 
pop-up window indicating that you can [Ctrl+Click] to jump to that item; this means that you should 
press the [Ctrl] button and, while that is pressed, click the left mouse-button.  Once there, you should 
be able to use [Alt+<] (using the [Alt] button and the [left-arrow] button) to return to the location 
you were previously reading.   

NOTE: It is possible that subsequent edits to the document will not update the section num-
ber; however, all active links should still go to the correct location (assuming it has not been 
deleted). 

There are some references to other documents and sometimes to their electronic (and likely down-
loadable electronic version).  Wherever possible, these will also be active links; but some will require a 
password to access.  All of these external links should have been added to the Index at the end of the 
document for the convenience of updating any changes to these locations.  In all cases, it is the re-
sponsibility of the Office of Academic Affairs to ensure that the references in this document 
are kept up to date and consistent with the accessibility of the referenced documents.  (The 
contents of the other documents might be maintained by other offices.) If the user cannot find some 
information, then the Office of Academic Affairs will be able to direct you to the appropriate loca-
tion. 

If you are editing the document and add-or-remove items to a list or to the sections and subsections, 
then you will need to update the references.  While the table of contents can be updated in its en-
tirety, every individual cross-reference needs to be done as well.  In order to update all cross-references in 
the entire document, you can use [Ctrl+a] to select the entire document, then [right-click] to get a pop-up 
menu, then select [Update field].  It will ask if you want to “Update page numbers only” or “Update 
entire table”.  You should update the entire table.  This will update the Table of Contents, all cross-
references (including references to footnotes at other locations), and the Index. 
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1.0 Chapter One: Faculty Status 

1.1 Faculty Classifications 

Faculty status at Thomas More University is conferred to those individuals appointed to one of the 
following faculty classifications: Ranked Faculty, Part-time Faculty, Adjunct Faculty, Special Appoint-
ment Faculty, Administrative Officers and Staff Members with Faculty Rank, and Honorific Faculty. 

1.1.1 Ranked Faculty 

Ranked Faculty are full-time employees of the University accorded one of the following ranks as defined 
in Section 1.2.1: Instructor, Assistant Professor, Associate Professor, and Professor.  When a Ranked 
Faculty member is hired, the faculty member must meet a minimum one-year residency requirement at 
the University before applying for promotion to a higher rank (see Section 2.4). 

Ranked Faculty members:  

1. Are appointed by the President of the University (or the President’s designee) pursuant to either an 
Annual Tenure Track, Non-Tenure Track, or Tenure employment agreement (see Section 1.4.1). 

2. Have either: 

a. Instructional and service responsibilities, which are enriched by scholarly, creative, and profes-
sional development activities, in support of the mission of the University (see Section 2.2) equiv-
alent to a full-time teaching load (see Section 2.2.1.1); or 

b. Instruction and other assigned duties (e.g., reassign time for academic administration, Chaplain, 
etc.) equivalent to a full-time teaching load (see Section 2.2.1.1); 

3. Are full voting members of the Faculty General Assembly and the faculty assembly of the College 
and department to which they are appointed;  

a. If a tenured Ranked Faculty member opts for the Phased Retirement Plan (see Section 2.7.2.1), 
then the faculty member will be provided the option of retaining voting rights in the Faculty 
General Assembly; and  

4. Have all of the rights and responsibilities set forth in the Faculty Constitution and in this Faculty Policy 
Manual. 

1.1.2 Part-time Faculty 

Part-time Faculty participate in one of the University’s academic programs, carrying between a 50% 
and a 75% teaching load with a Term employment agreement (see Section 1.4.2), and usually performs 
faculty or administrative tasks such as academic coaching, advising, and work with the tutoring centers, 
in addition to teaching. 

The reappointment of Part-time Faculty is at the discretion of the University and any successive reap-
pointments do not confer continuing employment status and imply no employment rights beyond the 
duration of the term of employment set forth in the employment agreement. 
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Part-time Faculty who have previously been full-time, Ranked Faculty members at Thomas More Uni-
versity or assigned an academic rank at another regionally accredited institution retain the highest aca-
demic rank that they possessed at the University or their prior institution.  Other Part-time Faculty are 
assigned the rank of Instructor.  The use of rank designation for Part-time Faculty, however, shall not 
be construed as eligibility for promotion in rank; Part-time Faculty are ineligible for promotion in rank. 

Appointment to a Part-time Faculty position does not confer membership in the Faculty as defined in 
the Faculty Constitution.  Accordingly, Part-time Faculty are not members of the Faculty General Assem-
bly.  They are, however, invited to attend the meetings of the Faculty General Assembly, with voice, 
but not vote. In addition, since Part-time Faculty are not full voting members of the Faculty General 
Assembly, they do not participate as voting members in the Faculty Standing committee structure and 
are not required to, but may, participate as voting members in either the University committee structure 
or the Faculty ad hoc committees.  Part-time Faculty may ask or be asked to attend Faculty Standing 
Committees as an expert advisor. 

A Part-time Faculty member may apply for a posted full-time Ranked Faculty position with the Uni-
versity in accordance with the procedures set forth in Section 1.3.  If a Part-time Faculty member applies 
for a posted Ranked Faculty position and is offered the position, the individual may negotiate credit 
towards the promotion and tenure requirement of an equivalent number of full-time years of teaching 
at Thomas More University (see Sections 1.2.1.3, 1.2.1.4, and 2.5.1).  In accordance with University 
policy, the individual must meet the minimum one (1)-year residency requirement as a Ranked Faculty 
member at the University before applying for promotion to a higher rank (see Section 2.4.1). 

See also Sections 3.1 and 3.2 for additional information regarding Part-time Faculty rights and respon-
sibilities. 

1.1.3 Adjunct Faculty 

An Adjunct Faculty member is one who is paid by the course, and who teaches either one or two 
courses during any given semester or teaching period, without exceeding the equivalent of six 3-credit-
hour courses per calendar year, pursuant to a Term employment agreement (see Section 1.4.2).5 

Adjunct Faculty who have previously been full-time, Ranked Faculty members at Thomas More Uni-
versity or assigned an academic rank at another regionally accredited institution usually retain the high-
est academic rank that they possessed at the University or their prior institution subject to the judge-
ment of the College Dean.  Other Adjunct Faculty are assigned the rank of Adjunct Instructor.  The 
use of rank designation for Adjunct Faculty, however, shall not be construed as eligibility for promotion 
in rank; Adjunct Faculty are ineligible for promotion in rank. 

Adjunct Faculty are temporary employees of the University.  They perform those duties and responsi-
bilities as stated in their respective employment agreements.  Reappointment of Adjunct Faculty is at 
the discretion of the University and successive reappointments do not confer continuing employment 
status and imply no employment rights beyond the duration of the term of employment set forth in the 
employment agreement. 

Appointment to an Adjunct Faculty position does not confer membership in the Faculty as defined in 
the Faculty Constitution.  Accordingly, Adjunct Faculty are not members of the Faculty General Assembly.  

 
5 Thomas More College Adjunct/Part-time Faculty Handbook (January 2018). 
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They are, however, invited to attend the meetings of the Faculty General Assembly, with voice, but not 
vote. In addition, since Adjunct Faculty are not full voting members of the Faculty General Assembly, 
they do not participate in the Faculty or University Standing or ad hoc committee structure.   

An Adjunct Faculty member may apply for a posted full-time Ranked Faculty position with the Uni-
versity in accordance with the procedures set forth in Section 1.3.  If an Adjunct Faculty member applies 
for a posted Ranked Faculty position and is offered the position, the individual may negotiate up to 
one year of credit towards the promotion requirement as an equivalent number of full-time years of 
teaching at Thomas More University (see Sections 1.2.1.2, 1.2.1.3, and 1.2.1.4). Any credit that might 
be granted towards promotion will not be credited towards tenure. 

See also Sections 3.1 and 3.2 for additional information regarding Adjunct Faculty rights and responsi-
bilities. 

1.1.4 Special Appointment Faculty 

Special Appointment Faculty participate in one of the University’s academic programs and make a 
substantial contribution to the academic activities of the University’s various Colleges, but whose pro-
fessional activities do not span the full range of responsibilities of the Ranked Faculty.  Academic titles 
approved by the University include: Clinical Faculty, Faculty-in-Residence, Professor of Practice, Lec-
turer, and Visiting Faculty. 

Special Appointment Faculty are temporary employees of the University and are employed via Term 
employment agreements (see Section 1.4.2) on either a full- or part-time basis.  They perform those 
duties and responsibilities as stated in their respective employment agreements.  Reappointment of 
Special Appointment Faculty is at the discretion of the University and successive reappointments do 
not confer continuing employment status and imply no employment rights beyond the duration of the 
term of employment set forth in the employment agreement. 

Special Appointment Faculty shall fulfill those duties and responsibilities related to teaching or clinical 
instruction, as well as other duties as stated in the faculty member’s individual Term employment agree-
ment.  Special Appointment Faculty shall be evaluated annually by the Department Chair based on the 
terms of their employment agreement. 

The use of a rank designation for Special Appointment Faculty shall not be construed as eligibility for 
promotion in rank; Special Appointment Faculty are ineligible for promotion in rank. 

Appointment to a Special Appointment Faculty position does not confer membership in the Faculty as 
defined in the Faculty Constitution.  Accordingly, Special Appointment Faculty are not members of the 
Faculty General Assembly.  They are, however, invited to attend the meetings of the Faculty General 
Assembly, with voice, but not vote. In addition, since Special Appointment Faculty are not full voting 
members of the Faculty General Assembly do not participate in the Faculty Standing committee struc-
ture and are not required to participate in the ad hoc or University Standing committee structure.  See 
also Sections 3.1 and 3.2 for additional information regarding Special Appointment Faculty rights and 
responsibilities. 

A Special Appointment Faculty member may apply for a posted full-time Ranked Faculty position with 
the University in accordance with the procedures set forth in Section 1.3.  If a Special Appointment 
Faculty member applies for a posted Ranked Faculty position and is offered the position, the individual 
may negotiate up to one year of credit towards the promotion requirement as an equivalent number of 
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full-time years of teaching at Thomas More University (see Sections 1.2.1.2, 1.2.1.3, and 1.2.1.4).  Any 
credit that might be granted towards promotion will not be credited towards tenure. 

1.1.4.1 Clinical Faculty 

Normally, Clinical Faculty are appointed on a part-time basis for such tasks as teaching and other duties 
relating to the education of students preparing for clinical practice.  The Clinical designation is used 
with one of the four academic ranks (see Section 1.2.1) (i.e., Clinical Instructor, Clinical Assistant Pro-
fessor, etc.).  Clinical Faculty must meet minimum qualifications for initial rank designation. 

1.1.4.2 Faculty-in-Residence 

The title of Faculty-in-Residence shall be accorded to a person who is associated with the University to 
perform specific limited duties within an area of special expertise or training.  Examples of Faculty-in-
Residence include, but are not limited to, Scholar-in-Residence, Writer-in-Residence, and Artist-in-Res-
idence. 

1.1.4.3 Professor of Practice 

The title Professor of Practice shall be accorded to a person who is a distinguished practitioner in the 
individual’s profession but does not have a traditional academic background.  A Professor of Practice 
brings knowledge to the University community in the form of teaching and service.  A Professor of 
Practice helps promote the integration of academic scholarship with practical experience. 

This role is typically a long-term appointment. 

1.1.4.4 Lecturer 

Normally, Lecturers are appointed on a full-time basis with a teaching load at least at the level of a full-
time Ranked Faculty and with additional duties as defined in their job description, which may include 
additional teaching duties, a significant advising load, some administrative expectations, participation in 
Departmental (or, on rare occasions, College) committees, or other duties assigned by the Department 
Chair if approved by the College Dean.  As a Special Appointment role, Lecturers are normally not 
expected to participate in the Faculty Committees that report to the Faculty General Assembly. 

This role is typically a long-term appointment. 

1.1.4.5 Visiting Faculty 

A person who is on leave from the full-time teaching faculty of a regionally accredited college or uni-
versity in the United States (including its incorporated and unincorporated territories) or from a com-
parable educational, research, or policy institution may be appointed on an annual, Term employment 
agreement basis (see Section 1.4.2) as Visiting Professor, Visiting Associate Professor, or Visiting As-
sistant Professor.  

Recommendations for reappointment of Visiting Faculty shall be made annually by the Department 
Chair to the College Dean and then by the Dean to the Vice President (CAO).  A visiting appointment 
may not be renewed for more than two consecutive years, for a total of three consecutive years. 

1.1.5 Administrative Officers and Staff Members with Faculty Rank 

Administrative personnel are eligible for academic rank provided that (a) they are tenured Ranked Fac-
ulty members at a college or university accredited by one of the regional accrediting agencies at the time 
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of their appointment to Thomas More University, or (b) their qualifications are consistent with the 
criteria of their respective rank and are appropriate for appointment to one of the academic departments 
of the University. The eligibility of some Administrative roles is specified in the Faculty Constitution. 

Membership in the professional staff of the University, including professional library staff and profes-
sional counselors, does not confer membership in the Faculty as that term is defined in the Faculty 
Constitution.  A member of the professional staff may hold concurrent faculty rank only if appointed 
by the Vice President (CAO) in accordance with the procedures governing all Ranked Faculty ap-
pointments.  A member of the professional staff holding concurrent Faculty rank may apply for ten-
ure and/or promotion in accordance with the University’s tenure and promotion policies and proce-
dures.   

In some cases, the appointment of an external administrative officer or staff member candidates to a 
senior faculty rank includes the granting of tenure.  In such cases the usual extensive process of proba-
tion, evaluation, and recommendation described elsewhere in the Faculty Policy Manual does not fit the 
circumstances of the search and hiring process.  Instead, the following conditions apply: 

1. The candidate will have already successfully completed a probationary period and have been 
granted tenure or its equivalent at a regionally accredited post-secondary institution in the 
United States (including its incorporated and unincorporated territories) or comparable foreign 
institution.  

2. Candidates who make the final round of interviews will have a campus interview, during which 
they will meet with the available faculty of any academic department for whom they might be 
teaching a course if hired.  The faculty from those departments will have the opportunity to 
review both the candidate’s academic and professional experience credentials and curriculum 
vitae prior to the campus interview. 

3. The academic department in which the candidate will be assigned to teach classes will also have 
the opportunity to review both the candidate’s academic and professional experience credentials 
and curriculum vitae to offer a timely rank and tenure recommendation utilizing the criteria set 
forth in Sections 2.4 and 2.5, and/or to raise in a timely fashion any objection or concern that 
arises from its review of the candidate’s credentials. If the recommendation is about a College 
Dean, Assistant Vice President, or Associate Vice President (or any other administrative posi-
tion who might include a teaching role and that is not the Chief Academic Officer or the Pres-
ident), then the Department makes the recommendation to the Vice President (CAO).  If the 
recommendation is about a Vice President, then the Department makes the recommendation 
to the President. If the recommendation is about the President, then the Department makes 
the recommendation to the Enrollment, Academic & Student Affairs Committee of the Board 
of Trustees. 

4. If the position to be filled is not the Vice President (CAO) or the President, then the Vice 
President (CAO), after reviewing the department’s recommendation, will issue a written rec-
ommendation regarding tenure to the President. The President, in turn, will offer a written 
recommendation to the Enrollment, Academic & Student Affairs Committee of the Board of 
Trustees.   

5. If the position to be filled is the President, then the Vice President (CAO), after reviewing the 
department’s recommendation, will issue a written recommendation regarding tenure to the 
Enrollment, Academic & Student Affairs Committee of the Board of Trustees. 
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6. The Board of Trustees will render a final decision on the tenure appointment based upon its 
review of the candidate’s qualifications and the written recommendations of the department, 
Vice President (CAO) (if appropriate), President, and Enrollment, Academic & Student Affairs 
Committee of the Board of Trustees. 

A member of the Ranked Faculty appointed to an administrative or staff position must clearly under-
stand the dual nature of the relationship with the University.  When a full-time member of the Ranked 
Faculty is appointed to an administrative, counseling, or staff position, it is expected that the individual 
will retain faculty status and be entitled to consideration for promotion in rank or an appointment with 
tenure on the same basis as other full-time Ranked Faculty members, provided the individual continues 
to participate in the affairs of the College in which they teach and provided that the individual consents 
to teach without compensation one regularly scheduled course each calendar year.  Under such condi-
tions, the rates of accrual of credit toward promotion and tenure set forth in Sections 2.4.1 and 2.5.1 
apply, respectively. If the above conditions are not met, an administrator or professional staff member 
may forfeit faculty status and tenure as applicable. 

Tenured faculty who have retained their faculty status during an administrative appointment may be 
reassigned to a tenured faculty position upon cessation of the administrative appointment.  Reassign-
ment rights must be determined and specified in writing prior to acceptance of the administrative po-
sition.  If reassignment to a tenured faculty position does occur, these individuals shall retain their 
assigned rank.  The reassignment of an administrator to a Ranked Faculty position shall not, because 
of such reassignment, result in a reduction in force of tenure-agreement faculty in the degree or program 
area to which that individual is being assigned. 

1.1.6 Honorific Faculty 

1.1.6.1 Emeriti Faculty 

In recognition of meritorious service, individuals who were hired in 1994 or later and who have held 
full-time Ranked faculty positions at the University for fifteen or more years may be granted emeritus 
status at the academic rank held at the time of their retirement from full-time teaching from the Uni-
versity.  Faculty who were hired before 1994 and who have held full-time teaching positions at the 
University for eight or more years may be granted emeritus status at the time of their retirement from 
full-time teaching at the University. 

The title emeritus/emerita is an honorary title which does not carry full-time Ranked Faculty teaching 
responsibilities.  Emeriti members may however seek appointment to teach classes on an Adjunct basis. 
In the event that the institution has temporary need for a faculty member with the credentials that 
match those of an Emeritus Faculty member in accord with Section 1.2.2, then the Emeritus Faculty 
may be considered for a term appointment.  In such case, the Emeritus Faculty member will hold the 
Rank they held at the time of their move to Emeritus status.  The position will follow the guidelines of 
a Special Appointment and the salary, benefits, responsibilities, and term of service will be agreed upon 
between the individual and the Vice President (CAO) prior to being rehired. 

Emeriti members do not receive salary or benefits but may request reasonable use of the library and 
athletic facilities of the University.  Based on availability and the recommendations of the faculty mem-
ber’s College Dean(s), and with the concurrence of the Vice President (CAO), Emeriti members may 
also be permitted the use of office and/or lab space, equipment, and other campus facilities to support 
scholarly work and/or educational activities.  Emeriti Faculty may request an official Thomas More 
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email account, but the faculty member’s College Dean is responsible for approving this access initially 
and every subsequent year. They retain non-voting membership in the Faculty General Assembly and 
their names are included in published faculty listings.  If they request and are appointed by the Faculty 
Coordinating Committee, they may serve on committees and perform such other occasional services 
service activities as are in keeping with their desires and capabilities and with the needs of the University.  
Moreover, Emeriti members may so identify themselves in any writings or publications. 

Faculty seeking Emeritus status are required to have their current or former Department Chair or Col-
lege Dean submit a nominating letter to the Faculty Relations Committee. Recommendations for the 
conferral of this honorary title shall be made by the Faculty Relations Committee to the Vice President 
(CAO), who recommends to the President, who recommends to the Board of Trustees, which makes 
the final decision. 

Faculty who meet the criteria for consideration of emeritus status may be considered for such even if 
their retirement involves transitioning to other employment or careers.  Emeritus faculty are not per-
mitted to hold full-time academic appointments at other colleges or universities.  In the event an emer-
itus faculty member is appointed to a full-time academic position with another college or university 
they must resign their emeritus professor appointment at Thomas More University. 

Emeriti members are subject to the same code of conduct expectations to which other members of the 
Ranked Faculty are held.  The Board of Trustees reserves the right to rescind an emeritus/emerita 
designation should circumstances warrant such an action. 

1.1.6.2 Endowed Appointments 

Appointment to either an Endowed Chair or an Endowed Professorship is an honorific distinction 
conferred by the University upon a current member of the Ranked Faculty or upon an external candi-
date with distinguished credentials.  An Endowed Appointment is for a specified term, which might be 
renewable.  Term length may vary in accordance with donor wishes and program needs.  The criteria 
for the Endowed Position may, with approval by the President and the Board of Trustees, specify the 
faculty member to be honored. 

Criteria for candidates for an Endowed Appointment include: 

1. Distinguished contributions to the field designated by the donor; and 

2. Normally the rank of Professor and, if an internal appointment, with tenure. 

The criteria established by the gift agreement should be consistent with the Rights and Responsibilities 
of the Ranked Faculty as specified in the Faculty Constitution. If the criteria established by the gift agree-
ment is inconsistent with the Rights and Responsibilities of the Ranked Faculty, then the endowed 
position may create a Special Appointment Faculty position. 

If the establishment of the Endowed Appointment does not include a specification for honoring a 
particular individual, then an ad hoc search committee will be created that is comprised of  

1. Up to three Faculty members who have previously held an Endowed Appointment, 
2. Enough Ranked Faculty who have been employed full-time at Thomas More for over ten years 

to bring the total number of Faculty to at least two, but not more than four, members,  
3. an individual selected by the Vice President (CAO),  
4. the Senior Vice President for Mission & University Advancement and  
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5. a representative from the Enrollment, Academic & Student Affairs Committee of the Board of 
Trustees.   

If the donor designates a discipline for the Endowed Appointment, then the Dean of the College con-
taining that discipline will, in consultation with the faculty members in the discipline, create the search 
committee and the Faculty members will be in closely-related fields without themselves being candi-
dates for appointment to the endowed position in question.  If no discipline is specified, then the Vice 
President (CAO), in consultation with all of the Deans, will create the ad hoc search committee and the 
Faculty members will provide representation from each of the Colleges. After reviewing the nominees, 
the search committee makes recommendations to the relevant Dean(s).  The Dean(s) will make a rec-
ommendation to the Vice President (CAO), who will then relay the final decision to the President, who 
will appoint the candidate to the endowed position.  Appointments of individuals new to the University 
shall follow all procedures for the appointment of any new Ranked Faculty member (see Section 1.3.2), 
together with procedures and criteria established by the gift agreement establishing the chair. 

At the end of every academic year, the incumbent faculty member will submit a report of their activities 
during appointment to the Dean(s), VP/CAO, President, and Senior Vice President for Mission & 
University Advancement, who can decide if it should be provided to the donor unless otherwise agreed 
upon. If, at any time during the term of the appointment, a review of the incumbent faculty member 
reveals that the individual is not meeting the criteria for the position, then the Dean may recommend 
to the VP/CAO that the individual be removed from the position.  

Prior to the end of every spring semester of an appointment to the endowed position, the College Dean 
will notify, in writing, the individual holding the Endowed Appointment that the report is due.  This 
will include, but not be limited to, any activities specifically defined by the terms of the Endowed Ap-
pointment and may be included as an addendum to the faculty member’s annual self-assessment.   

In the fall of the final year of an appointment of an endowed position, a thorough review will be con-
ducted.  The annual reports will be reviewed for continued distinguished contributions in the expecta-
tions of the role designated by the endowed position.  If the endowment calls for the position to be 
opened for nominations, the procedure for initial appointment will be followed.  Otherwise, the Dean 
overseeing the discipline of the incumbent faculty member will form an ad hoc committee to review and 
make recommendations regarding reappointment of the incumbent faculty member to the Dean, who 
will make a recommendation to the VP/CAO.  The make-up of the ad hoc committee will follow the 
guidelines for the make-up of the search committee. The VP/CAO will then make a final recommen-
dation on reappointment to the President.  A denial of reappointment to an endowed position does not 
affect the faculty member’s tenure status.  If a reappointment is denied, the Endowed Appointment 
will be opened for nominations according to the procedure for the initial appointment. 

1.2 Faculty Ranks and Credentials 

1.2.1 Faculty Ranks 

At the time of initial appointment, the Vice President (CAO) shall approve the faculty rank for all 
Ranked Faculty after receiving and considering the recommendation from the search committee.  
Change in a Ranked Faculty member’s academic rank is assigned as a result of the promotional process 
(see Section 2.4).  In both cases, faculty rank is assigned on the basis of the information below, which 
indicates the minimum qualifications for appointment to the rank.  Section 2.3.1 (General Criteria for 



 

Thomas More University Faculty Policy Manual - pg.  17 

Periodic Evaluation of Ranked Faculty) describes, with examples, the criteria for evaluation of Ranked 
faculty members in general, including when being considered for promotion or tenure. Section 2.4 
(Promotion in Rank) describes the considerations for promotion in rank.  Section 2.5 (Tenure) describes 
the considerations for the awarding of tenure.   

1.2.1.1 Instructor 

An appointee to the rank of Instructor must:  

1. Possess the Master's degree and satisfy the credentialing requirements of Section 1.2.2. 

2. Possess demonstrated ability or evidence of strong potential for effective teaching at the college 
level (examples as indicated in Sections 2.3.1.2); and 

3. Demonstrate a potential for professional growth. 

1.2.1.2 Assistant Professor 

An appointee to the rank of Assistant Professor must hold a terminal degree or the Master's degree 
with substantial additional graduate work or specialization in the appropriate field deemed comparable 
to the terminal degree consistent with the credentialling requirements of Section 1.2.2. 

In addition to the academic credential or exceptional equivalent professional experience qualifications 
above, appointees must meet the following criteria: 

1. Initial appointees to the rank of Assistant Professor must possess:  

a. Demonstrated ability or evidence of strong potential for effective teaching at the college 
level (examples as indicated in Section 2.3.1.2); and 

b. Potential for achievement through scholarly, creative, and professional development activ-
ities in the field of specialization (examples as indicated in Section 2.3.1.3). 

2. Ranked Faculty seeking promotion to the Assistant Professor rank must: 

a. Have demonstrated competency in teaching at the college in the field of specialization (ex-
amples as indicated in Section 2.3.1.2); and  

b. Have a developing record of contributions to the University (college, departmental and/or 
extra-departmental service) and/or wider community (examples as indicated in Section 
2.3.1.4). 

1.2.1.3 Associate Professor 

An appointee to the rank of Associate Professor who was hired as a member of the Ranked Fac-
ulty prior to the 2025-2026 academic year must: 

1. Hold a terminal degree and satisfy the credentialing requirements of Section 1.2.2; 

2. Have a minimum of five (5) years of teaching at the college level, three (3) of which have been 
in the rank of Assistant Professor. 

3. Have demonstrated superior teaching ability at the college level (examples as indicated in Sec-
tion 2.3.1.2); 
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4. Show high professional attainment with a demonstrated capability for achievement through 
scholarly, creative, and professional development activities in the field of specialization (exam-
ples as indicated in Section 2.3.1.3); and 

In exceptional cases, a faculty member who satisfies the credentialing requirements of Section 1.2.2 
with a non-terminal Master's degree and professional achievement comparable to a doctoral degree, 
may be promoted to this rank after a minimum of ten (10) years of college teaching, five (5) of which 
must have been in the rank of Assistant Professor.  Professional achievement comparable to a doctor-
ate (for this purpose) shall be based upon the following criteria: 

1. Professional Development: This includes clinical practice, consultation, continuing education, 
and reading in one's field; 

2. Graduate Coursework toward the Terminal Degree: This refers to doctoral level coursework. 

3. Publications, Presentations of Scholarly Papers, or Grants: This refers to work of a scholarly 
nature, including grants and artistic productions and excluding presentations that fall under 
"community service" (these are given credit elsewhere); 

4. Attendance at National or Regional Meetings: This includes meetings of a scholarly nature both 
within and without one's discipline.  It excludes meetings that are for continuing education 
within one's profession. 

An individual with the non-terminal Master’s degree needs to show activity in at least three of the 
four categories listed immediately above, but activity in all four categories is desirable. 

 

An appointee to the rank of Associate Professor who was hired as a member of the Ranked Fac-
ulty in or after the 2025-2026 academic year must: 

1. Hold a terminal degree and satisfy the credentialing requirements of Section 1.2.2; 

2. Have a minimum of five (5) years of teaching at the college level, three (3) of which have been 
in the rank of Assistant Professor. 

3. Have demonstrated superior teaching ability at the college level (examples as indicated in Sec-
tion 2.3.1.2); 

In addition, demonstrate overall high performance through some combination of notable contri-
butions to each of the following: 

4. Show high professional attainment with a demonstrated capability for achievement through 
scholarly, creative, and professional development activities in the field of specialization (exam-
ples as indicated in Section 2.3.1.3); 

5. Have actively contributed to the University (college, departmental, and/or extra-departmental 
service) and/or wider community (examples as indicated in Section 2.3.1.4); and 

In exceptional cases, a faculty member who satisfies the credentialing requirements of Section 1.2.2 
with a non-terminal Master's degree and professional achievement comparable to a terminal degree, 
may be promoted to this rank after a minimum of 10 years of college teaching, 5 of which must have 
been in the rank of Assistant Professor.  Professional achievement comparable to a doctorate (for this 
purpose) shall be based upon the following criteria: 
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1. Professional Development: This includes clinical practice, consultation, continuing education, 
attendance at international, national, regional, or local scholarly meetings, and reading in one's 
field; 

2. Graduate Coursework toward the Terminal Degree: This refers to doctoral level coursework. 

3. Publications, Presentations of Scholarly Works, or Grants: This refers to work of a scholarly 
nature, including grants and artistic productions and excluding presentations that fall under 
"community service" (these are given credit elsewhere); 

An individual with the non-terminal Master’s degree needs to show activity in all three categories 
listed immediately above. 

1.2.1.4 Professor 

An appointee to this rank who was hired as a member of the Ranked Faculty prior to the 1998-
1999 academic year must:  

1. Hold a terminal degree and satisfy the credentialing requirements of Section 1.2.2; 

2. Have a minimum of five (5) years in the rank of Associate Professor. 

3. Demonstrate superior teaching ability at the college level (examples as indicated in Section 
2.3.1.2); and 

4. Show professional development through distinguished scholarship or exceptional creativity, 
which is recognized by substantial contributions in the field of specialization (examples as indi-
cated in Section 2.3.1.3). 

In exceptional cases, a faculty member who satisfies the credentialing requirements of Section 1.2.2 
with a Master's degree and professional achievement comparable to a doctoral degree may be promoted 
to this rank after a minimum of ten (10) years of college teaching, five (5) of which must have been in 
the rank of Associate Professor.  Professional achievement comparable to a doctorate (for this purpose) 
shall be based upon the following criteria: 

1. Professional Development: This includes clinical practice, consultation, continuing education, 
and reading in one's field; 

2. Graduate Coursework toward the Terminal Degree: This refers to doctoral level coursework; 

3. Publications, Presentations of Scholarly Papers, and Grants: This refers to work of a scholarly 
nature, including grants and excluding presentations that fall under “community service” (these 
are given credit elsewhere); 

4. Attendance at National or Regional Meetings: This includes meetings of a scholarly nature both 
within and outside of one's discipline.  It excludes meetings that are for continuing education 
within one's profession. 

An individual with the Master’s degree needs to show activity in at least three of the four categories 
listed immediately above, but activity in all four categories is desirable. 

 

An appointee to the rank of Professor who was hired as a member of the Ranked Faculty between 
(inclusive) the 1998-1999 and the 2024-2025 academic years, must: 
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1. Hold a terminal degree and satisfy the credentialing requirements of Section 1.2.2; 

2. Have a minimum of five (5) years in the rank of Associate Professor; 

3. Demonstrate superior teaching ability at the college level (examples as indicated in Section 
2.3.1.2); and 

4. Show distinguished scholarship or exceptional creativity, which is recognized by substantial 
contributions in the field of specialization, or significant professional development (examples 
as indicated in Section 2.3.1.3). 

There are no exceptions to these criteria. 

 

The appointment to the rank of Professor is recognition of distinction for faculty who have excelled in 
teaching, scholarship, and service in advancing the mission and the Catholic Intellectual Tradition of 
Thomas More University.  An appointee to the rank of Professor who was hired as a member of the 
Ranked Faculty in or after the 2025-2026 academic year, must: 

1. Hold a terminal degree in their field of teaching and satisfy the credentialing requirements of 
Section 1.2.2; 

2. Have completed a minimum of five (5) years in the rank of Associate Professor;  

3. Demonstrate superior teaching at the college level (examples as indicated in Section 2.3.1.2); 

4. Provide evidence of ongoing and significant scholarly achievement through publications, re-
search, and/or peer-reviewed creative work; through presentations in professional organiza-
tions; and through ongoing participation in professional growth and development activities. 
Faculty considering the rank of Professor must be published in peer-reviewed publications or 
have their creative work evaluated by a regional and/or national organization recognized by 
their respective fields while holding faculty rank at Thomas More University as part of their 
ongoing and scholarly achievement (examples as indicated in Section 2.3.1.3)  

5. Ongoing and significant contributions to the academic life of the faculty at the University (col-
lege, departmental and/or extra-departmental service) and/or wider community (examples as 
indicated in Section 2.3.1.4). 

There are no exceptions to these criteria. 

1.2.2 Faculty Credentials 

It is the policy of Thomas More University to ensure that every instructor assigned to teach credit 
bearing coursework meets or exceeds the minimum faculty credentialing requirements set forth below. 

1.2.2.1 Instructor of Record 

Thomas More University ensures that all faculty have the appropriate credentials necessary to provide 
our students with a high-quality education. The university documents the qualifications of instructors 
consistent with the Principles of Accreditation established by the Southern Association of Colleges 
and Schools Commission on Colleges, Kentucky Council on Postsecondary Education licensing 
guidelines, specialized accreditation agencies as applicable, and Thomas More University policy. 
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The instructor of record is the individual designated by the Department Chair to have the following 
individual responsibilities within a specific course.  The instructor of record: 

• has overall responsibility for the course, including: 
o design and implementation of the course,  
o ongoing instruction and day-to-day delivery of the course, 
o the achievement of student learning outcomes included as part of the syllabus, and 
o submission of the final grades according to deadlines established by the Office of the 

Registrar. 

• will be evaluated by students in the course and by the academic department offering the 
course according to University policy and procedure for teaching evaluation. 

 
The instructor of record is listed as the primary instructor for a course. In the case of team-based 
courses, in which multiple instructors participate in the design, delivery, and assessment of the course, 
the Department Chair(s) will identify a team coordinator, who will serve as the instructor of record. 
Teaching assistants may participate in delivery of instruction, but the instructor of record must main-
tain primary responsibility and oversight of the course. 
 
The instructor of record must be appropriately credentialed to teach the course, according to 
SACSCOC guidelines, Kentucky license requirements, and Thomas More University policy. 
 
All courses must have an assigned Instructor of Record before the course begins. 
 
Notable exceptions to situations where the instructor of record may maintain overall responsibility 
for the course without continuous presence or ongoing instruction include: 

• undergraduate laboratories in which teaching assistants may participate in supervision, 

• clinical instruction that is (1) supervised by persons experienced in the discipline and (2) fo-
cuses on application of concepts and principles in the field, 

• field supervision of student teaching, internships, cooperative education, and other experien-
tial learning supervised by persons experienced in the discipline, and 

• other situations that (1) the department can demonstrate and document as educationally 
sound and (2) have received approval of the respective College Dean and Vice President 
(CAO). 

Except as noted above, it is not acceptable for an individual to be listed as the instructor of record 
while another individual, even when listed as a secondary instructor, carries out the duties of a pri-
mary instructor. This policy applies to all courses offered for Thomas More University credit and en-
tered on student transcripts as Thomas More University courses, regardless of location or mode of 
delivery. 

Department Chairs submit the instructor of record for each course to the Office of Academic Affairs 
and the Office of the Registrar. Department Chairs are responsible for ensuring the instructor of rec-
ord is the primary instructor. 

1.2.2.2 Credential Guidelines 

A. Academic Credentials 
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When determining acceptable credentials of its faculty and course instructors, the University will gen-
erally require the following as evidence of acceptable academic qualifications in accordance with South-
ern Association of Colleges and Schools Commission on Colleges (“SACSCOC”) academic credentials 
guidelines6: 

1. Faculty teaching undergraduate courses must hold a terminal (usually the doctorate) or master’s 
degree in the teaching discipline or master’s degree with a concentration in the teaching discipline 
(understood to be a minimum of 18 graduate semester hours in the discipline to be taught).  

2. Faculty teaching graduate and post-baccalaureate course work must hold a doctorate or terminal 
degree in the teaching discipline or a related discipline.  

3. Graduate teaching assistants must have a master’s degree in the teaching discipline or 18 graduate 
semester hours in the discipline to be taught, have direct supervision by a faculty member experi-
enced in the teaching discipline, have regular in-service training, and have planned and periodic 
evaluations.  

The appointee’s degree must be earned from either a regionally accredited institution in the United 
States (including its incorporated and unincorporated territories) or an internationally recognized insti-
tution of higher education. 

When determining “in the teaching discipline”, the Vice President (CAO), in consultation with the 
Dean and Department Chair, will consider disciplines that are recognized within the academy as being 
closely related. Examples: Pharmacology which engages with Chemistry; Neuroscience or Neurobiol-
ogy which engages with Biology; Geophysics which engages with Physics; Actuarial Science which en-
gages with Mathematics; Art, Music, or Performance Therapy which engages with the arts. In instances 
where a question about compatibility arises, the University may use criteria advanced by the appropriate 
disciplinary accrediting body in which the faculty member is expected to teach. 

 

B. Exceptional Alternative Professional Experience Qualifications 

Exceptions may be made for individuals who do not meet the above academic qualifications but who 
are considered by the University to possess other demonstrated competencies and achievements that 
provide evidence to support effective teaching and student achievement. Doing so helps to promote 
the integration of academic scholarship with practical experience and provides faculty and students with 
an understanding of the practical applications in a particular field of study.  

Determining the acceptability of faculty qualifications requires prudent use of professional judgment 
when persons are qualified based on criteria other than their academic credentials. At minimum, the 
faculty member must hold a degree at the same level at which the course is being taught. The less related 
the faculty members’ academic qualifications are from the content area, the more they must demon-
strate higher levels of sustained, substantive professional experience that supports relevance for the 
university mission and program student learning outcomes. 

In order to be considered for an exception, instructors must demonstrate that peers recognize them as 
a respected authority in the field.  The fact that an individual has taught a particular subject or field for 
a number of years does not carry sufficient weight by itself to justify an exception.  All faculty are 

 
6 https://sacscoc.org/app/uploads/2019/07/faculty-credentials.pdf  

https://sacscoc.org/app/uploads/2019/07/faculty-credentials.pdf
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expected to have a broad base of knowledge in a discipline or field such as knowledge obtained through 
formal academic training in a graduate degree program.  Truly outstanding achievements must exist and 
must be documented and judged by the Department Chair, College Dean, and Vice President (CAO) 
to conclude that the individual is exceptionally competent and knowledgeable in the teaching field or 
discipline. The professional experience must be current, substantial in duration, and clearly linked to 
the field in which the instructor will teach.   

Examples include, but are not limited to: 

1. Appropriately related and sustained professional work experiences; 

2. Professional licensure and certifications related to the teaching assignment; 

3. Research awards, academic fellow status, or related honors and awards; 

4. Documented continuing professional education experiences; 

5. Leadership positions in recognized, relevant academic societies; 

6. Relevant peer-reviewed publications; 

7. Service on relevant editorial boards or committees of academic, professional, or other related 
publications; 

8. Development and presentation of education programs in the field in question; 

9. Significant participation in related professional associations, standard-setting bodies, or policy-
making bodies; 

10. Relevant, active service on boards of directors; 

11. Continuous documented excellence in teaching; and 

12. Participation in professional events or other activities that place the faculty in direct contact 
with leaders in the related field. 

In order to maintain professional qualification, the instructor must remain current in their professional 
experience.  Qualifications will be reviewed annually (e.g., during the annual teaching evaluation of 
ranked faculty). 

1.2.2.3 Verification of Credentials 

It is the responsibility of the Department Chairs to certify that the faculty and course instructors of 
record in their respective department are qualified to teach the courses they are assigned, whether it is 
through the verification of formal educational credentials or exceptional alternative qualifications.  Prior 
to any current faculty member or course instructor teaching a newly assigned course for academic credit, 
the procedures outlined below must be followed.  For prospective faculty members, the procedures 
detailed below are followed as part of the recruitment process. 

A. Verification of Academic Credentials 

1. The Program Coordinator will collect and examine all documents needed to demonstrate that the 
current or prospective instructor’s academic credentials satisfy the qualification guidelines.  This 
documentation includes, but is not limited to:  

a. A current curriculum vita; 
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b. Official transcripts for all degrees earned;  

c. Appropriate licenses or certifications; and  

d. Verification of employment related to teaching experience (as needed). 

2. In initially assessing the academic transcript, the Program Coordinator must ensure that the tran-
script includes the following elements:  

a. The issuing institution’s official seal; 

b. Signature of the appropriate authorizing agent, preferably the institution’s registrar;  

c. The institution’s official letterhead or stationery;   

d. The institution’s watermark or other identifier; and   

e. The date of issue. 

3. If a transcript is unclear, the Program Coordinator (or a designee) will contact the institution pro-
ducing the transcript and request additional information regarding the transcript or courses in ques-
tion.  Documentation received in response to such a request will be placed in the instructor’s Faculty 
Record.  With the exception of foreign academic credentials, only course work and degrees granted 
by regionally accredited colleges or universities will be accepted for credentialing purposes.  In the 
event the institution ceases to exist and there are no records or method of verification, references 
to support academic course work must be provided by the instructor or prospective faculty mem-
ber. 

a. Foreign Academic Credentials: In those instances where a course instructor holds a degree 
or graduate credit hours from an institution in another country that is not accredited by regional 
accrediting agency, it will be necessary for the individual to obtain an independent evaluation 
of his or her teaching credentials.  The evaluation must be completed by an evaluation service 
acceptable to the University.  Costs, if any, associated with this service will be the responsibility 
of the instructor. 

4. If, as a result of the document review, it is determined by the Program Coordinator that the instruc-
tor’s academic credentials satisfy SACSCOC academic credentials guidelines, the Program Coordi-
nator will complete the Faculty Credential Analysis Form and forward it to the Department Chair 
for approval.   

5. If the Department Chair agrees with the Program Coordinator’s assessment, the Department Chair 
will sign the Faculty Credential Analysis Form and forward it to the College Dean.   

6. If the College Dean agrees with the Department Chair’s assessment, the College Dean will sign the 
Faculty Credential Analysis Form.   

7. The Faculty Credential Analysis Form must be signed by the Program Coordinator, Department 
Chair, and College Dean prior to the instructor being assigned to teach a course or the prospective 
faculty member receiving a faculty appointment. 

8. Curriculum Vitae, Transcripts, and the Faculty Credential Analysis are kept in the Office of the 
Academic Affairs. 

B. Verification of Exceptional Alternative Professional Experience Qualifications 
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In cases where a current or prospective instructor does not possess the recommended educational cre-
dentials, exceptional alternative professional experience qualifications will need to be approved and 
documented by the Department Chair on the Faculty Credential Analysis Form and then submitted to 
the College Dean and the Vice President (CAO) for approval in accordance with the following proce-
dures:   

1. The Department Chair’s documentation must include a copy of the instructor or prospective faculty 
member’s C.V., as well as a written narrative explanation of the individual’s exceptional alternative 
qualifications to teach the specific courses that may be assigned based on:  

a. The individual’s academic and professional preparation;  

b. Diplomas, certificates, or relevant licensures;  

c. Publications and presentations in the field; honors, awards, and professional recognitions; or  

d. Other demonstrated competencies, skills, and experiences which the current or prospective 
faculty member brings to the University.   

2. If it is determined by the Department Chair that the individual’s exceptional professional experience 
qualifications are clearly tied to the specific course(s) to be taught and establish beyond doubt that 
the individual is exceptionally competent and knowledgeable in the teaching field or discipline, the 
Department Chair will document the justification on the Faculty Credential Analysis Form and 
forward it to the College Dean for approval.   

3. If the College Dean agrees with the Department Chair’s assessment, the College Dean will sign the 
Faculty Credential Analysis Form and forward it to the Vice President (CAO) for approval.   

4. If the VP/CAO agrees with the Chair and the Dean’s assessment, the VP/CAO will sign the Faculty 
Credential Analysis Form.   

5. The Faculty Credential Analysis must be signed by the Department Chair, College Dean, and the 
VP/CAO prior to the individual being assigned to teach a course or the prospective faculty member 
receiving a faculty appointment. 

6. Documentation and the Faculty Credential Analysis are kept in the Office of the Academic Affairs. 

Note: The acceptance of exceptional alternative qualifications by the University is contingent upon final 
review and approval by a visiting committee from SACSCOC.  In the event that SACSCOC disagrees 
with the University’s decision to grant an exception to an instructor and an appeal to the accrediting 
agency is unsuccessful, the instructor will be considered out of compliance with both University and 
accreditation requirements for minimum qualifications.  Such a ruling may result in termination, reas-
signment, or restriction to teaching courses solely in the discipline in which the faculty member holds 
at least a master’s degree with 18 hours in the discipline to be taught. 

1.3 Faculty Employment 

1.3.1 Authority for Faculty Employment 

Formal authority for making faculty appointments rests with the President, upon the advice and rec-
ommendation of the Vice President (CAO), the College Dean, and Department Chair after these have 
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consulted with appropriate faculty members.  The authority of the President may be delegated to the 
Vice President (CAO). 

1.3.2 Faculty Recruitment and Employment Procedures 

1.3.2.1 Hiring Ranked, Part-time, and Special Appointment Faculty 

Every year, as part of the budgeting process, the Vice President (CAO) will put out a call for position 
requests for the subsequent year.  This will include any Ranked, Part-time, and Special Appointment 
Faculty positions. Department Chairs will submit requests to the Office of Academic Affairs and the 
list will be reviewed by a committee organized by the VP/CAO to include all College Deans.  The 
committee will prioritize the position requests in tiers of importance and submit the ranking to the 
VP/CAO as a recommendation. The VP/CAO will then initiate the official requisitions for all Ranked, 
Part-time, and Special Appointment faculty positions in the development of the budget for the subse-
quent year.  Written authorization from the President must be received by the VP/CAO before hiring 
a new faculty member or advertising to replace an existing position.  The Human Resources Office, in 
consultation with the search committee, will handle advertising for all positions. 

Once a full-time Ranked Faculty position has been approved, a search committee, comprised primarily 
of faculty and including an appropriate number of individuals in the program, will be formed by the 
College Dean in collaboration with the Department Chair to interview potential candidates and to 
nominate them.  The voting status of individuals who are on the committee but are not departmental 
faculty members will also be determined by the College Dean in collaboration with the Department 
Chair. The top applicants will also be interviewed by the Department Chair, College Dean, VP/CAO, 
Director of Human Resources, and President.  In all cases of potential employment, the Chair of the 
search committee and the VP/CAO will assist each other in coordinating the schedules of all involved, 
in order to minimize the number of return trips on the part of the candidate. 

Once a Part-time or Special Appointment Faculty position has been approved, the Department Chair 
and interested departmental faculty will interview potential candidates and select the final candidate.  
The candidate will then be introduced to the College Dean, who will interview the candidate.  

In accordance with the University’s Employee Recruitment and Hiring Policy7, all personnel conducting fac-
ulty employment or promotional interviews shall ask only questions which are relevant to the applicant's 
ability to perform the job. 

All candidates selected for interviews will be informed by the administrator extending the final appoint-
ment offer (the VP/CAO or the College Dean) that the appointment is contingent upon successful 
completion of employment eligibility verification and background and reference checks.  See the Em-
ployee Recruitment and Hiring Policy8 for additional information. 

Credentials and references must be verified before a final employment offer is tendered in accordance 
with the Faculty Credentials Policy (see Section 1.2.2 above) and the University’s Background, Reference, 
and Verification Screens Policy9.  Verification of the candidate’s academic credentials or alternative experi-
ence qualifications credentials (see Faculty Credentials Guidelines, Section 1.2.2.2 above) must similarly 
be verified before a final employment offer is tendered.   

 
7 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16  
8 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16  
9 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=12  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=12
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For Ranked Faculty candidates, the search committee makes its recommendation to the VP/CAO or 
their designee who, after receiving the President’s approval, tenders the final offer of employment. 

For Part-time and Special Appointment Faculty candidates, the Department Chair, in consultation with 
interested departmental faculty, makes a recommendation to the College Dean who, after receiving the 
VP/CAO’s approval, tenders the final offer of employment.  

Upon acceptance of the position, the individual will need to meet with a representative of the Office 
of Academic Affairs to arrange for the appropriate paperwork. The appointment is finalized through 
the Office of Academic Affairs with the issuance of the employment agreement, which shall include, 
but not be limited to, the faculty member’s salary, position (including whether the position is Tenure-
Track, Non-Tenure Track, or Term), academic rank or title (as applicable), and primary academic unit 
designation. 

Note: Since years in academic rank for purposes of promotion and tenure eligibility are calculated based 
on full academic years, Full-time Ranked Faculty who join the University after November 1 will have 
their year in rank calculated starting with the succeeding full academic year. 

Prior to the first day of employment, the new faculty member must complete the necessary Human 
Resources forms.  The Director of Human Resources will review the benefit program with each new 
employee and obtain signatures on benefit waiver forms for those benefits not desired by the employee. 

The College Deans are responsible for orienting the new faculty member to the University.  Others 
may assist in this process, such as the members of the Faculty Coordinating Committee, Faculty Rela-
tions Committee, and the Department Chair.  Ordinarily the Director of Faculty Development, in con-
sultation with the Deans and VP/CAO, organizes a formal orientation for all new faculty at the begin-
ning of the semester.  The Department Chair is responsible for orienting the new faculty to the depart-
ment and for ensuring that the new Faculty member completes the University orientation. 

1.3.2.2 Hiring Adjunct Faculty 

When an Adjunct Faculty position needs to be filled, the Department Chair will request approval from 
the College Dean and then advertise the position through the Director of Human Resources or by 
reaching out to colleagues in the community.  If the individual being considered is a member of the 
Thomas More University Staff, then their supervisor should be consulted in accord with the Secondary 
Assignment Policy10, which also clarifies how the employee will be paid for the assignment as well as the 
courseload limits and the potential restrictions on when the course can be offered. 

The responsibilities of the Department Chair listed below may be delegated to another member of the 
Department. 

Once an Adjunct Faculty position has been approved, the Department Chair will inform in writing all 
Ranked Faculty in the department of the impending opportunity to hire an Adjunct Faculty member.  
Any Ranked Faculty member in the department may request to participate in the hiring process.  The 
Department Chair and interested departmental faculty will interview the final candidate.  If time is a 
critical factor in the hire, the faculty participation may be electronic or via email. In accordance with 
the University’s Employee Recruitment and Hiring Policy11, all personnel conducting faculty employment or 

 
10 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=81 
11 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16
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promotional interviews shall ask only questions which are relevant to the applicant's ability to perform 
the job. 

All candidates selected for interviews will be informed by the Department Chair (as the administrator 
who will extend the final appointment offer) that the appointment is contingent upon successful com-
pletion of employment eligibility verification (including academic credentialing in accordance with Sec-
tion 1.2.2 above) and background and reference checks.  See the Employee Recruitment and Hiring Policy12 
for additional information. 

The offer of employment is made by the Department Chair upon the approval of the College Dean. 
Upon acceptance of the position, the individual will need to meet with a representative of the Office 
of Academic Affairs to arrange for the appropriate paperwork.  The appointment is finalized through 
the Office of Academic Affairs with the issuance of the employment agreement, which shall include, 
but not be limited to, the faculty member’s salary, class(es) taught, academic rank or title (as applicable), 
and primary academic unit designation. 

The College Deans are responsible for orienting the new Adjunct Faculty member to the University.  
The Department Chair is responsible for orienting the new Adjunct Faculty to the department and for 
ensuring that the new Adjunct Faculty member completes the University orientation. Others may assist 
in this process, such as the members of the Department, the College Dean, or the Office of Academic 
Affairs.   

1.3.3 Employment of Relatives 

The appointment of a candidate for a faculty position who is a relative of a current Thomas More 
University employee is governed by the University’s Employment of Relatives Policy13.   

1.3.4 Appointment of Foreign Nationals 

The appointment of a foreign national to a faculty position at Thomas More University is contingent 
upon the appointee’s continuing ability to comply with verification requirements of the Immigration 
Reform and Control Act of 1986.  A final determination by the federal government resulting in the loss 
of appropriate authorization to work in the United States will result in automatic termination of the 
faculty appointment, regardless of contractual status or type. 

Note: Section 2.5.1 lists considerations affecting qualifications for tenure and item 14, in particular, 
addresses Foreign Nationals. 

1.3.5 Initial Appointments 

Faculty members are selected upon the basis of their education, experience, scholarship, and teaching 
competence and in accordance with equal employment opportunity requirements and the Faculty Re-
cruitment and Appointment procedures in Section 1.3.2 above.  At all times, the University seeks to 
employ faculty who will contribute positively to the realization of the University's mission.  

 
12 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16  
13 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=18  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=16
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=18


 

Thomas More University Faculty Policy Manual - pg.  29 

Initial appointments to a Ranked Faculty position are usually made for a period of one academic year 
pursuant to an annual Tenure Track or Non-Tenure Track employment agreement, although variations 
from this practice are permissible.  In exceptional cases, an individual may be hired with a 2- or 3-year 
employment agreement with the first year being probationary, requiring an evaluation by the Chair and 
Dean prior to the activation of the additional term of the employment agreement.  The exceptional 
nature of these initial multi-year employment agreements should be judged based on criteria such as 
years of teaching experience, previous Rank, and the quality of the individual’s teaching, service, and 
scholarship at the prior institution. Appointments to a Part-time, Adjunct, or Special Appointment 
Faculty position are made for the term specified in the faculty member’s employment agreement.   

Unless exceptional conditions are stated in the employment agreement (see Sections 1.4 and 2.1.1.1), 
none of which may limit the rights, privileges, and immunities of the appointee, the conditions of em-
ployment are those set forth in the Employee Personnel Policies and this Faculty Policy Manual, as applicable.  
Both manuals shall be made available to each new appointee, and acceptance of the appointment means 
acceptance of these policies. 

The rank of a new faculty member is at the discretion of the President and is usually based upon the 
recommendation of the Vice President (CAO), the College Dean, and the Department Chair.  The 
President must obtain the approval of the Board of Trustees to confer the rank of Professor. See Sec-
tion 1.1.5 regarding the appointment of an Administrator with Rank or Tenure. 

1.3.6 Reappointment 

Reappointments of Ranked Faculty are contingent upon the satisfaction of the general criteria for the 
evaluation of faculty members and upon the specific criteria for particular ranks outlined in this Faculty 
Policy Manual. 

Reappointments of Part-time, Adjunct, or Special Appointment Faculty are at the discretion of the 
University and successive reappointments do not confer continuing employment status and imply no 
employment rights beyond the duration of the term of employment set forth in the employment agree-
ment. 

1.3.6.1 Multi-year Employment Agreement Options 

Ranked Faculty Members who hold Non-Tenure-Track Appointments may be offered multi-year 
term appointments, based on years of service, ongoing favorable evaluations, and the potential for 
valuable future contributions.   

• After a minimum of three years of service at Thomas More, a Non-Tenure-Track Faculty 

member is eligible to be considered for a 3-year employment agreement.  

• After a minimum of six years of service at Thomas More, a Non-Tenure-Track Faculty mem-

ber is eligible to be considered for a 5-year employment agreement.  

All multi-year employment agreements are contingent on the viability of the academic program(s) in 
which the individual is eligible to teach based on their credentials. Individuals who hold multi-year 
employment agreements will be evaluated by their Department Chair in the fall of the final year of 
their employment agreement.  The Chair will make a recommendation to the Dean by Nov 15 regard-
ing the ongoing employment of the Faculty member.  The Dean, in consultation with the Chair, will 
make a recommendation to the VPCAO regarding the length of the next employment agreement.  



 

Thomas More University Faculty Policy Manual - pg.  30 

Renewal of the employment agreement is contingent on satisfactory progress as indicated by the Fac-
ulty Member’s Rank.  If the individual’s evaluation indicates that they need improvement, then the 
next employment agreement length may be shortened while they work on the area(s) indicated. 

 
1.3.6.2 Subsequent Employment Agreements for Ranked Faculty 

Typically, an employment agreement will be delivered by the Office of Academic Affairs to each Ranked 
Faculty member who is to be reappointed for the next academic year by the preceding March 15.  Non-
Tenured Ranked Faculty members whom the University has decided to not reappoint will be notified 
of the intent to not renew their employment agreement by the dates listed in Section 2.9.3. 

Failure to return a signed employment agreement to the Office of Academic Affairs within fifteen (15) 
business days of the date the employment agreement was delivered removes all obligations under the 
agreement (including tenure) between the faculty member and the University, effective at the end of 
that academic year.  Should a faculty member wish to delay acceptance of the employment agreement, 
the faculty member must file a written request for extension with the Vice President (CAO) prior to 
the expiration of the aforementioned fifteen (15) business day period.  Such requests will automatically 
extend the time for consideration of the employment agreement by ten (10) business days.  The faculty 
member may, during this period, request a review of the terms of the employment agreement with the 
Department Chair and appropriate administrative officials.  If a modified employment agreement is 
offered on or before the expiration of the ten (10) business day extension, the faculty member shall 
have seven (7) business days from the date that the modified agreement was offered for consideration 
of the new proposal. 

If the faculty member has not returned the accepted employment agreement and has not requested an 
extension within fifteen (15) business days of the date the employment agreement was originally deliv-
ered, or, having requested an extension has not returned the accepted employment agreement within 
the aforementioned ten (10) business day window, if no modified employment agreement is offered, or 
has not returned the accepted employment agreement as modified with in the aforementioned seven 
(7) business day window, the proffer of reappointment may be withdrawn at the option of the President 
or the Vice President (CAO). 

In all cases, negotiations should be guided by a spirit of good faith and collegiality. In exceptional cases, 
the Vice President (CAO) may grant an additional extension even if the faculty does not request it.  In 
the other direction, if a Faculty member chooses to break their employment agreement and leave any 
time after one month prior to the start of the current or upcoming term, then they are expected to 
provide one month’s notice to the College Dean and VP/CAO in order to enable the Department to 
formulate a plan to cover the assigned courses. 

1.3.7 Terms of Service 

Ranked Faculty normally receive a nine-month employment agreement (although some receive 10-, 11-
, or 12-month employment agreements). All employment agreements include the week before classes 
begin in the Fall and Spring semesters and may include the week after Commencement so long as it fits 
within the term of the agreement.  Faculty salary, however, is paid twice monthly in 24 equal install-
ments over a twelve-month period from September 15 through August 31. Ranked faculty on nine-
month employment agreements have assigned duties during the typical academic year (during the fall 
and spring semesters).  
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A variety of essential activities (recruiting, advising, departmental planning, committee work, assess-
ment, governance, etc.) take place during the summer and outside of the term of the employment 
agreement indicated above. To the extent possible, faculty will be able to choose the schedule and 
manner in which they contribute to the operation of the institution during the summer. Faculty are 
encouraged to serve the University in these capacities, if requested by the Program Chair or the College 
Dean.  

Certain leadership roles and membership on selected Faculty Committees or University Standing Com-
mittees may also have an explicitly indicated expectation of limited summer obligations. Obligations 
and expectations during the summer will be kept to a minimum and are subject to Faculty availability.  
To the extent possible, these expectations will be indicated prior to the acceptance of these roles. All 
committee or volunteer work during the summer should be documented on Periodic Faculty Evalua-
tions (see Section 2.3.1.4).  Faculty members whose committee or governance work requires a signifi-
cant amount of time during the summer period may, at the discretion of the Vice President (CAO), be 
compensated in the form of a stipend or reduced service expectations in the following academic year. 

Summer teaching is also available on a voluntary basis and compensated per the summer pay scale (see 
section 2.2.1.3). 

Members of religious orders and diocesan priests who are teaching faculty maintain different employ-
ment arrangements with the University.  The terms of their employment are determined by the Superi-
ors of their religious orders (in the case of members of religious orders) or by the Bishop of Covington 
(in the case of priests of the diocese of Covington). 

1.4 Faculty Employment Agreements 

Appointment of a Ranked faculty member shall be through an employment agreement signed by the 
faculty member and the President of the University or the President’s designee. The employment agree-
ment and appendages shall state the rank, salary, duration of the employment agreement, department(s) 
of appointment, and other conditions of appointment. Detailed duties and responsibilities are listed in 
Section 2.2; some of these may be itemized in the employment agreement. 

Faculty employment agreements at Thomas More University are categorized as either Annual, Tenured, 
Term, or Terminal.  Another distinction that may be made concerning types of faculty employment 
agreements is between full-time and part-time workloads. 

1.4.1 Annual Employment Agreements 

An appointment to the full-time Ranked Faculty pursuant to an annual employment agreement is a 
contractual obligation to the University to serve for the entire academic year, which includes the week 
before classes begin in the Fall and Spring semesters and may include the week after Commencement 
so long as this fits within the term of the agreement. 

All full-time Ranked Faculty receive one of the following annual employment agreements: 

1.4.1.1 Tenure Track Employment Agreements 

The University offers Tenure Track employment agreements to full-time, Ranked Faculty appointed to 
positions that are tenure eligible.  Such employment agreements place faculty in a probationary period 
leading to application for and evaluation for tenure.  A full-time, Ranked Faculty member with a Tenure 
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Track employment agreement may expect the agreement to be renewed unless notified otherwise in 
accordance with the Non-Renewal of a Non-Tenured Faculty Member Employment Agreement Policy 
(see Section 2.9.3). 

Transfer from Tenure Track to Non-Tenure Track 

Transfers from a Tenure Track appointment to a Non-Tenure Track appointment are administrative 
decisions that will be considered on a case-by-case basis in accordance with the following procedure: 

1. Upon the Tenure Track Faculty member’s request, the Department Chair will submit a written 
request to the College Dean and Vice President (CAO) along with the candidate’s curriculum vita; 

2. The VP/CAO, after consultation with the College Dean and President, may approve, disapprove, 
or defer a decision on the change of employment agreement status; 

3. If granted, the change in appointment takes effect on the date specified in the written approval 
from the VP/CAO; and 

4. All changes in tracks are subject to final approval by the President. 

1.4.1.2 Non-Tenure Track Employment Agreements 

The University offers annual employment agreements to Ranked Faculty members appointed to Non-
Tenure Track positions.  Individuals receiving a Non-Tenure Track employment agreement are not 
eligible to apply for tenure status.  A Ranked Faculty member with an Annual Non-Tenure Track em-
ployment agreement may expect the employment agreement to be renewed unless notified otherwise 
in accordance with the Non-Renewal of a Non-Tenured Faculty Member Employment Agreement 
Policy (see Section 2.9.3). 

Transfer from Non-Tenure Track to Tenure Track  

Transfers from a Non-Tenure Track appointment to Tenure Track appointment are administrative 
decisions that will be considered on a case-by-case basis.  To be considered for a transfer to a Tenure 
Track appointment, a Non-Tenure Track faculty member will be required to provide at least three (3) 
years of full-time service at Thomas More University in the Non-Tenure track with favorable annual 
evaluations. In exceptional cases, such as but not limited to having tenure at a previous institution, a 
non-tenure track faculty member may be considered for tenure track after one year of full-time service 
at Thomas More University.  If a transfer is granted, the faculty member must apply for tenure when 
he or she becomes eligible as stipulated in the faculty member’s initial tenure-track employment agree-
ment (see Sections 1.3.5 and 2.5.1). 

The Department Chair initiates the process for transfer after the request is made by the faculty member 
in accordance with the following procedures: 

1. Upon the faculty member’s request, the Department Chair will submit a written request to the 
College Dean and Vice President (CAO) along with the candidate’s curriculum vita; 

2. The VP/CAO, after consultation with the College Dean and President, may approve, disapprove, 
or defer a decision on the change of appointment status. The VP/CAO’s decision is based on:  

a. the faculty member’s qualifications and potential for accomplishments required for tenure 
as evidenced by favorable annual evaluations, 
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b. the likelihood for the foreseeable future that there will continue to be a demand for the 
particular department of the faculty member and that University resources are sufficient to 
support continued reappointment in the department; and  

c. consideration of the current University policy on the percentage of full-time faculty who 
may be tenured at any one time; 

3. If granted, the change in appointment takes effect on the date specified in the written approval 
from the VP/CAO; and 

4. All changes in tracks are subject to final approval by the President. 

1.4.1.3 Tenure Employment Agreements 

Tenure employment agreements are issued to full-time, Ranked Faculty who have attained tenured 
status (see Section 2.5).  A Tenure employment agreement is subject only to annual modifications per-
taining to academic rank, salary, and academic assignments in accordance with the provisions of this 
Faculty Policy Manual.  A tenured faculty member has the contractual right to continuous appointments 
until the faculty member resigns, retires, is dismissed for adequate cause, or is terminated as a result of 
a reduction in faculty appointments due to either a financial exigency or a program reduction or dis-
continuation (see Section 2.9.5). 

1.4.1.4 Terminal Employment Agreements 

An annual employment agreement with the descriptor “Terminal” is the final appointment agreement 
issued to certain Ranked Faculty whose appointments will not be renewed. 

1.4.2 Term Employment Agreements 

The University offers Term employment agreements to Part-time and full- and part-time Special Ap-
pointment Faculty that are limited to the term of employment outlined in the employment agreement.  
Term employment agreements are not Tenure Track and do not confer upon a faculty member an 
expectation for continued employment after the term specified in the employment agreement expires. 
No notice or action by the University is required to effectuate such expiration.  Re-employment of the 
faculty member after expiration of the term of the appointment is solely within the discretion of the 
University and no other procedures apply. 

1.4.3 Location of Appointment  

All faculty employment agreements designate a department as the faculty member’s primary faculty 
appointment location.  It is from this department(s) that recommendations for appointment, promo-
tion, tenure, and other actions concerning a Ranked Faculty member are initiated.  

A Ranked Faculty member’s primary faculty appointment may be changed to meet the curricular and 
organizational needs of the University.  In such circumstances, the new department must vote on the 
proposed appointment.  Following the vote, the department will issue a written report to the faculty 
member’s College Dean and the Vice President (CAO) detailing the department’s majority and minority 
views regarding the proposed appointment.  Taking into consideration the department’s report, the 
Vice President (CAO) in consultation with the College Dean, will then decide whether to approve the 
appointment. 
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1.4.4 Joint Appointments 

A joint appointment exists when a Ranked Faculty member is appointed to a primary department but 
has a secondary appointment to another department. In making a joint-appointment offer, a primary 
and secondary department will be clearly designated by the Vice President (CAO) in the faculty mem-
ber’s employment agreement.  If the appointment is Tenure-Track, the department in which tenure the 
faculty member plans to apply for appointment will be designated as the faculty member’s primary 
department. 

The nature of a joint appointment varies and the assignment of duties in the secondary department will 
differ by department and candidate.  The details of the assignment of duties, the allocation of salary, 
departmental and collegiate governance rights, and provision for office and laboratory space (as re-
quired) as applicable to both the primary and secondary departments will be communicated in a signed 
written memorandum of understanding signed by the College Dean(s), the two Department Chairs and 
the faculty member detailing the faculty member’s voting rights in the academic departments, assign-
ments of duties, etc.  Additionally, negotiated changes to those details will be evidenced in a signed 
memorandum of understanding. 

The Department Chair of the secondary department must provide input for every evaluation for a 
jointly appointed faculty member. In the case of tenure review, the secondary Department Chair must 
provide a written evaluation describing the nature and extent of the candidate’s involvement in, and 
contribution to, the secondary department. In the faculty member’s tenure application, it is important 
to document how the candidate’s time is being spent, and contributions to each department need to be 
clearly documented.  The locus of tenure, if awarded by the Board of Trustees pursuant to the proce-
dures set forth in Section 2.5 below, is in the University as a whole. 

1.5 Organizational Structure of the Faculty Programs  

An academic program14 is a coherent course of study leading to a for-credit credential including a de-
gree, diploma, certificate or other generally recognized credential and is overseen by a program coor-
dinator. A program or group of programs is housed in a Department, overseen by Department 
Chairs, who are, in turn, housed in one of the colleges overseen by Deans. Additional units such as 
Centers and Institutes that are interdisciplinary and share faculty with multiple colleges are typically 
led by Directors. 

1.5.1  The Roles of Program Coordinators, Departmental Chairs, and College Deans 

As for all faculty members, rights and responsibilities of Program Coordinators, Department Chairs, 
and those College Dean who have maintained their faculty status are included under Rights and Re-
sponsibilities of Faculty Members in the Constitution of the Faculty of Thomas More University, as well as 
the applicable policies and procedures of this Faculty Policy Manual.  In their administrative role, Col-
lege Deans, Department Chairs, and Program Coordinators have additional duties, which are de-
scribed in detail in the job descriptions, which are available in the Office of Academic Affairs.  These 
positions are included in the academic organizational chart maintained by the Office of Academic Af-
fairs.  

 
14 Defined by the Substantative Change Policy: https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=85.   

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=85


 

Thomas More University Faculty Policy Manual - pg.  35 

Program Coordinators: 

Program coordinators are responsible for curriculum development and review to ensure the program 
contains essential curricular components, has appropriate content and pedagogy, and maintains disci-
pline currency.  Program coordinators must be credentialed to teach curricular content at the appropri-
ate degree level.  Program coordinators are appointed by the College Dean in consultation with the 
Department Chair and by approval from the Vice President (CAO).   

Department Chairs: 

Department Chairs assist in the fulfillment of administrative, budget, and human resource manage-
ment and leadership within his or her department.  Typically, Department Chairs are credentialled to 
teach curricular content in one program in the department at the appropriate degree level and prefer-
ence in their selection is given to Faculty who are tenured or have significant experience at Thomas 
More. In a Department with a single Program, the Department Chair would also function as the Pro-
gram Coordinator. Department Chairs are appointed by the College Dean in collaboration with the 
Department and in consultation with the Vice President (CAO). Ordinarily appointments are for four 
years with the possibility of two additional years.  The individual cannot serve multiple terms back-to-
back. To ensure continuity and leadership development within the department, Faculty in the Depart-
ment are encouraged to work with the Dean to develop a succession plan. At the discretion of the 
Dean in consultation with the Department and the Vice President (CAO), exceptions may be made to 
any of these expectations. 
 
College Deans: 

College Deans provide leadership and overall direction for the academic curricula within his or her 
college, oversee the enrollment (in the college programs), retention (at the institution), and graduation 
rates (for the college programs), and represent both college and institutional needs and priorities.  
They supervise the operations of the departments within the college, support program and curriculum 
development, and oversee departmental budget development and expenditures.  Each College Dean 
is authorized and directed to further the interests of Academic Affairs and the University and to ad-
vocate for the academic mission of the institution.  Typically, each College Dean is credentialled to 
teach curricular content in one program in their college at the appropriate degree level.  College 
Deans are appointed by the Vice President (CAO). 
 

1.5.2 Academic Receivership 

Academic receivership occurs when control of an academic Program or Department is removed from 
the faculty within that unit and an outside Program Coordinator or Department Chair is entrusted by 
the College Dean or Vice President (CAO), as applicable, to lead the unit, or when the College Dean 
or the Vice President (CAO) undertakes direct leadership of the unit. 

Academic receivership represents an extraordinary rather than typical situation because it runs counter 
to the Faculty’s responsibility for self-governance, and it is frequently preceded by warning signs that 
an academic unit is either becoming dysfunctional or lacks personnel who can successfully lead it.   

Warning Signs 
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Valid reasons for recommending or activating receivership may include, but are not limited to, cases 
where a unit is unable or unwilling to govern itself in accordance with the principles of shared govern-
ance, where it is in noncompliance with the University’s Program Review process, where it is failing to 
fulfill its teaching mission, where disregard for student and faculty welfare is evident and documented, 
or where it is unable to deliver its programs to current or prospective students.   

Initiation of Receivership 

A recommendation to place a Program or a Department in academic receivership may be made by 
faculty within that Department or by the College Dean. Recommendations by the Faculty will be sent 
to the Dean, who will consult with the faculty about possible solutions, including who might administer 
the department while in receivership, and inform the Vice President (CAO) about the recommendation 
with their insight.  Recommendations by the Dean, including a plan for receivership, will be sent to the 
VP/CAO. 

When the VP/CAO receives such a recommendation, they will interview the current Coordinator or 
Chair (as applicable), representatives from the recommending group, and the faculty in the unit being 
considered for receivership. Since the governance of the unit may well impact other units, the VP/CAO 
may also interview other such units as appropriate. 

If the VP/CAO believes that receivership of a Program or Department is warranted, they will approve 
the Dean’s plan for a one-year receivership that must include an annual review of the function of the 
unit, and a return to self-governance within, at most, three years. 

Once the plan is developed, the VP/CAO and Dean will present the plan to the unit which is being 
considered for receivership and gather their feedback.  At the discretion of the VP/CAO, the plan may 
at this point be revised and presented again.  When the receivership is ready for implementation, the 
VP/CAO will inform FCC within five business days of the final notification of the unit.   

The VP/CAO, in consultation with FCC, may then place the Program or Department in receivership 
by appointing an external Director, Chair, or Dean to oversee the unit for a defined period of time, 
typically one year, to be followed by a review of the situation. 

Ending the Receivership 

At the end of each year, the Dean may return the unit to self-governance or on the basis of a further 
review of the situation, consult with the VP/CAO to continue the unit in receivership for an additional 
academic year but cannot extend beyond three total years.  In either of these cases, the VP/CAO will 
inform FCC of this decision within five business days of making the decision. 

Consequences of an Unresolved Receivership After Three Years 

If, at the end of the three years, the Dean determines that the Program or Department in receivership 
has proven to be unwilling, unable, or incapable of adequately addressing the issues then additional 
actions may be necessary.  The Dean will inform the VP/CAO. The VP/CAO will notify FCC within 
five business days and will consult with them.  The FCC will then review the situation.   

On the basis of this review and if the situation for a Program or Department persists, the VP/CAO 
may suspend admissions to the unit, may transfer or consolidate Faculty members among other Pro-
grams or Departments – with the approval of those units – or may disestablish or discontinue academic 
programs within the unit. (Note that such actions are separate from similar actions that may occur as a 
consequence of declining enrollments in the program or financial stress at the University level).   
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In any event, every attempt will be made by the University in the spirit of good faith and collegiality 
to relocate all tenured Faculty affected by the decision to close a unit into related departments or into 
other positions within the University. Positions in organizations owned by or affiliated with Thomas 
More University, as opposed to within the University itself, may be considered and discussed, but will 
only be considered if there are no options available within the University or by mutual consent of the 
Faculty member and the University Administration. 

2.0 Chapter Two: Ranked Faculty Personnel Policies 

This Chapter, in conjunction with the Faculty Constitution, is the official statement of policies, responsi-
bilities, duties, and rights pertaining to the Ranked Faculty.  Official statement of policies, responsibil-
ities, duties, and rights pertaining Part-time, Adjunct, and Special Appointment Faculty are set forth in 
Chapter 3.0, as well as the Part-time/Adjunct Faculty webpage. 

2.1 Faculty Rights and Professional Conduct Responsibilities 

Each Ranked Faculty member shall have those rights and responsibilities set forth in Article II, Section 
2 of the Faculty Constitution.  These rights and responsibilities are augmented by the following policies: 

2.1.1 Faculty Rights 

2.1.1.1 Policies and Procedures Related to the Constitutional Rights of Faculty 
Members 

Some of the rights outlined in the Faculty Constitution do not come without limitation or consequence. 
In particular: 

1. While Faculty Members have the right to invite guest speakers to lecture in class, if doing so 
will involve additional institutional costs or added security, inviting that particular guest 
speaker requires the approval of an appropriate university representative. 

2. If a Faculty Member enacts their right to refuse to offer a course for appropriate reasons, then 
the Department Chair, the Dean of the College, or the Vice President (CAO), as appropriate 
to the context, bears the responsibility for meeting a subsequent student need. The Vice Presi-
dent (CAO) retains the ultimate authority in determining how that need should be met. 

3. See section 2.6.3 for clarification on the right to membership in professional societies. 

2.1.1.2 Academic Freedom at Thomas More University 

The following statement on academic freedom, as formulated in the 1940 Statement of Principles en-
dorsed by the Association of American Colleges and the American Association of University Profes-
sors, and amended by the governing bodies of these associations in November, 1989 and January, 1990, 
has been accepted as policy by the Board of Trustees at Thomas More University and is applicable to 
all individuals granted faculty status at Thomas More University, regardless of classification. 

(a) “Teachers are entitled to full freedom in research and in the publication of the results, subject 
to the adequate performance of their other academic duties; but research for pecuniary return 
should be based upon an understanding with the authorities of the institution. 

(b) “Teachers are entitled to freedom in the classroom in discussing their subject, but they should 
be careful not to introduce into their teaching controversial matter which has no relation to 
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their subject.  Limitations of academic freedom because of religious or other aims of the insti-
tution should be clearly stated in writing at the time of the appointment.   

(c) “College and university teachers are citizens, members of a learned profession, and officers of 
an educational institution.  When they speak or write as citizens, they should be free from in-
stitutional censorship or discipline, but their special position in the community imposes special 
obligations.  As scholars and educational officers, they should remember that the public may 
judge their profession and institution by their utterances.  Hence they should at all times be 
accurate, should exercise appropriate restraints, should show respect for the opinions of others, 
and should make every effort to indicate that they are not speaking for the institution” 15 without 
previous authorization from the President or Vice President (CAO). 

The AAUP statement includes three notes for clarification, which may be found in the citation for the 
quote. 

The terms used in and the context for this statement are understood in the following way at Thomas 
More University: “Teachers” are both the Ranked and Special Appointment Faculty.  “Officers of an 
educational institution” is understood to mean “members of” and “representatives of” rather than “ad-
ministrators of” the academic institution. The first point will especially apply to the Ranked Faculty, 
but also to any Special Appointment Faculty who are contributing to scholarly and creative works.  The 
second point applies to all Ranked and Special Appointment Faculty, who are expected to have an 
awareness of Thomas More being a diocesan institution that is aligned with the Catholic Intellectual 
Tradition, with Catholic Social Teaching, and with Ex corde Ecclesiae.  The third point extends the AAUP 
quote with a caveat that does not exist in the original but does apply at Thomas More University.   

Ex corde Ecclesiae also speaks to this concept, indicating that, “The Church, accepting the ‘legitimate 
autonomy of human culture and especially of the sciences’ recognizes the academic freedom of scholars 
in each discipline in accordance with its own principles, and within the confines of the truth and the 
common good.” (ECE section 3, 29). Later, the document differentiates between the obligations of 
Catholic faculty, especially in theology, who are to be “faithful to” doctrine, and non-Catholic faculty, 
who should “respect Catholic doctrine.” 

2.1.1.3 Intellectual Property Rights 

Faculty are encouraged to engage in the scholarly pursuit of knowledge, artistic and creative production, 
and research.  The results of such pursuits sometimes lead to the development of material that may be 
copyrighted or patented.  The University’s Intellectual Property Policy16 serves to inform all Thomas More 
University employees and students of their rights and responsibilities whenever the results of their 
research or creative endeavors are patentable, copyrightable, or commercially marketable. 

2.1.1.4 Documentary Support for Faculty Personnel Actions 

An individual faculty member is responsible for updating the faculty member’s own vita annually.  
Every faculty member has a right to expect that all the appropriate documents the faculty member has 
supplied will accompany the faculty member’s promotion or tenure file as it is sent through the appro-
priate process. 

 
15 https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure  
16 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=82  

https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=82
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2.1.1.5 Right to be Informed of Personnel Action Recommendations 

Every faculty member shall be informed promptly in writing of any faculty personnel actions recom-
mended by the Chair of the faculty member’s department, the Faculty Relations Committee, the College 
Dean, the Vice President (CAO), or the President.  Faculty members have the right to respond in 
writing to any adverse faculty personnel action.  Such written response, if submitted, will accompany 
all corresponding documents as they are sent through the appropriate process, which is understood to 
indicate that as long as the adverse action exists, it shall be accompanied by the response. 

2.1.1.6 Right to Review Personnel Records 

Faculty Employee Personnel Files are stored in the Office of Human Resources. These include the Job 
advertisement for the position, the employment application and cover letter to the University, resume 
submitted at point of hire, employment agreements, benefit and payroll information, new hire docu-
ments, and all documents that impact (or could potentially impact) a Faculty member’s employment at 
Thomas More University. The latter includes investigations and resulting actions involving federal, 
state, or University policy violations. The process and conditions of access to this file are defined in the 
employee Personnel Files Policy17. 

Faculty Records, which relate to a Faculty member’s record of academic activities and related contexts 
while at Thomas More University, are maintained in the Office of Academic Affairs. These may include 
copies of employment agreements, copies of letters of appointment, academic kudos or complaints by 
students or colleagues, documents pertaining to advancement in rank or tenure, investigation records 
relating to academic issues such as grade challenges, copies of resumes, account of reassignments for 
academic functions, etc. Faculty may access their personal Faculty Records through the Office of Aca-
demic Affairs. Requesters must provide reasonable notice in seeking such access. Faculty Records may 
be perused but only in supervised conditions determined by the Vice President (CAO). The contents 
of the Record may not be removed from the Office of Academic Affairs space, and no materials may 
be added or removed except through a formal written request to the Vice President (CAO). 

2.1.2 Professional Conduct Responsibilities 

2.1.2.1 Statement on Professional Ethics  

The principles of professional engagement can be characterized with the following quote from Ex corde 
Ecclesiae (paragraphs 21 and 22): “[The university community] is animated by a spirit of freedom and 
charity; it is characterized by mutual respect, sincere dialogue, and protection of the rights of individuals. 
It assists each of its members to achieve wholeness as human persons; in turn, everyone in the com-
munity helps in promoting unity, and each one, according to his or her role and capacity, contributes 
towards decisions which affect the community, and also towards maintaining and strengthening the 
distinctive Catholic character of the Institution. University teachers should seek to improve their com-
petence and endeavour to set the content, objectives, methods, and results of research in an individual 
discipline within the framework of a coherent world vision.” 

 
17 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=43  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=43
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In addition to following the principles of Ex corde Ecclesiae, the University affirms and supports the 
following principles of professional ethics, which has been adopted from the 1990 edition of the Amer-
ican Association of University Professors (AAUP) Policy Documents and Report18: 

Professors, guided by a deep conviction of the worth and dignity of the advancement of 
knowledge, recognize the special responsibilities placed upon them.  Their primary responsibility 
to their subject is to seek and to state the truth as they see it.  To this end professors devote their 
energies to developing and improving their scholarly competence.  They accept the obligation to 
exercise critical self-discipline and judgment in using, extending and transmitting knowledge.  They 
practice intellectual honesty.  Although professors may follow subsidiary interests, these interests 
must never seriously hamper or compromise their freedom of inquiry. 

As teachers, professors encourage the free pursuit of learning in their students.  They hold before 
them the best scholarly and ethical standards of their discipline.  Professors demonstrate respect 
for students as individuals and adhere to their proper roles as intellectual guides and counselors.  
Professors make every reasonable effort to foster honest academic conduct and to ensure that their 
evaluations of students reflect each student's true merit.  They respect the confidential nature of 
the relationship between professor and student.  They avoid any exploitation, harassment or dis-
criminatory treatment of students.  They acknowledge significant academic or scholarly assistance 
for them.  They protect their academic freedom. 

As colleagues, professors have obligations that derive from common membership in the commu-
nity of scholars.  Professors do not discriminate against or harass colleagues.  They respect and 
defend the free inquiry of associates.  In the exchange of criticism and ideas professors show due 
respect for the opinions of others.  Professors acknowledge academic debt and strive to be objec-
tive in their professional judgment of colleagues.  Professors accept their share of faculty respon-
sibilities for the governance of their institution. 

As members of an academic institution, professors seek above all to be effective teachers and 
scholars.  Although professors observe the stated regulations of the institution, provided the reg-
ulations do not contravene academic freedom, they maintain their right to criticize and seek revi-
sion.  Professors give due regard to their paramount responsibilities within their institution in de-
termining the amount and character of work done outside it.  When considering the interruption 
or termination of their service, professors recognize the effect of their decision upon the program 
of the institution and give due notice of their intentions. 

As members of their community, professors have the rights and obligations of other citizens. Pro-
fessors measure the urgency of these obligations in the light of their responsibilities to their subject, 
to their students, to their profession and to their institution.  When they speak or act as private 
persons they avoid creating the impression that they speak or act for their college or university.  As 
citizens engaged in a profession that depends upon freedom for its health and integrity, professors 
have a particular obligation to promote conditions of free inquiry and to further public under-
standing of academic freedom. 

 
18 https://www.aaup.org/report/statement-professional-ethics  

https://www.aaup.org/report/statement-professional-ethics
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2.1.2.2 Statement on Plagiarism 

The University affirms and supports the following precepts regarding plagiarism as stated below, which 
is based on a "Statement on Plagiarism" published19 by the American Association of University Profes-
sors' Committee B on Professional Ethics, adopted by the Council in June 1990. 

Every faculty member must be guided by the following:  

1. In his or her own work, the faculty member must scrupulously acknowledge every intellectual debt 
for ideas, methods, and expressions - by means appropriate to the form of communication.  

2. Any discovery of suspected plagiarism should be brought at once to the attention of the affected 
parties and, as appropriate, to the profession at large through proper and effective channels - typi-
cally through reviews in or communications to relevant scholarly journals.  

3. Faculty members should work to ensure that their universities and professional societies adopt clear 
guidelines respecting plagiarism, appropriate to the disciplines involved, and should insist that reg-
ular procedures be in place to deal with violations of those guidelines.  The gravity of a charge of 
plagiarism, by whomever it is made, must not diminish the diligence exercised in determining 
whether the accusation is valid.  In all cases the most scrupulous procedural fairness must be ob-
served, and penalties must be appropriate to the degree of offense.  

4. Scholars must make clear the respective contributions of colleagues on a collaborative project, and 
professors who have the guidance of students as their responsibility must exercise the greatest care 
not to appropriate a student’s ideas, research, or presentation to the faculty member’s benefit; to 
do so is to abuse power and trust.  

5. In dealing with graduate students, faculty members must demonstrate by precept and example the 
necessity of rigorous honesty in the use of sources and of utter respect for the work of others.  The 
same expectations apply to the guidance of undergraduate students, with a special obligation to 
acquaint students new to the world of higher education with its standards and the means of ensuring 
intellectual honesty. 

2.1.2.3 Conflict of Interests – Faculty-Specific Activities 

Individuals granted faculty status at Thomas More University must be sensitive to situations involving 
an actual or apparent conflict of interest on their part and must comply with the University’s Conflict of 
Interest Policy20. 

Whenever a member of the faculty is in doubt about whether a conflict of interest exists, the faculty 
member must provide written notification of the circumstances and any proposed resolution to the 
College Dean.  Following consultation, the College Dean will render a judgment regarding how best to 
resolve the conflict.  A statement of the conflict of interest as well as the College Dean’s proposed 
resolution will be provided in writing and entered into either the Faculty Record or the Employee 
Personnel File according to the determination of the Vice President (CAO) and the Director of HR.  A 
faculty member may appeal the College Dean’s judgement in accordance with the Faculty Grievance 
Policy (see Section 2.10). 

 
19 https://www.aaup.org/report/statement-professional-ethics  
20 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=34  

https://www.aaup.org/report/statement-professional-ethics
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=34
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In addition to the University’s Conflict of Interest Policy21, faculty should be aware of the following faculty-
specific activities that may give rise to an allegation of a conflict of interest: 

1. Teaching, supervising, and/or participating in decisions affecting an immediate family member; 

2. Casting a vote in committee deliberations regarding proposals or actions which lead to a direct 
personal benefit, as in awarding faculty development funds; 

3. Accepting remuneration for consulting services or conducting clinics while representing the Uni-
versity in an official capacity; 

4. Adopting one’s own book or other teaching aids which would entail accepting royalties as personal 
income; 

5. Making personal use of University resources and facilities for the creation of copyrightable or pa-
tentable materials without prior written authorization from the Vice President (CAO); 

6. Requiring students, without recompense of salary or academic credit, to work on behalf of an out-
side agency; 

7. Using the University’s name, facilities, or equipment for personal purposes, or for which the faculty 
member receives remuneration for private gain; 

8. Making personal use of University resources to support political candidates or non-profit organiza-
tions even though not for remuneration; 

9. Purchasing major equipment, instruments, or supplies for University teaching or research from a 
private firm with which the employee is affiliated or receives personal benefits or rewards. 

This listing is not intended to be exhaustive. 

2.1.2.4 Outside Employment 

Thomas More University recognizes that faculty members are sometimes called to teach and provide 
consulting and other professional services by outside agencies, institutions, professional groups, and 
industries.  Faculty members are uniquely qualified to assist in meeting a variety of society's needs by 
way of sharing their knowledge and expertise outside the University.  However, a full-time faculty mem-
ber's obligation to the University must take priority over any such outside activity and must comply 
with the University’s policy on conflict of interest (see Section 2.1.2.3).  As such, there should be an 
ongoing discussion regarding the amount and nature of any outside employment.   

Any outside employment that is directly related to the faculty member’s area(s) of expertise and that 
the faculty member reasonably expects to accept during the time that the faculty member will be under 
agreement at Thomas More must be reported in writing annually to the faculty member’s College Dean, 
who will keep the Vice President (CAO) informed. The report of such expectations for the upcoming 
year should be included in the previous year’s self-assessment and may, at the discretion of the Faculty 
member, be updated at any time during the term of the employment agreement.  If the actual outside 
work was substantially different from the reported expectations, then this may be noted in the subse-
quent self-assessment.  While the report should contain a general outline of the expectations for the 
type of work and a rough estimate of the time-impact of any outside employment, the level of detail is 
left to the discretion of the Dean. In addition, if the outside employment (teaching, consulting, or 

 
21 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=34  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=34
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providing other professional services) is to be at, for, or on behalf of another institution of higher 
education, the Dean may request significant additional detail regarding the nature and extent of the 
work.  Further, when the outside employment involves teaching at another institution any course that 
has a course description and syllabus similar to one taught at Thomas More University, then the report-
ing extends through the entire calendar year, independent of being under agreement at Thomas More. 

Outside employment not directly related to the faculty member's area(s) of expertise may not in any 
way interfere with the faculty member's regular presence at the University and availability for consulta-
tion or interchange with students and colleagues.  Nor may the outside activity constitute a conflict of 
interest.  If the outside activity is an actual or apparent conflict of interest, the faculty member must 
consult with the College Dean (see the Employee Personnel Policies22).  Time spent on such outside activities 
must be in addition to, rather than a part of, normal full-time effort expected of members of a full-time 
faculty member for university work.  Any and all forms of outside activity must in no way interfere with 
University work.  If there is a possibility of interference with University obligations, consideration 
should be given to transitioning to less than full-time status with Thomas More University.   

In both cases, if the College Dean subsequently determines that the activity is adversely impacting the 
faculty member’s professional responsibilities to the University, the Vice President (CAO) in consulta-
tion with the College Dean may require that the activity be terminated or limited. 

The use of University facilities for remunerative employment is prohibited, except upon the written 
recommendation of the College Dean and with the written approval of the Vice President (CAO). 

Note: The University assumes no responsibility for the competence or performance of outside employ-
ment or activities engaged in by University employees, nor may any responsibility be implied in any 
advertising with respect to such activities. 

2.2 Duties and Responsibilities of Ranked Faculty Members 

This section describes the duties and responsibilities associated with Ranked Faculty appointments.  
Thomas More University is a teaching institution and expects and encourages its Ranked Faculty mem-
bers to maintain high academic standards. 

A full-time Ranked Faculty member is contractually obligated to teach or render service equivalent to 
12 credit hours of instruction for each of two academic semesters in a given academic year, to participate 
in scholarly, creative, and professional development activities, to contribute to the University or com-
munity through service activities, and to meet all other obligations as specified in the Constitution of the 
Faculty of Thomas More University and Faculty Policy Manual. 

Full-time Ranked faculty of Thomas More University will normally maintain the following minimum 
workload: 

1. A teaching load equivalent to 12 semester hours (see Section 2.2.1.1 below) for the Fall and Spring 
terms 

2. Participation in scholarly, creative, and professional development activities (see Section 2.2.2 below) 
and service activities (see Section 2.2.3 below) as applicable to the faculty member’s discipline. 

 
22 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=34  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=34
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In addition to the above, the full-time workload also encompasses the professional responsibilities enu-
merated under Section 2.1.2 Professional Conduct Responsibilities of this Faculty Policy Manual (above), 
as well as those listed in the Faculty Constitution. 

Departures from the workloads described above require the prior written permission of the College 
Dean, in consultation with the Department Chair. 

2.2.1 Teaching Responsibilities 

Members of the Ranked Faculty facilitate the intellectual growth and development of Thomas More 
University students through teaching.  In fulfilling assigned teaching duties, Ranked Faculty are ex-
pected: 

1. To have a firm command of their subjects and to keep abreast of new developments in the teaching 
discipline; 

2. To plan and organize course/laboratory materials; 

3. To begin and end their classes on time; 

4. To notify the Department Chair and the College Dean's Office when emergencies prevent them 
from meeting their classes; 

5. To adhere to the Credit Hour Policy of the University23; 

6. To provide sufficient testing through examinations and other assignments to evaluate the student's 
command of the material and to encourage a regular pattern of study.  Good pedagogy demands 
that tests be graded and returned to students as soon as possible, preferably within a week; 

7. To retain copies of all tests, assignments and final examinations until the students have had an 
opportunity to see them.  Final exams and unreturned assignments should be retained in accordance 
with the University’s Record Retention schedule (available in the Appendix to University Record Re-
tention Policy24); 

8. To submit grades to the Registrar within the deadlines established by that office, including mid-
semester grades during both the fall and spring semesters; 

9. To adhere to the Grading Policy established in the Thomas More University Catalog; 

10. To be available in their office for a minimum of five hours each week at times convenient for the 
majority of their students.  All faculty are required (1) to electronically submit their office hours to 
the Dean and Department Chair and (2) make easily available an awareness of the time for office 
hours to all of their students at the beginning of each course. 

a. All faculty teaching courses on the University’s campus are required to post office hours on their 
office door at the beginning of each semester, showing clearly the faculty member's class time 
and office hours; 

 
23 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=1086  
24 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=47  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=1086
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=47
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b. Faculty teaching online courses must post and hold their virtual office hours via the University’s 
online communication tool.  In selecting the virtual office hours, such faculty must recognize 
that most distance learners work on their courses in the evenings and on weekends. 

11. To work with their departmental Faculty to meet the educational needs of their Academic pro-
gram(s); 

12. To choose and to order course materials early enough for availability when the semester begins; 

13. To create a syllabus for each course taught, each term the course is taught, and to submit them 
electronically to the Department Chair who makes them available to the Office of Academic Affairs 
(The VP/CAO makes available a list of items required to be included in every syllabus); and 

14. To utilize the selected Learning Management System (LMS) and student/faculty portal (i.e., 
MyTMU) within all assigned courses in a manner that facilitates effective teaching and learning, 
such as providing timely feedback (for student development) and posting grades, enabling students 
and advisors to maintain an ongoing discussion of adequate progress towards success. 

Teaching duties and responsibilities must be performed in accordance with the academic policies and 
procedures established by the University (including, but not limited to, those below), as well as any 
supplemental policies and procedures promulgated by the faculty member’s College, and department.  
Such activities are evaluated pursuant to evaluation criteria set forth in Section 2.3.1.2. 

2.2.1.1 Workload Equivalencies 

Full-time Ranked faculty of Thomas More University will normally maintain a teaching load equivalent 
to 12 semester hours for the Fall and Spring terms. The Department Chair, as overseen by the College 
Dean, is expected to maintain a reasonable balance across their faculty (including full-time and adjunct) 
in terms of workload beyond merely credit hours, considering factors such as enrollment in each course, 
time outside of class (such as certain experiential learning courses), evening or weekend courses, and 
faculty expertise. 

1. In the case of faculty in the departments of Biology, Chemistry, Physics, Natural Sciences, and 
Information Systems, faculty members may choose to substitute 12 contact hours for 12 semester 
hours under the condition that these contact hours be distributed over a period of not less than 
three (3) class days per week.  For this purpose, a contact hour is defined to be a credit hour except 
for lab courses which will count as 3 contact hours. 

2. In the case of studio courses taught by faculty in the Art Department, 1 contact hour will be counted 
as 2/3 credit hour.  

3. Departments offering substantial clinical or field experience may calculate equivalencies based on 
student enrollment, contact hours, or other justification as approved in writing by the appropriate 
College Dean in consultation with the Vice President (CAO).  This approval is granted for the 
department, not for individual faculty members. 

4. For credit-bearing courses that are not described above, equivalencies for workload and compen-
sation are determined according to policies and procedures established by the Vice President 
(CAO), in consultation with the College Dean and Department Chairs. 
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5. Faculty workload time may be reassigned to other duties at the discretion of the Dean and Vice 
President (CAO).  If this is larger than 50% of the teaching load, then this may affect the faculty’s 
membership in the Faculty General Assembly (Constitution Article III, Section 2, Items 2 and 3). 

College Deans in consultation with Department Chairs will ensure all faculty are meeting the teaching 
workload expectations.  

2.2.1.2 Overloads 

The University discourages teaching assignments beyond the usual course load, with or without com-
pensation, during the Fall and Spring terms.  Overloads are limited to 7 credit hours per Fall and 7 
credit hours per Spring terms.  Faculty loads will be reviewed in light of both Fall and Spring semesters 
of the academic year, as an overload in one semester may be compensated by an underload in the 
previous or following semester, at the discretion of the Department Chair and the College Dean. 

Faculty may assume teaching overloads only with the prior permission of the College Dean (who will 
consult with the Department Chair).  Additional compensation is available for overloads according to 
the number of hours, the class size, and the compensation scale, which is available from the Office of 
Academic Affairs. 

Faculty overloads are calculated on the same basis as are normal loads.  In most departments, this 
means 1 contact hour for 1 credit hour of load.  Refer to Section 2.2.1.1 above for contact/credit hour 
ratios applicable to studio Art courses (item 2) and Biology, Chemistry, Physics, Natural Science, and 
Information Systems courses with laboratories (item 1). 

College Deans, in consultation with Department Chairs, will ensure that no faculty member exceeds 
the overload limit of 14 credit hours per year (Fall and Spring terms).  Exceptions may be granted in 
very unusual circumstances by the Vice President (CAO). 

2.2.1.3 Summer Session Teaching Opportunities 

The departments of the University give preference to full-time members of their faculties who have 
requested a summer teaching assignment when selecting the instructional staff for the summer sessions. 
Summer teaching load is typically limited to 12 credit hours.  Seven (7) additional hours may be ap-
proved by the College Dean in consultation with the Department Chair.  Additional hours above 19 
credit hours are permitted in very unusual circumstances and must be approved by the Vice President 
(CAO).  Whether an individual faculty member can be assigned to courses in any specific summer is 
determined by the Department Chair and/or College Dean.  The decision must be made on the basis 
of the program planned, the probable student enrollment, and the available faculty.  The offering of 
summer courses is dependent on satisfactory enrollments, and it is sometimes necessary to cancel such 
courses or to change teaching assignments because of insufficient enrollments.  The summer pay scale 
is available in the Office of Academic Affairs. 

2.2.1.4 Study Abroad Teaching Opportunities 

The Study Abroad program is managed in conjunction with external agencies and has its own manual, 
the Faculty-Led Study Abroad Policy Manual25, which is implemented by Thomas More University’s 
Global Initiatives Office (GIO).  Thomas More University Study Abroad Programs are defined as 

 
25 At the time of the approval of this Faculty Policy Manual, the Faculty-Led Study Abroad Policy Manual could be found on the Faculty Portal 
(myTMU) at the following location: on MyTMU > Resources > Faculty Resources > Global Initiatives Office (if you are logged in, the hyperlink to it 
is: https://mytmu.thomasmore.edu/ICS/Resources/Faculty_Resources/Handouts.jnz?portlet=Handouts_1). 

https://mytmu.thomasmore.edu/ICS/Resources/Faculty_Resources/Handouts.jnz?portlet=Handouts_1
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Thomas More credit and non-credit programs that include student travel outside the United States 
conducted by Thomas More faculty and other appropriate Thomas More employees.  The GIO facili-
tates the process of creating, managing, and marketing study abroad and global learning opportunities. 

2.2.2 Scholarly, Creative, and Professional Development Activities 

All Ranked Faculty members have the responsibility to continue their professional development 
through research, publications, creative works, or professional activities as appropriate to their disci-
plines.   

Scholarship and creative work duties and responsibilities must be performed in accordance with policies 
and procedures established by the University (including, but not limited to, those below), as well as any 
supplemental policies and procedures promulgated by the faculty member’s College and department as 
may be applicable.   

Such activities are evaluated pursuant to evaluation criteria set forth in Section 2.3.1.3. 

2.2.3 Service 

All Ranked Faculty members have a duty to contribute to the general development of the University 
(College, departmental and/or extra-departmental service) and/or wider community.  

At a minimum, Ranked Faculty are expected: 

1. To contribute to academic advising (regarding curricular and professional plans during and beyond 
college) as requested by the Department Chair and the College Dean; 

2. To attend and participate in departmental meetings and in meetings of the Faculty General Assem-
bly; 

3. To attend as many University functions as appropriate and possible.  Attendance is required at 
academic convocations, graduation, and faculty development days/events; 

4. To serve on at least one University committee when requested and on other standing or ad hoc 
committees as feasible; and 

5. To maintain proficiency in technologies that ease communication and shared governance . 

Service activities are evaluated pursuant to the criteria set forth in Section 2.3.1.4. 

 

2.3 Periodic Evaluation of Ranked Faculty for Annual Improvement 

To supply continuous and useful means to assist faculty members to improve their teaching, their pro-
fessional contribution through scholarly, creative, and professional development activities, and their 
service, and to give evidence of such improvement, each faculty member will be evaluated by the De-
partment Chair according to the criteria of Section 2.3.1 and the procedure in Section 2.3.2.   

In turn, the administrative performance of the Department Chair will be evaluated by the department 
faculty (see Section 2.3.3).  The College Dean (or a designee) and Department Chairs will evaluate one 
another’s administrative performance in accordance with Sections 2.3.3 and 2.3.4, respectively.  The 
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College Dean’s performance will be evaluated by the Vice President (CAO) according to the guidelines 
in Section 2.3.4. 

Department Chairs that maintain Ranked faculty status are evaluated annually on their role as Faculty 
by the College Dean (or designee).  In conducting this annual evaluation, the College Dean (or designee) 
evaluates the Department Chair’s teaching; scholarly, creative, and professional development activities; 
and service pursuant to the criteria outlined in Section 2.3.1.  In performing the evaluation, the College 
Dean (or designee) will be substituted for the role of the Department Chair but otherwise adhere to the 
procedures set forth in Section 2.3.2.2.   

College Deans that maintain Ranked faculty status are evaluated annually on their role as Faculty by the 
Chair of the department in which the individual has teaching responsibilities.  In conducting the annual 
evaluation, the Department Chair evaluates the College Dean’s teaching; scholarly, creative, and pro-
fessional development activities; and service pursuant to the criteria outlined in Section 2.3.1.  In per-
forming the evaluation, the Department Chair will adhere to the procedures set forth in Section 2.3.2.2.   

The schedule on which these evaluations will take place according to Table 2.5.1. All evaluations are 
done annually except the Dean’s evaluation of the Faculty, which occur on a schedule. 
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Table 2.5.1: Schedule of Evaluations 

Evaluation Due to Due Date Section(s) 

Faculty Self-Assessment & CV 
Department 

Chair 
June 1 

2.3.1, 2.3.2, 
2.3.2.2(3) 

Chair Evaluation of Faculty (1st Draft) Faculty June 15 
2.3.1, 

2.3.2.2(4.a) 

Chair Evaluation of Faculty (Final version) Faculty June 21 
2.3.1, 

2.3.2.2(4.a) 

Chair Evaluation of Faculty (Final version with 
possible Faculty comments) 

College Dean July 1 
2.3.1, 

2.3.2.2(4.a) 

Dean Evaluation of Faculty (1st Draft) Faculty July 15 
2.3.1, 

2.3.2.2(4.b) 

Dean Evaluation of Faculty (Final version) Faculty --- 
2.3.1, 

2.3.2.2(4.b) 

Dean Evaluation of Faculty (Final version with 
possible Faculty comments) 

College Dean --- 
2.3.1, 

2.3.2.2(4.b) 

Faculty Evaluation of Chair 
Anonomizable 

survey 
June 1 2.3.3(1) 

Department Chair Self-Assessment College Dean July 1 1.5 

Dean Evaluation of the Chair (1st Draft) 
Department 

Chair 
July 15 2.3.3(2) 

Dean Evaluation of Chair (Final version) 
Department 

Chair 
--- 2.3.3(2) 

Dean Evaluation of Chair (Final version with 
possible Chair comments) 

VP/CAO Aug 1 2.3.3(2) 

Faculty Evaluation of Dean 
Anonomizable 

survey 
June 1 2.3.4(1) 

Chair Evaluation of Dean 
Anonomizable 

survey 
June 1 2.3.4(2) 

VP/CAO Review Available Data Self Aug 1 2.3.4(3) 

VP/CAO Evaluation of Dean (1st Draft) College Dean Aug 15 2.3.4(3) 

VP/CAO Evaluation of Dean (Final version) College Dean --- 2.3.4(3) 

VP/CAO Evaluation of Dean (Final version 
with possible Dean comments) 

(not specified) Sep 1 2.3.4(3) 
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These evaluations are not intended to be punitive, but rather is a collaborative process that seeks to 
collegially assist the participant to develop and succeed. Confidentiality, pursuit of the instructional 
mission of the University, the professional development of the individual being evaluated, and collegi-
ality are to be kept at the heart of the evaluation procedures. 

All evaluations will be placed in the Faculty Record of the evaluated individual in the Office of Aca-
demic Affairs. At that time, a copy of the evaluation will be forwarded to the individual evaluated.  

2.3.1 General Criteria for Periodic Evaluation of Ranked Faculty 

The evaluation of a member of the Ranked Faculty (“faculty member(s)”) at the time of initial appoint-
ment, at each periodic faculty evaluation for annual improvement, and on the occasion of promotion 
in rank or appointment with tenure, is based upon the faculty member’s actual and potential contribu-
tion to the general community of scholars, to students, to the faculty of which the member is a part, 
and to the University. 

The criteria set forth in this section are intended to guide the Department Chair, College Dean, Vice 
President (CAO), and all other applicable evaluators in the evaluation of faculty members.  Their pur-
pose is to call attention to the overall contribution and performance of the faculty member without 
necessarily implying that equal weight need be assigned to the separate criteria.  Individual Colleges and 
departments may establish and publish criteria more specific than those set forth herein.   

In order that the application of the criteria within a particular College and/or department be clearly 
understood by all of its faculty members, each College and/or department should engage in a full dis-
cussion of the criteria used for the appointment, periodic review, retention, tenure, and promotion of 
its Ranked faculty.  Such discussions should involve both the criteria as specified in this Faculty Policy 
Manual.  Moreover, such discussions should occur at least once each academic year before the FRC 
begins its recommending procedures. 

The activities listed below may overlap multiple categories.  In the self-assessment, Faculty may con-
nect activities to whichever category is relevant to emphasize the contribution to the institution. 

2.3.1.1 Educational and Professional Credentials 

All Ranked Faculty are expected to maintain up-to-date records in the Office of Academic Affairs that 
indicate their educational and professional credentials appropriate to the position held.  The record 
should show:  

1. the completion of requisite academic work and possession of recognized earned degrees attest-
ing to educational background. 

i. These must be consistent with the University’s Faculty Credentials Policy (see Section 
1.2.2 above). 

ii. These are usually in the form of official transcripts from the institutions of higher 
education that the individual has attended.  

2. an employment and professional history relevant to the teaching field and of sufficient duration 
to satisfy the requirements of the rank held or sought.   

i. This is usually in the form of a curriculum vitae. 

These documents should be updated annually and are kept in the Office of Academic Affairs.  
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2.3.1.2 Effective Teaching  

The quality of teaching is a primary consideration in the selection, retention, and promotion of faculty 
members. 

Effective teaching includes superior classroom performance, organization, development, articulate 
presentation of subject matter, involvement of the student in the learning process with due concern for 
motivation, and an appropriate respect for the intellectual needs of students.  The conduct of seminars, 
colloquia, or other forms of planned faculty-student interaction, and the supervision of papers, student 
projects, and independent study, when these are appropriate to the faculty member's duties, shall be 
considered an important part of effective teaching. 

Evidence of effective teaching may be demonstrated by the following observable qualities in the faculty 
member as is reasonable and appropriate for the discipline or program area: 

1. Fulfilling instructional responsibilities: 

a. Showing up to scheduled courses regularly and on-time;  

b. The timely reading, grading, and return of papers and examinations; 

c. Establishing appropriate office hours or otherwise making themselves available outside of class-
room hours to meet student needs; 

d. Providing instructional time and quality that fulfills all regulatory and accreditation requirements 
for the credit hours earned in a course or learning activity; 

e. Keeping appointments with students; 

f. Revising course syllabi to reflect changes in topic sequence, examination dates, reading, etc.; and 

g. The timely and successful fulfillment of all faculty responsibilities including, but not limited to, 
adherence to University, College and department instructional policies, procedures and guide-
lines. 

2. Clearly and enthusiastically communicating special knowledge and expertise based on an under-
standing of curricular objectives and the student’s needs and abilities; 

3. Ability to draw different aspects of the subject together in a meaningful, coherent way; 

4. Innovative and creative approaches to communicating disciplinary knowledge, including, but not 
limited to, the utilization of technology; 

5. Instructional methods that demonstrate an understanding of how students learn and utilize evi-
dence-based practice documented in refereed research journals, books and professional confer-
ences; 

6. Clarity and precision in the presentation and analysis of complex and/or technical subject matter 
in the classroom; 

7. Versatility of teaching strategies for solving problems, transmitting facts, developing concepts, and 
instilling principles; 

8. Inclusion of current research, information, practical experience, and examples in lecture, learning 
activities, and discussion; 
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9. Familiarity with and ability to incorporate current discipline developments and requirements into 
course content; 

10. Testing and evaluation methods appropriate to both the subject matter and the academic level of 
the course; 

11. Ability to model for students the standards of performance and professionalism expected of them; 

12. Ability to assess student learning outcomes of the course programs and University and to use as-
sessment results to improve student learning; 

13. Ability to develop course syllabi, readings lists, and assignments that are helpful to students and 
colleagues and participate productively in instructional planning and organization; 

14. Creating experiential learning experiences for students, such as service-learning and travel study 
courses. 

Note that the above listing is not intended to be exhaustive. 

Student evaluations of teaching effectiveness (Section 2.3.2.2, item 1) are useful tools in ascertaining 
teaching effectiveness and will be used in evaluation and review of faculty members at all levels.  De-
partments are also encouraged to supplement the student evaluations with other forms of evaluation 
of teaching.  In addition, a faculty member may document teaching effectiveness by the following 
sources of evidence: faculty self-assessments (Section 2.3.2.2, item 3), faculty peer teaching evaluations, 
College Dean and Department Chair evaluations of teaching effectiveness (Section 2.3.2.2, items 2 and 
4), and teaching awards and honors. 

2.3.1.3 Scholarly, Creative, and Professional Development Activities 

A broad scholarly knowledge of the field in which one teaches is requisite for effective teaching at all 
levels.  Creative work and production of significant scholarship are essential to effective teaching.  The 
University is committed to support and assist in the development of scholarly research.  The University 
also recognizes that professional activities may often constitute a contribution of importance similar to 
scholarly publications.  

While the departments may adopt or emphasize activities particular to their discipline, commonly rec-
ognized evidence of professional development, scholarship, and creativity consistent amongst all disci-
plines and the institutional promotion and tenure expectations includes, but is not limited to, the fol-
lowing activities: 

1. Scholarly and Creative Activities (include citations where relevant): 

a. Publication of Articles; 

b. Publication of Book Reviews; 

c. Publication of Books; 

d. Publication of teaching methodology and materials; 

e. Presentation of Scholarly Works; 

f. Conference Proceedings; 

g. Commentator on papers of others; 



 

Thomas More University Faculty Policy Manual - pg.  53 

h. Offices held in professional societies; 

i. Consultation for which one is compensated (indicate how this relates to your professional de-
velopment, provide general description without violating confidence); 

j. Public lectures, talks, or addresses to professional or non-professional audience; 

k. Member of review panel for grant proposals, scholarships, etc.; 

l. Participation as a panelist (subject, place, date); 

m. Serving as a faculty peer evaluator and mentoring a colleague’s teaching development; 

n. Editorship of journals or other publications; 

o. Service on an editorial board; 

p. Publisher's consultant for book revisions; 

q. Cited as reference by other authors, or requests for reprints; 

r. Exhibitions of art works; 

s. Performance of dramatic or musical productions; 

t. Biographical listings; 

u. Authoring or contributing to grant proposals outside the University; 

v. Pedagogical and scholarly achievements recognized by external and internal grants, awards, pa-
tents, prizes, or commendations; 

w. New inventions, products, processes, computer software, or significant education media, re-
gardless of whether patents or copyrights are applied for/awarded; 

x. Service as a principal investigator of externally funded research; 

y. Creation of peer-reviewed, research-oriented websites or publications; and  

z. Other professional activity that demonstrate concern with the advancement of the faculty mem-
ber's discipline. 

2. Professional Development Activities: 

a. Attendance at conferences, institutes, conventions; 

b. Participation in seminars or workshops; 

c. Travel of educational value; 

d. Membership in societies; 

e. Professional journal(s) read regularly; 

f. Participation in formal course work beyond the doctorate or terminal degree, special courses, 
and/or workshops to improve upon or acquire professional competencies in content-pedagogy, 
including emerging technologies; 

g. Activities to acquire or maintain certification/licensure for disciplinary specialties as outlined 
by the respective professional organization; and 
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h. Other professional development activities that demonstrate concern with the advancement of 
the faculty member's discipline.  

Note that the above listing is not intended to be exhaustive. 

2.3.1.4 Service 

A member of the faculty is responsible for actively contributing to the general development of the 
University, (College, departmental and/or extra-departmental service) and/or wider community (here-
inafter “service”).  Participation in faculty meetings and committees and in student organizations and 
activities constitutes such contribution, as does the use of the member's professional skills and training 
in the affairs of the communities which the University serves and of society at large.  

Second to teaching, academic advising most affects a student’s educational outcomes.  As such, it 
should be an integral part of a faculty member’s duties and responsibilities. An effective academic ad-
visor goes beyond the resources in the catalog when answering students’ questions and makes effective 
use of students’ records.  Effective academic advising starts with the exploration of life goals and of 
personal values and involves helping the student realize how a Catholic, liberal arts education can help 
them accomplish their goals. 

Indications of service include, but are not limited to, activities such as: 

1. Involvement in the Departmental or College: 

a. Serving in an Administrative role within the Department or College, such as Department Chair 
or Content Coordinator; 

b. Attendance and participation at departmental and College meetings;  

c. Collegial collaboration with other faculty members, as well as the faculty member’s Department 
Chair and College Dean; 

d. Curriculum development and Assessment; 

e. Departmental and/or College projects; 

f. Developing or managing core curriculum contributions; 

g. Mentoring departmental faculty (including adjunct and dual credit faculty) 

h. Advising departmental and/or College student organizations. 

 
2. Involvement in Academic Advising 

Providing a stimulating atmosphere within which students can learn and grow intellectually is a 
major professional contribution the faculty member can make to the development of students.  This 
includes frequent and active presence on campus, guiding students and academic advising, and par-
ticipation in activities that promote interaction between student life and the academic environment. 
The following list of activities provide examples that may be cited in a Faculty member’s self-as-
sessment as an indication of fulfilling academic advising responsibilities: 

a. Maintaining office hours, covering at least five hours per week; 

b. Knowing program requirements and academic regulations; 
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c. Proactively contacting students prior to advising week for appointments;  

d. Responding in a timely manner to all communications or questions either from a student or 
from faculty or staff about a student; 

e. Meeting with each advisee during advising week to discuss degree progress via degree audits, to 
approve course schedules, and to consider course requisites and degree requirements; 

f. Keeping notes on each advisee and to work with subsequent advisors when applicable; 

g. Building an advising relationship with each advisee and to maintain documentation of commu-
nication; 

h. Granting registration clearance each semester after a student’s schedule is agreed upon; 

i. Approving various academic forms for advisees, including registration and graduation applica-
tions; 

j. Meeting with each advisee to discuss academic and personal issues separate from course selec-
tion issues named above (plans for summer, internships, study abroad, career aspirations, liberal 
arts); 

k. Referring students to appropriate staff for issues outside the advisor’s competence (counseling, 
financial aid, etc.); 

l. Monitoring academic progress, particularly for incoming students and students on academic 
warning or probation, and supervising the completion of Academic Plans for those students on 
academic warning or probation.   

Faculty in departments with a low number of majors can enhance their academic advising responsibil-
ities by working with the FYE program, with students still exploring their major, or with students who 
have been dropped from a major. 

3. Involvement in the University: 

a. Participation in intercollegiate programs, such as FYE; 

b. Participation in meetings of the Faculty General Assembly; 

c. Grant proposal writing for the University; 

d. Membership on Faculty, University, and Board of Trustees standing or ad hoc committees; 

e. Chairing a Faculty or University standing or ad hoc committee; 

f. Serving as an officer of the Faculty General Assembly; 

g. Serving in an Administrative role beyond the Department, such as College Dean or Director of 
FYE; 

h. Recruiting for the University; 

i. Participating in University fundraising and marketing activities; 

j. Involvement in student activities at the University; 

k. Working with students in a variety of capacities; 
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l. Service to educational accrediting agencies;  

m. Writing accreditation reports; 

n. Mentoring colleagues in research, service and/or teaching, including but not limited to serving 
as a peer classroom observer; 

o. Organizing University events such as student symposia, drama productions, concerts, show-
cases, competitions, conferences, guest speakers, etc. 

p. Attendance at as many University functions as appropriate and possible.  Attendance is required 
at academic convocations, graduation, faculty and employee development days, and assessment 
days; 

q. Acting as representative of the University to the larger community; 

r. Leading faculty development activities; 

s. Engaging in leadership or active participation in development of research programs; 

t. Serving as a team leader on assigned projects; and 

u. Participating in service-learning, travel study, etc. 

4. Involvement in the Community: 

a. Member of church, civic organization, or charitable organization;  

b. Public addresses to audiences beyond the campus; 

c. Service to the community as an unpaid consultant in one’s professional area; 

d. Volunteer service to the community in civic, cultural, and charitable endeavors; 

e. Civic achievements or awards; 

f. Service related to service-learning activities; and 

g. Serving in military through active reserve. 

Note that the above listing is not intended to be exhaustive. 

Although service is required of all Ranked Faculty, service alone is not sufficient for reappointment, 
promotion, or tenure in the absence of satisfactory performance in the areas of teaching or scholarly, 
creative, and professional development activities. 

2.3.2 Policies and Procedures for Periodic Evaluation of Ranked Faculty  

The periodic evaluation of Ranked Faculty members of Thomas More University will be consistent 
with the purpose of the University.  The evaluation process, therefore, is designed chiefly to: 1) recog-

nize excellence in faculty work, 2) provide information for the improvement of teaching, of scholarly, 
creative, and professional development activities, and of service, and 3) provide data to the Department 
Chair, College Dean, and Vice President (CAO) for curricular and personnel planning. 
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2.3.2.1 Policy for Periodic Evaluation of Ranked Faculty 

All Ranked Faculty (hereinafter “faculty member”) are to have their professional performance evalu-
ated on a periodic basis as follows: 

1. Evidence: The evaluation will rest on data compiled from the following sources: 

a. End of course student evaluations; 

b. Periodic Teaching Evaluation (see Section 2.3.2.2(2)); 

c. Annual self-assessment by each faculty member; 

d. Annual department evaluations; 

e. Periodic review and written comprehensive evaluation by the faculty member’s College Dean 
or Vice President (CAO); and  

f. Any other methods of evaluation that may be approved by the Faculty General Assembly and 
the President of the University. 

2. Instruments: These instruments are considered to fall under the primary faculty responsibility de-
fined in the Constitution (Article II, Section 3, item 2g: Faculty Evaluation) and require an appro-
priate vote for substantive (significant or broad) changes. Changes to these assessment tools 
should be brought to the attention of the Academic Assessment Committee. It is the responsibil-
ity of the Vice President (CAO), however, to coordinate the annual review and summation ac-
cording to objective criteria listed in the Faculty Policy Manual (see Section 2.3.1). 

3. Function: This set of evaluations will act as the primary source of information for: 

a. Recommendations about the improvement of teaching, of professional contributions through 
scholarly, creative, and professional development activities, and of service; 

b. Awarding of rank, promotion or tenure (as applicable); and 

c. Curricular planning including hiring, non-renewal, and terminal employment agreements. 

4. Records: Results of the evaluation procedure, together with any annotations, challenges, or ap-
peals made by the respective faculty member, will remain in the Faculty Record in the Office of 
the Academic Affairs.  Each faculty member has the right to review their Faculty Record accord-
ing to Section 2.1.1.6.  

2.3.2.2 Procedures for Periodic Evaluation of Ranked Faculty 

Individuals who hold Ranked Faculty status are expected to follow the procedures in this section.  
Those who have reassigned time for administrative duties beyond those listed in this section will be 
evaluated by the Vice President (CAO) or their designee. 

Based on the schedule established in Section 2.3 and in order to best serve the purposes for which 
faculty evaluations are used at Thomas More University, the process may extend beyond the academic 
year.  Faculty are encouraged to include evidence for work conducted beyond the term of their employ-
ment agreement. This will provide a current twelve-month data base for use in issuing employment 
agreements annually. 

1. End of Course Student Evaluations 
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End of course evaluations are completed by students and managed by the Office of Institutional Re-
search.  Faculty, Department Chairs, College Deans, and the Office of Academic Affairs have access 
to aggregate results.   

The faculty of Thomas More University intend for the results of the End of Course Student Evaluation 
to benefit academic programs of the University.  This will require the consistent interpretation of the 
form’s results by Department Chairs, College Deans, and the Vice President (CAO).  The Faculty rec-
ognize that there is no relevance to a “grand total” of the responses on the form.  Only line averages 
are to be reported.  The statements on the assessment form are too general to have all statements apply 
to all faculty and all courses.  At the beginning of the academic year, each Department is responsible 
for identifying the aspects of the student evaluation that are most relevant to the Department’s mission, 
goals, and curriculum and for sharing these with their College Dean. Department Chairs will review the 
forms for their faculty each semester, focusing on the statements that are most applicable.  Findings 
from these areas may be used to strengthen the academic programs in each department.  Item summar-
ies may also be included in departmental Annual Reports. 

The results of End of Course Student Evaluations, in combination with other measures of effective 
teaching, are considered as a point of reference to assist University evaluators participating in compre-
hensive evaluations of a faculty member’s overall teaching effectiveness.  Evaluators will take due con-
sideration in interpreting trends across multiple courses/terms when referencing student evaluation 
scores during the teaching evaluation process, including but not limited to student evaluation scores 
that are unusually high or low in his or her professional judgment as a result of the faculty member’s 
grading standards. 

 
2. Annual Teaching Evaluation 

A teaching rubric has been developed for use by the Department Chairs and the College Deans.  The 
schedule for how often a Faculty member is reviewed by the Department Chair and by the College 
Dean is listed below.  During a teaching evaluation, the evaluator should make clear to the Faculty 
member the basis of their evaluation and should review the evaluation after the observation of their 
teaching.  

3. Annual Self-Assessment 

Each Spring semester, faculty members (except faculty on approved leave), utilizing the Faculty Self-
Assessment Form, assess their performance in the areas of teaching, of scholarly, creative, and professional 
development activities, and of service pursuant to the criteria outlined in Section 2.3.1.  In addition, the 
faculty member is expected to address the faculty member’s progress toward achieving the goals iden-
tified in the faculty member’s prior Faculty Self-Assessment Form, as well as to propose goals for the fol-
lowing academic year. The report must address the period from June 1 to May 31.   

The completed, signed, and dated Faculty Self-Assessment Form, as well as a copy of the faculty member’s 
current curriculum vitae, and any documentation submitted by the faculty member in support of the 
faculty member’s Faculty Self-Assessment Form, must be submitted by the faculty member to the Depart-
ment Chair and College Dean on or before June 1. 

4. Evaluation of Ranked Faculty by Department Chair and College Dean 
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Insofar as Department Chairs, College Deans, any other Administrator with Faculty responsibilities, 
including the Vice President (CAO), retain Faculty responsibilities, their role as a Ranked Faculty 
member will be evaluated using the same criteria as a Ranked Faculty member without administrative 
duties.  When the evaluation is of the Department Chair, the role specified for the Department Chair 
will be performed by the College Dean. 
 

a. Annual Department Chair Evaluation of Departmental Faculty 

The Department Chair’s evaluation focuses upon the faculty member’s performance in the areas 
of teaching, of scholarly, creative, and professional development activities, and of service pursuant 
to the criteria outlined in Section 2.3.1.  In addition, the Department Chair will consider the faculty 
member’s progress of achieving the goals identified during the prior annual evaluation process.  
The evaluation will address the period from June 1 to May 31. 

Items Reviewed: The following items are reviewed by the Department Chair as part of the annual 
evaluation of departmental faculty:  

1. The faculty member’s current Faculty Self-Assessment Form; 

2. The faculty member’s current curriculum vitae; 

3. The rubric for the Teaching Evaluation by the Department Chair (Section 2.3.2.2(2)); 

4. Any documentation submitted by the faculty member in support of the faculty member’s 
Faculty Self-Assessment Form; and 

5. End of course evaluation summaries since the faculty member’s last annual evaluation. 

 
After completing the review of the submitted materials and utilizing the aforementioned evaluation 
criteria, the Department Chair will document his or her preliminary evaluation of the faculty mem-
ber’s professional performance during the evaluation period on the Faculty Evaluation: Department 
Chair Summary Form and submit it electronically to the faculty member on or before June 15.  The 
draft of the evaluation will include 

1. a brief written discussion of the faculty member’s strengths and potential areas of improve-
ment in the following areas: teaching; scholarly, creative, professional development activi-
ties; and service   

2. comments on the faculty member’s progress towards promotion or tenure, if the faculty 
member is eligible for either (i.e., has the credentials for a subsequent promotion or is 
tenure-track), and 

3. an indication of whether the faculty member is either (a) meeting expectations for main-
taining standards appropriate to their Rank in their faculty role (which includes effective 
teaching; scholarly, creative, professional development activities; and service) or (b) not 
meeting expectations and needs assistance through the development of a Plan for Growth. 
If a Plan for Growth is required, the evaluation will only indicate this requirement and will 
not contain the Plan itself, which will be created on the schedule below. 

In the spirit of collegiality, the Department Chair may decide to indicate that the faculty member 
is meeting expectations while still documenting advice and opportunities for growth in the future.  
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This situation should be handled in a mentoring environment, rather than through a formal Plan 
for Growth as indicated below. 

Within 5 business days of receiving the draft report, the Department Chair and faculty member 
will discuss the draft evaluation.  Following the discussion, the Department Chair will finalize his 
or her evaluation of the faculty member’s professional performance and submit electronically to 
the faculty member, on or before June 21st, the final version of Faculty Evaluation: Department Chair 
Summary Form.  The faculty member will then be requested to sign the final version of the form, 
signifying that the form has been read.  The faculty member’s signature, however, does not indicate 
agreement with the Department Chair’s final evaluation.  If the faculty member disagrees with the 
evaluation, the faculty member may submit a written objection to the evaluation, which will be 
appended to the Faculty Evaluation: Department Chair Summary Form by the Department Chair.  The 
faculty member’s objection must be filed with the Department Chair within 5 business days of 
electronic receipt of final version of the form.  Evidence of the faculty member’s opportunity to 
review the final version of the evaluation, together with any written comment the faculty member 
might choose to file, will be attached by the Department Chair to the Faculty Evaluation: Department 
Chair Summary Form.  The Department Chair will then submit the evaluative file, including the 
Faculty Evaluation: Department Chair Summary Form, to the College Dean on or before July 1st. 

Plan for Growth in Cases of Ratings of “Does Not Meet Expectations”  

Faculty members who receive a rating of “does not meet expectations” for work performance at 
the faculty member’s Rank as documented on the Faculty Evaluation: Department Chair Summary Form 
must meet with the Department Chair to develop a Plan for Growth addressing what is needed 
for improvement.  This discussion should (a) take place within 30 business days of the upcoming 
academic year, (b) address the concerns documented in the Faculty Evaluation: Department Chair 
Summary Form, (c) clearly outline goals for improvement and relevant benchmarks, and (d) identify 
the resources needed for success (e.g., an investment on the part of the University for attendance 
at regional workshops/conferences), if any, that will be allocated for this purpose. The timeline for 
the Plan for Growth should be long enough to allow for meaningful improvement and short 
enough that subsequent evaluations can comment on the progress of such improvement. Moreo-
ver, the timeline should account for the possibility that the individual might be approaching the 
evaluation for promotion and tenure.  

While this process is intended to be collegial, if the Department Chair and the faculty member do 
not agree with regard to the need for or the criteria for the areas of improvement, then the faculty 
member may request that a third-party aid in the resolution of the situation. This may be a senior 
faculty member in the department who can mediate the discussion but, in this case, the Department 
Chair will make the final decision about the Plan for Growth. Alternatively, the College Dean may 
be asked to mediate the discussion and will carry the authority to make the final decision about the 
Plan for Growth. In either case, the Department Chair will typically be the person to oversee the 
implementation of the Plan for Growth and the Faculty member is expected to meet with the 
Department Chair multiple times through the year to discuss progress towards those improve-
ments and must also report on his or her progress on the improvements when submitting the 
Faculty Self-Assessment Form the following academic year. In that following academic year, the De-
partment Chair’s evaluation should (a) indicate if the Faculty member has satisfactorily enacted the 
Plan for Growth and does not need further monitoring, or (b) indicate if the Faculty member 
should continue with the Plan for Growth with any relevant modifications introduced on the same 
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schedule as indicated above for the original Plan, or (c) recommend that the College Dean do a 
further review of the Faculty member’s progress regarding the Plan for Growth. 

b. Periodic Evaluation of Ranked Faculty by the College Dean  

Non-tenured, Ranked Faculty in their first 6 years of service at Thomas More University will be 
evaluated annually by the College Dean or the Dean’s designee (hereinafter “College Dean”).  Be-
yond six (6) years or after tenure, Ranked Faculty will be evaluated by the College Dean every three 
(3) years.  Beyond fifteen (15) years (independent of tenure), Ranked Faculty will be evaluated by 
the College Dean every five (5) years.  More frequent evaluations by the College Dean may occur 
if requested by the individual or the individual’s Department Chair. 

For tenure-track faculty and faculty who are considering an upcoming promotion, the Dean’s eval-
uation is intended to help faculty understand their progress towards promotion and tenure from a 
perspective beyond their department.  As indicated in Section 2.5.5 for tenured faculty, the Dean’s 
evaluation is intended to encourage and support the success and professional growth of the Uni-
versity’s faculty and not to be a re-evaluation of one’s tenure status. 

Normally the College Dean will use the student-, departmental-, and self-evaluations and a current 
curriculum vitae as primary data to prepare a written summary/review of the professional perfor-
mance of each faculty member based on the promulgated University-wide objective criteria set 
forth in Section 2.3.1.  If a Department Chair has requested a review of an individual’s Plan for 
Growth, then the College Dean will also consider the Faculty member’s progress towards those 
goals and benchmarks and will follow the guidelines described in the next subsection. 

A draft of the College Dean’s written summary/review will be submitted electronically in draft 
form to the faculty member on or before July 15th.  Within 5 business days of receiving the draft 
evaluation, the College Dean and faculty member will discuss the draft evaluation.  Following the 
discussion, the College Dean will finalize the summary/review and submit it electronically to the 
faculty member.  The faculty member will then be requested to sign the final version of the sum-
mary/review, signifying that the document has been received and read.  The faculty member’s 
signature, however, does not indicate agreement with the College Dean’s summary/review.   

If the faculty member disagrees with any aspect of the College Dean’s written summary/review, 
the faculty member shall have 5 business days to submit to the College Dean a written response to 
the report.  Evidence of the faculty member’s opportunity to review the evaluation, together with 
any written comment the faculty member might choose to append, must be attached by the College 
Dean to the evaluation and submitted to the Vice President (CAO) to be included in the faculty 
member’s Faculty Record.  

 If the Department Chair Requests the Dean review the Plan for Growth 

If a Department Chair has requested a review of an individual’s Plan for Growth, then the College 
Dean will also consider the Faculty member’s progress towards those goals and benchmarks.  In 
this case, the College Dean’s review should  

a. indicate if the Faculty member has satisfactorily enacted the Plan for Growth and does not 
need further monitoring, or  

b. indicate if the Faculty member should continue with the Plan for Growth monitored by the 
Department Chair with any relevant modifications introduced on the same schedule as indi-
cated above for the original Plan, or  
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c. take further action depending on the Faculty member’s current status.   
i. If the Faculty member is tenured, then the College Dean may add their comments to 

those of the Department Chair and recommend to the Vice President (CAO) that the 
Faculty member develop an Improvement Plan as described below. The VP/CAO will 
then review the situation of the tenured Faculty member in accordance with the guidelines 
in the next subsection to determine if an Improvement Plan should be implemented by 
the Dean. 

ii. If the Faculty member is untenured and tenure-track, then the College Dean should meet 
with the Faculty member to discuss how this situation may affect future evaluations and 
recommendations for promotion and tenure.  If the Dean and the Faculty member agree, 
then the Dean will inform the VP/CAO that the Faculty member will develop an Im-
provement Plan as described below. If the Dean and the Faculty member do not agree 
that an Improvement Plan is necessary, then the Plan for Growth will be the basis for 
further review by the Dean as outlined under “Completion of the Plan” at the end of 
this section.  

iii. If the Faculty member is untenured and not tenure-track, then the College Dean should 
meet with the Faculty member to discuss how this situation may affect future evaluations, 
recommendations for promotion, and possibly prospects for future employment. If the 
Dean and the Faculty member agree, then the Dean will inform the VP/CAO that the 
Faculty member will develop an Improvement Plan as described below. If the Dean and 
the Faculty member do not agree that an Improvement Plan is necessary, then the Plan 
for Growth will be the basis for further review by the Dean as outlined under “Comple-
tion of the Plan” at the end of this section.  

The result of the Dean’s Review should be included in the summary/review on the schedule provided 
above. If an Improvement Plan is being implemented, the summary/review will only indicate this re-
quirement and will not contain the Plan itself, which will be created on the schedule below. 

 

The VP/CAO’s Consideration of the Improvement Plan for Tenured Faculty At the recommen-
dation of the College Dean, tenured Faculty members who do not complete a Plan for Growth to the 
satisfaction of both their Department Chair and their College Dean may be required by the VP/CAO 
to participate in an Improvement Plan. 

Within 15 business days of receiving the Dean’s recommendation, the VP/CAO will review the fol-
lowing materials: 

1. Faculty Self-Assessment Forms and supporting documents submitted by the faculty member for the 
preceding five (5) years; 

2. The faculty member’s current curriculum vitae;  

3. The Faculty Evaluation: Department Chair Summary Forms for the preceding five (5) years;  

4. Plans for Growth developed as part of the Annual Evaluation process and related follow-up docu-
mentation; and 

5. Any evaluations by the College Dean that have occurred during the preceding five (5) years. 
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The VP/CAO shall evaluate the faculty member’s performance in the performance category (i.e., teach-
ing; scholarly, creative, and professional development activity; or service) identified by the Plan for 
Growth pursuant to the applicable criteria outlined in Section 2.3.1.  

In addition, the VP/CAO may conduct interviews with the faculty member undergoing review, the 
Department Chair, or the College Dean(s).  The unavailability of the faculty member or administrator 
for an interview during the review period does not constitute grounds for an extension. 

If the VP/CAO determines that an Improvement Plan should be initiated, he or she will notify in 
writing the relevant faculty member. 

The Procedure for Carrying out an Improvement Plan 

If it is determined, according to the process above, that an Improvement Plan should be initiated, the 
Plan shall be developed by the faculty member and the Department Chair.  It must be tailored to meet 
University, College, and department objectives, as well as the faculty member’s individual circum-
stances.  The Department Chair must consult with the Director of Human Resources to ensure that 
the Plan is consistent with institutional policies. Specifically, the plan must include: 

1. Specific goals and objectives that addresses the performance category identified by the Plan for 
Growth and Department Chair as not meeting expectations.  In developing the goals and objectives, 
the parties will account for why the previous Plans for Growth were insufficient; 

2. An outline of the necessary activities that must take place to achieve the goals and objectives; 

3. Set timelines for the accomplishment of the identified activities.  The timeline for the Improvement 
Plan should be long enough to allow for meaningful improvement and short enough that subse-
quent evaluations can comment on the progress of such improvement. Moreover, the timeline 
should account for the possibility that the individual might be approaching the evaluation for pro-
motion and tenure; 

4. A listing of University resources available to support the plan and an identification of how, and 
when, such resources will be made available to the faculty member; and 

5. A definite means of measuring progress in achieving the identified goals and a specification of how, 
and how frequently, progress will be monitored by the College Dean. 

Within 15 business days written notification to the faculty member of the necessity to develop the plan, 

the faculty member will submit the Plan to the College Dean.  If the Plan is accepted by the Dean, the 

faculty member, the Department Chair, and VP/CAO are informed.  If the Improvement Plan is not 

accepted by the College Dean, the faculty member and Department Chair will modify and resubmit the 

Plan to the Dean within five (5) business days.  If the Plan is then accepted by the Dean, the faculty 

member, the Department Chair, and the VP/CAO are informed. 

Once the Plan is formally approved, the College Dean will have primary responsibility for monitoring 
the progress of the faculty member.  To permit the Dean to monitor the progress of the faculty member, 
the faculty member is expected to submit periodic updates on progress towards the goals and bench-
marks established in the Plan, in the form and at the times requested by the College Dean.   

Completion of the Plan: Once approved, the Improvement Plan will serve as the basis for the subse-
quent review by the College Dean.  At the end of the time allotted for the Improvement Plan, the Dean 
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shall review performance under the Plan, and decide whether the faculty member is “meeting expecta-
tions” or “not meeting expectations” in the performance category identified under the Plan.   

1. If the Dean finds that the faculty member is “meeting expectations” after the Improvement Plan, 
the Dean shall explain that finding in a written report submitted to the faculty member, the Depart-
ment Chair, and the VP/CAO.  

2. If the Dean finds that the faculty member is on track to meet expectations, but has not yet done 
so, the Dean may extend the Improvement Plan and provide any relevant recommended modifica-
tions to the faculty member and the Department Chair, who will have five (5) business days to 
submit a revised Plan, which must be approved by the College Dean.  The VP/CAO will be notified 
of any changes to the Plan.  

3. If the Dean finds that the faculty member is “not meeting expectations” after the Improvement 
Plan, the Dean shall explain that finding in a written report submitted to the faculty member, the 
Department Chair, and the VP/CAO.  The College Dean, in consultation with the Department 
Chair, will then choose to either modify the Improvement Plan or explore other possibilities, in-
cluding but not limited to a mutually agreeable reassignment of duties as related to addressing the 
expectations that are not being met.  If these are not practicable, or if no other solution acceptable 
to the parties can be found, then the College Dean, in consultation with the VP/CAO, may invoke 
other sanctions as appropriate to the character and the severity of the expectations not being met 
(see the list of possible sanctions in Item 4 of Evaluation of Corrective Measures in Section 2.9.4.1). 

2.3.3 Periodic Evaluation of the Department Chair 

The administrative performances of Department Chairs are evaluated after their first year and in every 
other subsequent year.  (See Section 1.5.1 regarding the typical term of a Department Chair.) The eval-
uation includes a survey of the departmental Ranked Faculty regarding the administrative effectiveness 
of the Department Chair, respectively.  Ranked Faculty in the department are expected to participate 
and Adjuncts and Special Appointment Faculty are invited to participate.  In addition, the periodic 
evaluation includes a written evaluation of the Department Chair’s administrative performance by the 
College Dean, which shall, in part, examine the results of the departmental faculty survey. 

1. Faculty Evaluation of Department Chair 

The Ranked Faculty of the department evaluate the Department Chairs, respectively, focusing upon 
the Department Chair’s administrative performance in the areas outlined in their job description.  
Faculty members will submit their evaluation according to current procedures on or before June 1.  
The anonymized composite results are provided to the College Dean to inform their evaluation of 
the Department Chair. 

2. College Dean Evaluation of Department Chair 

The College Dean’s evaluation of the Department Chair focuses upon the chair’s performance in 
the areas outlined in their job description.  The College Dean’s evaluation is separate from and in 
addition to the periodic evaluation (see Section 2.3.2.2 4.b for the schedule of evaluation) of the 
Department Chair as a Ranked Faculty member. 

Items Reviewed: 

1. The Department Chair’s written Department Chair Self-Assessment and 
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2. The anonymized composite results of the department Ranked Faculty evaluations. 

After completing the review of the items above and taking into account the College Dean’s obser-
vations of the Department Chair’s administrative performance, the College Dean will document 
his or her preliminary evaluation of the Department Chair’s administrative performance during the 
evaluation period on the Department Chair Evaluation: Dean’s Summary and submit it electronically to 
the Department Chair on or before July 15.   

Within 5 business days of receiving the draft report, the College Dean and Department Chair will 
discuss the draft evaluation and establish goals to help strengthen the department or improve its 
administration. 

Following the discussion, the College Dean will finalize the evaluation and submit electronically to 
the Department Chair, who will then be requested to sign the final version of the form, signifying 
that the form has been read.  If the Department Chair disagrees with the evaluation, the Depart-
ment Chair may submit a written objection to the evaluation, which will be appended to the De-
partment Chair Evaluation: Dean’s Summary.  The Department Chair’s objection must be filed with 
the College Dean within 5 business days of electronic receipt of final version of the form.  Evidence 
of the Department Chair’s opportunity to review the final version of the evaluation, together with 
any written comment the Department Chair might choose to file, will be attached by the College 
Dean to the Department Chair Evaluation: Dean’s Summary.  The College Dean will then submit the 
Department Chair Evaluation: Dean’s Summary to the VP/CAO by August 1, a copy of which will be 
made available to the Department Chair. 

2.3.4 Periodic Evaluation of the College Dean 

College Deans are evaluated annually.  The evaluation includes: (1) a formal survey of the College 
Ranked Faculty (excluding Department Chairs) regarding the administrative effectiveness of the College 
Dean; (2) a formal survey of the College’s Department Chairs regarding the administrative effectiveness 
of the College Dean; and (3) a written evaluation of the College Dean’s administrative performance by 
the VP/CAO, which shall, in part, examine the results of the College Ranked Faculty and Department 
Chairs’ survey. 

1. College Faculty Evaluation of College Dean 

The College faculty evaluation of the College Dean focuses upon the Dean’s administrative perfor-
mance in the areas outlined in their job description.  Each Ranked Faculty member in the College, 
excluding Department Chairs, will document the results of the evaluation on the College Dean Eval-
uation by Ranked Faculty Form by June 1 according to current procedures.  The anonymized composite 
results are provided to the VP/CAO to inform the VP/CAO’s evaluation of the College Dean.  

2. Department Chair Evaluation of College Dean 

The Department Chairs in the College evaluate the College Dean annually, focusing upon the 
Dean’s administrative performance in the areas outlined in Section 1.5.  Each Department Chair in 
the College will document the results of the evaluation on the College Dean Evaluation by the Department 
Chair Form by June 1 according to current procedures.  The anonymized composite results are pro-
vided to the VP/CAO to inform the VP/CAO’s evaluation of the College Dean. 

3. VP/CAO Evaluation of College Dean 
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The VP/CAO’s evaluation of the College Dean focuses upon the Dean’s performance in the areas 
outlined in Section 1.5.  The VP/CAO’s evaluation is separate from and in addition to the annual 
evaluation of the College Dean as a Ranked Faculty member. 

Items Reviewed by August 1: 

1. The College Dean’s written College Dean Self-Assessment;  

2. The composite results of the College Ranked faculty evaluations; and 

3. The composite results of the College Department Chairs’ evaluations. 

After completing the review of the items above and taking into account the VP/CAO’s observa-
tions of the College Dean’s performance, the VP/CAO will document his or her preliminary eval-
uation of the Dean’s administrative performance during the evaluation period on the College Dean 
Evaluation: VP/CAO Summary and submit it electronically to the College Dean on or before August 
15.   

Within 5 business days of receiving the draft report, the VP/CAO and College Dean will discuss 
the draft evaluation and establish goals to help strengthen the College or improve its administra-
tion. 

Following the discussion, the VP/CAO will finalize the evaluation and submit electronically to the 
College Dean, who will then be requested to sign the final version of the form, signifying that the 
form has been read.  If the College Dean disagrees with the evaluation, the College Dean may 
submit a written objection to the evaluation, which will be appended to the College Dean Evaluation: 
VP/CAO Summary.  The College Dean’s objection must be filed with the VP/CAO within five (5) 
business days of electronic receipt of final version of the form.  Evidence of the College Dean’s 
opportunity to review the final version of the evaluation, together with any written comment the 
College Dean might choose to file, will be attached by the VP/CAO to the College Dean Evaluation: 
VP/CAO Summary.  The VP/CAO will then submit on or by September 1 the College Dean Evalu-
ation: VP/CAO Summary. 

2.4 Promotion in Rank 

2.4.1 General Considerations 

Academic rank exists to recognize academic qualifications, professional growth and academic effective-
ness in those who undertake the essential work of the University and the College.  Rank, therefore, is 
granted to Ranked Faculty members (hereinafter “faculty member”) according to their level of academic 
qualification, achievement, and advancement as educators and professionals in their academic disci-
plines.   

Promotion in rank cannot be considered an automatic procedure, or simply the result of loyal service 
to the University for a number of years; rather, a person who is recommended for promotion in rank 
must meet the eligibility standards and criteria, which are based on an increasing level of development 
and overall performance, in effect for the initial appointment to that rank.  In rare circumstances, the 
Faculty Relations Committee or the Vice President (CAO) may wish to recommend promotion for a 
candidate who does not fulfill all the criteria for the rank involved.  Any recommendations based on 
exceptional conditions must be justified on the basis of the exceptional merits of the case and its relation 
to the mission of the College and/or department. 
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When a faculty member is hired, the faculty member must meet a minimum one-year residency require-
ment at the University before applying for promotion to a higher rank.  For a faculty member whose 
term of appointment begins after the commencement of the Spring semester, the residency requirement 
commences with the beginning of the following academic year.  Also, for purposes of promotion, a 
year of academic service is defined as two regular full-time semesters (exclusive of summer sessions) 
entailing academic duties and responsibilities over the period stipulated in the employment agreement.  
New faculty members may negotiate with the Vice President (CAO) either to be hired at a rank com-
mensurate with their rank earned at another regionally credited college or university or to reduce the 
time before they are eligible for promotion in rank at Thomas More University.  In the latter case, the 
reduced time toward promotion will not be less than the one-year residency requirement listed above.  
The negotiation of credit towards tenure is described in Section 2.5.1. 

For eligible faculty members who are engaged partly in administrative functions or other activities usu-
ally performed by a staff member or who do not work full-time in scholarship and teaching, a rate of 
not less than one-half of the regular rate of accrual of credit toward promotion applies, provided that 
the rate is agreed upon in writing.  See Section 1.1.5 for additional information. The accrual of credit 
towards tenure is described in Section 2.5.1. 

On satisfying the University's criteria for advancement, an Instructor may be recommended for pro-
motion to the rank of Assistant Professor after one academic year.  Other faculty members must serve 
the requisite number of years in rank, as specified in this Faculty Policy Manual (Section 1.2.1).  Ordinarily, 
when an Assistant Professor on the tenure-track applies for promotion to Associate Professor, that 
individual would also apply for tenure.  When the individual applies for both promotion and tenure, 
the procedures set forth in the Tenure section will be followed. Sabbatical leave (see Section 2.6.7) is 
considered part of this consecutive service for eligibility for promotion.  Administrative leave may be 
so considered upon request of the faculty member when the VP/CAO and the College Dean judge 
such consideration to be in the best interest of the University (see Section 2.8.1). 

All recommendations in the promotion review process must be made in writing. Every faculty mem-
ber may demand and is entitled to know exactly what recommendations have been made for the fac-
ulty member by a committee or individual (the appropriate administrative person) acting as part of the 
promotion review process.  Notification of such recommendations must be made in writing to the 
faculty member by the VP/CAO.  All questions related to the recommendation should be addressed 
to the VP/CAO. Every faculty member has the right to expect that all the appropriate documents the 
faculty member has supplied will accompany the promotion file as it is sent through the promotion 
review process. 

When an adverse recommendation has been made by a committee or an individual at any stage in the 
promotion review process, the faculty member shall be informed promptly in writing by the 
VP/CAO.  Should the faculty member choose to write a response to that adverse recommendation, 
the faculty member has five (5) business days from the date of the notification by the VP/CAO to 
submit a response.  This response will become a part of the promotion file (as defined above) and is 
the only type of change that can be made to the file after review has begun (see Section 2.4.3). 

Unless the promotion file is withdrawn by the candidate or final action on the application is discon-
tinued for any reason by agreement between the candidate and the VP/CAO, the application will be 
passed on to the next level.  A grievance may not be submitted until the process has been completed 
and a final decision has been submitted by the President or, if applicable, the Board of Trustees. 
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It is the intention of the University that every faculty member shall be advised by letter as early as 
possible regarding promotion in rank.  Promotions are granted at the discretion of the President and, 
in the case of promotion to the rank of Professor, at the discretion of the Board of Trustees. 

2.4.2 Areas of Review in Promotion Considerations 

Promotion in rank is made on the basis of the fulfillment of the qualifications and criteria for the 
faculty rank being sought (see Section 1.2.1, see also Section 2.4.1 for accrual rate for full-time Ranked 
faculty members who are engaged partly in non-teaching duties).  In addition to standards such as 
possession of the appropriate degree and serving the stated time in rank prior to promotion, decisions 
to advance a faculty member in rank are based on the faculty member’s teaching effectiveness; schol-
arly, creative, and professional development activities; and service as evaluated in accordance with the 
evaluation criteria set forth in Section 2.3.1.  The level of performance in these areas depends on the 
rank for which the faculty member is being considered. 

2.4.3 Promotion File Contents  

The promotion file is the basis for all promotion evaluations conducted at Thomas More University.  
The promotion file is cumulative and representative of a faculty member’s performance over the period 
under review.  It is the responsibility of the faculty member submitting the promotion file to ensure its 
completeness and accuracy. Once the review of the file has begun, the candidate may not modify the 
file, except in the case of an adverse recommendation, in which case the candidate may submit a re-
sponse letter regarding the negative recommendation. 

In the promotion file, the faculty member describes and documents significant accomplishments in the 
areas of teaching effectiveness, of scholarly, creative, and professional development activities, and of 
service for the period under review.  Quality over quantity should be emphasized.  Note, however, that 
all relevant accomplishments should be listed in the faculty member’s Curriculum Vitae.  

The promotion file is expected to include the following:  

1. A completed Application for Promotion and Tenure found on the LMS; 

2. A cover letter requesting promotion consideration that includes the candidate’s statement sup-
porting the promotion application, presenting his or her accomplishments and achievements 
which, in the opinion of the faculty member, satisfy the rank qualifications set forth in Section 
1.2.1 and any supplemental evaluation criteria established by the faculty member’s department 
for the granting of promotion; 

3. A report on Educational and Professional Background to include your professional credentials, 
professional history, and a current Curriculum Vitae (see Section 2.3.1.1); 

4. A report on Effective Teaching to include sample syllabi, a summary of end-of-course student 
evaluations, and a thoughtful analysis/assessment of your teaching based in part on student, 
peer, Chair, and/or administrative evaluations (see Section 2.3.1.2); 

5. A report on Creative, Scholarly, and Professional Development, to include documentation of 
published work, conference presentations, grants, research projects, professional development 
activities, workshops, certifications, licenses, awards or recognitions earned, and other repre-
sentative evidence of scholarship or creative work (see Section 2.3.1.3); 
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6. A report on contributions to the department, College, University, and community, to include 
student advising; student mentoring; support of research, internship, and career opportunities 
for current and former students; collaborations with colleagues; efforts to recruit and retain 
students; service on departmental, collegiate, and University committees; and involvements with 
the professional and academic community (see Section 2.3.1.4); 

7. Letters of Recommendation: 

a. Department Chair (even if this person is a member of FRC) recommendation letter: 
i) If the Department Chair is being considered for promotion, the College Dean or a sen-

ior faculty member in the applicant’s department is responsible for writing a letter of 
recommendation and submitting it to the Office of Academic Affairs. 

ii) The Department Chair (or substitute, as indicated in 7.a.i) is expected to deliver the 
recommendation letter by the date specified in the Guidelines for Application for Promotion 
and Tenure found on the MyTMU portal; 

b. Letters of support from peers and colleagues, both within Thomas More University and 
from the academic and professional community, reflecting on the candidate's abilities, ac-
complishments, and promise: 

i) The candidate may elect in writing to waive the right to see these letters to encourage 
candor and protect confidentiality; 

ii) Members of the FRC, the Vice President (CAO), and the President of the University 
cannot write letters of recommendation for applicants.  They all have a role in the ap-
plication process and each has an opportunity to speak on behalf of an applicant as part 
of the review; 

8. Any additional information to support the promotion application. 

Please scan and upload all your submissions as a pdf to the designated LMS site.  If this is not 
possible, then please submit items in special folders or boxes with relevant labels to the Office of 
Academic Affairs.  See the Application for Promotion and Tenure for detailed information. 

The candidate’s promotion file will be supplemented with the recommendations from each review 
level and any documentation relied on as part of those recommendations. In accord with Section 
2.1.1.5, if the candidate submits a response to any recommendation, it is to be added to the promo-
tion file. 

2.4.4 Review Procedures for Promotion in Rank 

1. Intent to Apply: 

The Faculty member should express their intent to apply for promotion early in the fall term and 
according to the instructions in the Guidelines for Application for Promotion and Tenure found on 
myTMU portal and in the Application for Promotion and Tenure, available on the LMS. 

2. The Department Review:  

a. The Department Chair (even if this person is a member of FRC) ordinarily shall initiate the 
recommendation for promotion in rank by the date specified in Guidelines for Application for 
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Promotion and Tenure and submit that recommendation to the Office of Academic Affairs.  
Faculty members may choose to initiate the process on their own behalf.  The faculty mem-
ber is responsible for submitting the promotion file and all accompanying documentation 
to the Vice President (CAO) by the date specified in Guidelines for Application for Promotion 
and Tenure. 

b. If the Department Chair is being considered for promotion, a senior faculty member in the 
department is responsible for initiating the recommendation to the FRC.  

c. This letter should reflect the views of the Department overall not solely the view of the 
Chair. If the VP/CAO or President of the University teach in the department, their views 
should not be included at this stage.  They have a role in the application process, and each 
has an opportunity to speak on behalf of an applicant as part of the review. 

d. The Department Chair recommendation must include a summary of the individual's quali-
fications as set forth in Section 1.2.1 of this Faculty Policy Manual as evaluated pursuant to 
the criteria set forth in Section 2.3.1.  All faculty members are responsible for the periodic 
updating of their curricula vitae.   

e. A copy of the recommendation is to be sent to the faculty member.   

3. The Promotion File:  

a. The promotion file should emphasize relevant materials since the faculty member’s last 
promotion (but may include all material) and be organized to cover each area of the pro-
motion criteria, including a summary of the applicant's case for promotion. See Section 2.4.3 
above for an outline of what is to be included.  The details of those inclusions are in the 
Application for Promotion and Tenure on the LMS. 

b. The promotion file is retained in the Office of Academic Affairs.   

c. By the date specified in Guidelines for Application for Promotion and Tenure, the VP/CAO will 
submit the faculty member’s promotion file to the FRC for review. 

4. The Faculty Relations Committee (FRC) Review: 

a. Considers the request for promotion; 

b. Reviews the promotion file, as described in Section 2.4.2, using the criteria described in Section 
2.3.1; in this review, the members of FRC, especially if they wrote the letter from the depart-
ment, should review from the perspective of the College they represent, rather than from the 
perspective of the Department or themselves. 

c. Submits a written recommendation utilizing the evaluation criteria in Sections 1.2.1 and 2.3.1 
to the VP/CAO and faculty member on or before December 22nd regarding whether the fac-
ulty member has met the guidelines for the rank being sought; 
i. For a positive recommendation, the majority of the FRC members must affirmatively vote 

for the candidate to be promoted at a meeting in which a super-majority (2/3rds) of the 
FRC’s membership is present. 

ii. The written recommendation will include a summary of the FRC’s findings and final rec-
ommendation as well as any dissenting opinions and a record of each vote without the name 
of the specific committee member attached to it.  In addition, if the FRC did not accept the 
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department’s recommendation, the written recommendation will delineate the reasons and 
rationale for not accepting the recommendation. 

5. The VP/CAO’s Independent Review: 

a. Reviews the promotion file; 

b. Considers the written recommendations of the Department Chair and the FRC; 

c. Makes an independent decision on the recommendation; 

d. Submits a written recommendation to the President, College Dean(s), FRC, and Faculty mem-
ber on or before January 15th.  This recommendation will address the evaluation criteria in 
Sections 1.2.1 and 2.3.1 regarding whether the faculty member has met the guidelines for the 
rank being sought and all relevant documentation from the faculty member’s promotion file 
to support the decision. Especially if the VP/CAO’s recommendation is different than any 
previous recommendations, the rationale for that recommendation should be made clear in 
the letter. 

6. The President’s Review: 

a. Considers the written recommendations of the Department Chair, FRC, and VP/CAO. Dur-
ing these considerations, the President will consult with the VP/CAO and, if the VP/CAO 
and FRC recommendations are not the same, with the FRC; 

b. Has access to the faculty member’s promotion file; 

c. Submits a written notification of the decision or the written recommendation to the VP/CAO, 
College Dean(s), FRC, and Faculty member on or before February 1st.  Especially if the Pres-
ident did not agree with any previous recommendations, the rationale for disagreeing with the 
recommendation(s) will be made clear in the written notification. 

i. In the case of an application for promotion to a Rank other than Professor, the 
President makes the final decision and notifies the appropriate people of this deci-
sion. 

ii. In the case of an application for promotion to Professor,  

1. if the President recommends the granting of promotion, the President sub-
mits the recommendation, along with the promotion file, to the Enrollment, 
Academic & Student Affairs Committee of the Board of Trustees on or 
before February 1st (see paragraph 7 below); 

2. If the President decides against the recommending promotion to Professor, 
the promotion review procedures end at this step.  However, if the faculty 
member desires to appeal the promotion denial, the formal grievance pro-
cess is available to the extent provided in Section 2.10.  See Section 2.4.5 for 
additional information. 

7. The Enrollment, Academic & Student Affairs Committee of the Board of Trustees’ Review: 

a. In the case of a positive recommendation for promotion to Professor, reviews the entire file, 
including the recommendations of the Department Chair, FRC, VP/CAO, and President; and 
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b. Makes a recommendation by simple majority vote for consideration at the next meeting of the 
Board of Trustees. 

8. The Board of Trustees’ Review: 

a. Discusses and votes on the recommendation of the Enrollment, Academic & Student Affairs 
Committee of the Board of Trustees; 

b. The President, acting for the Board of Trustees, informs in writing the VP/CAO, who informs 
in writing the College Dean(s), FRC, and the faculty member of the Board of Trustee's deci-
sion. 

c. The Board of Trustees does not review or recommend or in any way participate in the decision 
on the promotion of a faculty member to ranks other than Professor. The Board of Trustees, 
its individual members, and its Enrollment, Academic & Student Affairs Committee neither 
considers nor reviews a negative recommendation by the President on promotion to Professor 
unless the faculty member believes he or she has a grievance with respect to a recommendation 
or decision made on his or her behalf and files a formal grievance and proceeds through the 
grievance process to the Board of Trustees.  See the Faculty Grievance Policy (see Section 
2.10). 

9. Effective Date of Promotion: 

If promotion is awarded, the promotion becomes effective on the first day of the employment 
agreement of the following academic year. 

2.4.5 Denial of Promotion in Rank 

If the faculty member desires to appeal a promotion denial, the faculty grievance procedure is available 
to the extent provided in Section 2.10.  Section 2.10.1 defines what does and does not constitute a 
grievance.  Any such appeal must be filed within ten (10) business days of being notified in writing from 
the President of the final decision.   

The Faculty Coordinating Committee (“FCC”) will not substitute its judgment on the merits of the case 
for promotion but rather determine whether the decision was the result of adequate consideration re-
garding University criteria and policies.  If the FCC believes that adequate consideration was not given 
to the faculty member’s qualifications, it will recommend reconsideration by the body or individual that 
made the decision, indicating the respects in which it believes the consideration may have been inade-
quate.  It will provide copies of its findings to the faculty member, the body or individual that made the 
decision, and the President. 

2.5 Tenure 

In accordance with University By-laws, tenure criteria are set by the Board of Trustees and are used to 
enter into a long-term professional relationship with an eligible faculty member who meets the qualifi-

cation for tenure (Section Tenure File Contents2.5.1). Tenure implies a mutual commitment on behalf 
of the University and the faculty member. While academic freedom and security are the most recog-
nizable features of that commitment to most faculty members, the acceptance of tenure by a faculty 
member is a strong life-long commitment to the University’s mission, its educational goals and objec-
tives, and the Catholic Intellectual Tradition.  It further implies a strong commitment and willingness 
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to work jointly with faculty, students, administrators, and members of the University staff for the ad-
vancement and welfare of the University and student learning.  Consequently, acceptance of tenure is 
a commitment by a faculty member to continue to devote energies towards the pursuit of excellence in 
teaching, in scholarly and/or creative activities and professional development activities, and in service 
to the University. Tenured and tenure-track, and all full-time faculty are limited to 20% time on com-
pensated work commitments they undertake elsewhere during the regular semesters of the academic 
year. There are no restrictions on outside work during the period when faculty are not under agreement 
with the University.  

1. Tenure is a privilege of a faculty member to continue to be employed by the University in the 
field of his or her specialization at the College within the University in which tenure is attained. 

a. Tenure is granted in the field of specialization at the College level, not the University. 
b. Thomas More University will strive to maintain a minimum Tenure Track/Tenured 

percentage of not less than 60% of full-time faculty assigned to a particular College. The 
University will strive to maintain this ratio of Tenure Track/Tenured faculty to Term 
appointments, understanding that this percentage might be affected by sudden depar-
tures or retirements in any year. The Provost's Office will ensure that a return to this 
normative institutional ratio is activated as soon as possible thereafter through searches 
and hires.  

2. Faculty are judged on the quality of their performance in each of the three areas (a faculty 
member must satisfy expectations of all three areas for tenure consideration): 

a. Teaching. 
b. Scholarly or Creative Accomplishment and attention to ongoing Professional Develop-

ment. 
c. Service to the College and University with a consistent pattern of support for the Uni-

versity’s mission and values along with a commitment to the Catholic Intellectual Tra-
dition.  

3. Tenure and promotion to Associate Professor. 
a. Tenure-track faculty holding the rank of Assistant professor must apply for tenure and 

promotion to the rank of Associate professor simultaneously when they are eligible. If 
the candidate’s promotion from Assistant to Associate is declined, then the individual 
is automatically declined tenure, and the individual will be granted a one-year terminal, 
non-renewable, employment agreement for the following year. 

b. A Ranked Faculty member on the Tenure Track granted tenure may continue in the 
rank to which the faculty member has been appointed with tenure, or at a higher rank, 
until retirement, unless the University finds it necessary, to invoke its right to terminate 
the association at an earlier date (see Section 2.9.4.2). 

Tenure is granted by the affirmative action of the Board of Trustees upon the recommendation of 
the Enrollment, Academic & Student Affairs Committee of the Board and the President and is 
based on the eligibility conditions listed below.  De facto tenure is not recognized at Thomas More 
University.  The Board of Trustees has the ultimate authority to grant tenure and to revise the 
criteria for tenure.  
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2.5.1 Qualifications for Tenure 

The granting of tenure is a positive judgment based on the criteria set forth in Section 2.3.1. In the 
capacity of a full-time, Ranked Faculty member appointed pursuant to a Tenure-Track employment 
agreement, qualifications for tenure include: 

1. A terminal degree (usually the doctorate) from either a regionally accredited institution in the United 
States (including its incorporated and unincorporated territories) or an internationally recognized 
institution of higher education.  Professional terminal degrees, such as the MFA, DNP, and JD, 
qualify. From time to time, the University may approve post-Master’s professional certifications, 
such as CPA and CFA, to qualify. The latter will be determined at the time of hire by the Vice 
President (CAO) and President. 

a. If no previous full-time teaching experience time is granted in the first year of the full-time 
employment agreement, the Tenure Track candidate  

i. must complete a period of five years of full-time post-terminal degree teaching at 
the University to be eligible to apply for tenure in the fall of the sixth year of full-
time teaching. 

ii. must complete six years of full-time post-terminal degree teaching at the University 
to achieve tenure. 

2. A candidate who worked previously at a regionally accredited college or university in a tenure-track 
position (post terminal degree) may be credited with a maximum of two years of full-time post-
terminal degree teaching at the University. If the tenure-track candidate has shown verification of 
tenure from another regionally accredited college or university, then in exceptional circumstances, 
one additional year of teaching credit may be granted; 

a. If one year of service is credited, the candidate  
i. must complete a period of four years of full-time post-terminal degree teaching at 

the University to be eligible to apply for tenure in the fall of the fifth year of full-
time teaching. 

ii. must complete five years of full-time post-terminal degree teaching at the University 
to achieve tenure. 

b. If two years of service is credited, the candidate 
i. must complete a period of three years of full-time post-terminal degree teaching at 

the University to be eligible to apply for tenure in the fall of the fourth year of full-
time teaching. 

ii. must complete four years of full-time post-terminal degree teaching at the Univer-
sity to achieve tenure. 

c. If three years of service is credited, the candidate 

i. must complete a period of two years of full-time post-terminal degree teaching at 
the University to be eligible to apply for tenure in the fall of the third year of full-
time teaching. 

ii. must complete three years of full-time post-terminal degree teaching at the Univer-
sity to achieve tenure. 
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3. Full-time faculty who are approved to convert from a non-tenure-track appointment at the Univer-
sity to a tenure track appointment may be granted a maximum of three years of full-time post-
terminal degree teaching credit towards tenure, providing they have held a terminal degree in their 
non-tenure track position for the number of years for which they are granted credit towards tenure. 
(The candidate must complete a minimum of three additional years in the tenure track.) If full-time 
post-terminal degree teaching is credited, the procedure for achieving tenure will be the same as 
outlined in item 2.c above. Approval to convert from a term to tenure track is granted by the Prov-
ost and President. 

4. For full-time Ranked faculty members appointed to a tenure track employment agreement whose 
term of appointment begins after the commencement of the Spring semester, the probationary 
period commences with the beginning of the following academic year;  

a. For purposes of tenure, a year of academic service is defined as two regular full-time semes-
ters (exclusive of summer sessions) entailing academic duties and responsibilities over the 
period stipulated in the employment agreement. 

5. The tenure clock is not interrupted by approved course releases/reassignment times. (Examples 
include Departmental Chair, FGA Chair, Directors). 

6. A candidate who is granted teaching credit may choose to delay their application for tenure until 
the fall of their sixth year at Thomas More University; 

7. If a candidate chooses to pause tenure track status for extenuating circumstances, this may be 
granted by the Vice President (CAO) in writing for one time only and must include a mutually 
agreed upon time that the candidate would return to tenure track. No credit toward tenure is granted 
for the time away from full-time teaching at Thomas More University. 

8. Extending the Probationary Period 
a. Faculty holding a Tenure-Track position may, under certain circumstances listed below, 

formally request a delay of application for tenure.  The length of the extension, when 
granted, is one (1) academic year.  A faculty member may extend the probationary period 
two (2) times, which need not be consecutive, resulting in no more than a two (2)-year 
extension of the probationary period, except as indicated explicitly below with appropriate 
documentation submitted to the Vice president (CAO).   

i. For the birth of a child. 

ii. For the placement of a child with the candidate through adoption or foster care, to care 
for the newly placed child. 

iii. To care for a spouse/partner, dependent child, or parent with a serious health condition. 

iv. To care for the candidate’s own health conditions. 

v. Resident status issues. 

b. Tenure expectations for a faculty member who extends the probationary period are under 
the same as the expectations for a faculty member who has not extended the probationary 
period.  

c. A faculty member who desires an extension of the probationary period shall: 
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i. Submit a letter to the VP/CAO requesting the amount of time to be excluded from the 
probationary period. 

ii. Provide evidence that readiness for tenure has been negatively impacted by special cir-
cumstances. 

iii. Document the delay of the tenure clock. 

iv. Submit the letter prior to final year of the probationary period. 

The decision to extend the tenure probationary period rests with the approval of the VP/CAO.  
The VP/CAO’s decision shall be final and binding.  For approved extensions, the specific details, 
conditions, and time period will be stated in writing in the candidate’s annual appointment letter or 
in an addendum thereto. 

In addition to the above, a Tenure-Track candidate who is also a member of the U.S. military and 
is called to active duty will be entitled to an automatic extension of the probationary term in which 
she or he is currently employed in accordance with the Uniformed Services Employment and 
Reemployment Rights Act (USERRA).  The extension will last for the duration of the active-duty 
assignment, rounded to the nearest year. This may be beyond the two-year limit above, but will not 
exceed the extension period provided by USERRA.  Therefore, for example, an active-duty assign-
ment lasting between four (4) through fifteen (15) months will earn a one-year extension, sixteen 
(16) through twenty-seven (27) months will earn a two (2)-year extension.  This extension will be 
granted automatically upon the candidate’s notifying in writing the VP/CAO.  The candidate should 
make the request as far as possible prior to entering active duty and prior to April 1 of the academic 
year in which the tenure decision would have been made or as soon as reasonably possible. A 
tenure-track candidate who is also a foreign national may, if appropriate, apply for a separate ex-
tension from the VP/CAO if a tenure decision is required before permanent resident status is ob-
tained.  The approval rests with the VP/CAO, after seeking advice from the candidate’s Depart-
ment Chair, College Dean, and the FRC.  If approval is given, it is understood by the parties that 
service beyond the candidate’s probationary period shall not be grounds for a claim of de facto tenure.  
Since decisions about permanent residency are beyond the purview of the institution, the VP/CAO 
may grant this extension beyond the usual two-year limit based on the recommendations of the 
Department Chair, College Dean, and the Faculty Relations Committee. 

An extension to the probationary period shall neither increase the tenure expectations for the can-
didate nor be grounds for a claim of de facto tenure by the candidate. 

A previously granted extension will be reversed upon the candidate’s request. Such a request must 
be made in writing to the VP/CAO preceding the requested tenure consideration date. Once such 
a reversal is requested in writing by the faculty member, the extension will be automatically reversed. 

9. If a candidate who had previously earned tenure at Thomas More University resigns, and subse-
quently wishes to return, then criteria outlined in item 2.c above will be applicable. 

10. Administrators who have not attained tenure or held faculty positions are not eligible to apply for 
tenure at Thomas More University. Tenured faculty members of Thomas More University retain 
their departmental tenure when they accept administrative positions at the University. 

11. The President, Provost and Deans of Colleges may be granted tenure by the Board of Trustees. 
While these individuals serve in their administrative capacities, any tenure and faculty appointment 
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that are made will not count towards the minimum percentage of tenure-track/tenured faculty in 
that Department or in that College. 

12. In exceptional circumstances, a candidate who has been tenured at a regionally accredited col-
lege/university or an academic leader holding faculty rank at Thomas More University, may be 
recommended by the President to the Enrollment, Academic & Student Affairs Committee of the 
Board of Trustees for tenure. The President will consult the Provost and the Dean of the appro-
priate College and collaborate with the Departmental Chair in making the appointment. 

13. Part-Time, Adjunct, and Special Appointment Faculty are not eligible for tenure.   

a. Years of service as a Part-Time, Adjunct, and Special Appointment Faculty member will 
not be credited towards tenure. 

14. Foreign nationals (those holding non-immigrant status) appointed to a Tenure Track faculty posi-
tion, for whom the University has initiated sponsorship, undergo the standard process to attain 
tenure, irrespective of the status of their immigration paperwork.  If the immigration process results 
in a denial of the right to work in the United States, the individual’s employment (including all 
associated rights, such as tenure) at the University will end in accordance with applicable federal 
and state laws. 

 

2.5.2 Tenure Review File 

2.5.2.1 Tenure File Contents 

The tenure file is the basis for all tenure evaluations conducted at Thomas More University.  The tenure 
file is cumulative and representative of a faculty member’s performance over the period under review.  
It is the responsibility of the candidate submitting the tenure file to ensure its completeness and accu-
racy.  

In the tenure file, the candidate describes and documents significant accomplishments in the areas of 
teaching effectiveness, of scholarly and/or creative work, and of service for the period under review.  
Quality over quantity should be emphasized.  Note, however, that all relevant accomplishments should 
be listed in the candidate’s curriculum vitae. The candidate’s tenure file is retained in the Office of 
Academic Affairs. 

The tenure file is expected to include the following: 

1. A completed Application for Promotion and Tenure. 

2. A cover letter requesting tenure consideration that includes the candidate’s statement support-
ing the tenure application, presenting his or her accomplishments and achievements which, in 
the opinion of the candidate, satisfy the qualifications set forth in Section 2.5.1, and any sup-
plemental evaluation criteria established by the candidate’s department for the granting of ten-
ure. 

3. A report on Educational and Professional Background to include your professional credentials, 
professional history, and a current curriculum vitae (see Section 2.3.1.1). 

4. A narrative that in a systematic, yet concise way demonstrates the applicant’s accomplishments 
in the areas of teaching, scholarly and/or creative activities, and service to the University with 
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a consistent pattern of support for the University’s mission and values along with a commitment 
to the Catholic Intellectual Tradition. The narrative should include the following:  

a. A report on Effective Teaching to include sample syllabi, a summary of end-of-course 
student evaluations, and a thoughtful analysis/assessment of teaching based in part on 
student, peer, Chair, and/or administrative evaluations (see Section 2.3.1.2). 

b. A report on Scholarly and/or Creative activity, to include documentation of published 
work, conference presentations, grants, research projects, professional development ac-
tivities, workshops, certifications, licenses, awards or recognitions earned, and other 
representative evidence of scholarship or creative work (see Section 2.3.1.3). 

c. A report on contributions to the department, College, University, and community, 
which may include student advising; student mentoring; support of research, internship, 
and career opportunities for current and former students; collaborations with col-
leagues; efforts to recruit and retain students; service on departmental, collegiate, and 
University committees; and involvements with the professional and academic commu-
nity (see Section 2.3.1.4);. 

5. Letters of Recommendation: 

a. Department Chair (unless serving on FRC) recommendation letter: 

i. If the Department Chair is applying for tenure, the College Dean is responsible 
for writing a letter of recommendation and submitting it to the Office of Aca-
demic Affairs. 

ii. The Department Chair (or substitute, as indicated in 5.a.i) is expected to deliver 
the recommendation letter by the date specified in the Guidelines for Application 
for Promotion and Tenure. 

iii. If the Department Chair is serving on FRC, the candidate may request a letter 
of recommendation from the College Dean or a senior faculty member holding 
the rank of at least Associate Professor in the applicant’s college. 

b. Letters of support from peers and colleagues, both within Thomas More University and 
from the academic and professional community, reflecting on the candidate's abilities, 
accomplishments, and promise: 

i. The candidate may elect in writing to waive the right to see these letters to en-
courage candor and protect confidentiality. 

ii. Members of the FRC, the VP/CAO, and the President of the University cannot 
write letters of recommendation for applicants.  They all have a role in the ap-
plication process, and each has an opportunity to speak on behalf of an appli-
cant as part of the review. 

iii. The candidate must provide a minimum of two (2) letters of support from peers 
at Thomas More University, with at least one coming from a tenured faculty 
member outside of the candidate’s department. One of these evaluations must 
include a teaching observation as part of the letter. 

iv. A letter from an external disciplinary peer to address the scholarly or creative 
work applicant’s accomplishments. 



 

Thomas More University Faculty Policy Manual - pg.  79 

6. Any additional information to support the tenure application. 

The tenure file will be supplemented with the recommendations from each review level and any docu-
mentation relied on as part of those recommendations. In accord with Section 2.1.1.5, if the candidate 
submits a response to any recommendation, it is to be added to the tenure file. 

2.5.2.2 Assessment of Tenure 

Tenure review requires that a candidate, through past activities, demonstrates the potential to make a 
continuing contribution to the University. 

1. Teaching Effectiveness: An applicant must demonstrate and be able to document develop-
ment of excellence in Teaching Effectiveness. 

2. Scholarly/Creative Achievements: Candidates shall demonstrate and be able to document ap-
propriate contributions to their discipline. Such contributions should enhance the candidate’s 
professional development, contribute to the candidate’s discipline, increase recognition of the 
University as a center of knowledge or culture in the academy and the community at large. 

3. University Service: Service to the University is expected of all candidates. It shall be clearly un-
derstood that a candidate must be able to identify and document service that contributes di-
rectly or indirectly to the University, profession, and/or the community to qualify for tenure. 
The candidate shall demonstrate how their service has contributed to the mission and Catho-
lic Intellectual Tradition at the University. 

a. College expectations for service aim at a balance between protecting faculty from 
overextending themselves, thus impeding the development of their careers, and en-
couraging all faculty to contribute to the advancement of the department, the Univer-
sity, the academy, and civic society. They are intended to promote a culture that both 
encourages a sense of community among faculty and protects the conditions for ex-
cellence in teaching and research. Obligations will vary according to individual inter-
ests and as faculty advance through the ranks. 

b. It is important for assistant professors to demonstrate that they are committed to the 
construction of a healthy and vibrant department and to the respective discipline as a 
whole. In addition, service contributions help socialize assistant professors into the 
roles that they will play to a greater extent later in their academic careers. However, 
their contributions should be relatively modest in scale. 26 

2.5.2.2.1 Documentation of Teaching Effectiveness 
To be an effective teacher, a faculty member must demonstrate and be able to document that they are 
competent with respect to not only course content but also the delivery of that content to students. 
Documentation for these two areas may include the following: 

1. Content Expertise – body of skills, competencies, and knowledge in one or more subject areas 
in which the candidate has advanced training, clinical practice, or education. 

a. Evaluation by Department Chair, Dean and/or peers, who can speak to a candidate’s 
expertise.  

b. Evidence of professional development. 

 
26 Taken from Notre Dame University: https://alfacultyreference.nd.edu/policies/service-expectations-for-tenure-track-faculty/ 

https://alfacultyreference.nd.edu/policies/service-expectations-for-tenure-track-faculty/
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c. Other evidence of utilizing and updating content expertise (e.g., mentoring student 
research in the faculty’s discipline, amending course content and/or materials to re-
flect current discipline-specific theory/information, or serving on discipline-related 
committees that are addressing current issues). 

2. Content Delivery – competency in content delivery includes the skills required to design effec-
tive instructional experiences which contribute to clear communication of information, to se-
quence and present those experiences in a way that facilitates student learning by creating a 
positive learning environment, and to design and implement valid means to assess student 
learning. 

a. Annual evaluations by Department Chair. 
b. Documentation through such supporting materials as: course outlines and objectives, 

course materials, planned learning exercises, evaluative strategies, and modifications to 
courses. 

c. Pedagogical research that enhances a faculty’s instructional design skills. 
d. Evidence of offering experiential learning opportunities. 
e. Unique teaching/learning experiences, including service-learning components, digital 

learning, or other validations of pedagogical expertise. 

 

2.5.2.2.2 Documentation of Scholarly and Creative Activities  
Production of significant scholarship and/or creative work ensures a broad scholarly knowledge of 
the candidates’ field of expertise and is essential to effective teaching. Therefore, the candidate must 
demonstrate and be able to document that they are competent with respect to scholarly/practice- 
change research and/or creative activities in their field of expertise.  

1. Peer-reviewed Activities. This is a required criterion.  
A candidate must demonstrate scholarly and/or creative activity as recognized by their aca-
demic discipline by exhibiting competency in one of the following categories:   

a. Scholarship/Research: Peer-reviewed post-doctoral publications or equivalent. Candi-
dates may fulfil this criterion by successfully completing one or more of the following:  

i. Peer-reviewed journal articles 
ii. Scholarly Books and/or book chapters 
iii. Peer-reviewed monographs appropriate to one’s professional community on 

topics in one’s area(s) of research, scholarship, and/or teaching 
iv. Externally funded, peer-reviewed academic grants 
v. Patents 

b. Creative Activity: Production of creative work by faculty to include not only the crea-
tion of a product, but the subjection of that creative piece to judgement by the public 
and peers through performance/shows, presentations, show publication, display/ex-
hibits, and/or publication of creative work. 

c. Evidence-based, Implemented Practice-Change Research: Application of research that 
results in documented change. The goal of evidence-based practice is to review, ana-
lyze and translate research into improved clinical practice. 

2. Additional Scholarly and Creative Activities. These may include but are not limited to the following 
list: 

a. Extramural Funding Applications. 
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b. Presentations to one’s professional community on topics in one’s area(s) of specialty, 
teaching, and/or research.  

c. Invited presentations to one’s professional community on topics in one’s area(s) of 
specialty, teaching, and/or research. 

d. Collaboration with or participation in the on-going scholarship or research of col-
leagues (internally or externally). 

e. Development of new and creative instructional materials that are disseminated for use 
by one’s academic peers beyond Thomas More University.  

f. Formal or informal work with community partners and/or students on research, in-
cluding, but not limited to theses and dissertations. 

g. Published citations of work. 
h. Publications that raise the profile of the university through thought leadership in es-

teemed publications on issues of national and international importance. 
i. Creation of documents within open Educational Resources included in national col-

lections.  
 

2.5.2.2.3 Documentation of University, Professional, and Community Service  
 
There shall be evidence of a candidate’s contribution to the mission and effective functioning of the 
University. Documentation of this evidence may include the following: 

1. Service to the University, college, department, and program. 
2. Service to the Profession and/or one’s academic discipline. 
3. Service to the community at large. 

In addition, there will be evidence of service to the College and University in keeping with a con-
sistent pattern of support for the University’s mission and values, along with a commitment to the 
Catholic Intellectual Tradition. 

College expectations for tenure track faulty faculty in the area of Service should be relatively modest 
in scale (see Section 2.5.2.2). 

2.5.3 Tenure Review Process 

1. Pre-Tenure Procedure 
a. Upon appointment to a tenure-track position, the Provost will issue a employment 

agreement that contains the dates the candidate is eligible to apply for and receive ten-
ure and eligible to apply for mid-tenure review. 

2. Mid-Tenure Review 
a. A mid-tenure review process is completed by the Dean of the College; documentation 

regarding the outcome of this review is submitted to the Provost’s Office and will be-
come part of the candidate’s application for tenure. A mid-tenure review process will 
contribute to the goal of mentoring and advising tenure-track faculty.  

i. Each faculty member on tenure track will be required to submit a mid-tenure 
review file. 

ii. The tenure track faculty member should submit to the Dean of the College the 
following: 

1. Annual performance reviews, including self-evaluations. 
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2. A current curriculum vitae. 
3. Teaching observations by a senior faculty member outside the Depart-

ment and the tenure track faculty member’s Department Chair. 
4. Student evaluations. 
5. A record as well plan for professional growth. 

a. Teaching/Student Advising/Curricular Development. 
b. Juried Scholarship/Creative Work/Research. 
c. Professional Development. 
d. Service to the University. 
e. Evidence of commitment to the University’s mission and 

Catholic Intellectual Tradition. 
iii. The Dean will convene and chair a review committee composed of three fac-

ulty members within the College from outside the candidate’s home Depart-
ment; the Dean completes a report summarizing the review. The result of the 
mid-tenure review process is not a guarantee of tenure but is intended as a 
path to help produce well-prepared tenure-track faculty and well-rounded ten-
ured faculty. The tenure track faculty member has 14 days after meeting with 
the Dean to submit a response, corrections, or additions to the report. A copy 
of the revisions and the report will be included in the tenure track faculty 
member’s file in the Provost’s Office and will be shared with FRC at the time 
of the applicant’s tenure application. 

iv. Upon completion of the mid-tenure review process, the faculty member will 
qualify for $1,000. This is in addition to Faculty Development Funds and can 
be used to assist in furthering scholarship and research opportunities. Faculty 
are also eligible for a one-course release in the following academic year to be 
determined by the Provost in consultation with the Dean of the College and 
the faulty member’s Department Chair. 

v. If the faculty member does not participate in the mid-tenure review process, 
the Provost will convert the faculty member from a tenure-track position to a 
term position for the upcoming academic year or will provide a one-year ter-
minal appointment. 

 

2.5.4 Tenure Evaluation Procedures 

The candidate may choose to withdraw their application at any point prior to the President’s review 
of the application.  If the candidate chooses to withdraw their application, then they have the oppor-
tunity to consult the VP/CAO about switching to a non-tenure-track position. Unless the tenure file 
is withdrawn by the candidate or final action on the application is discontinued for any reason by 
agreement between the candidate and the VP/CAO, the application will be passed on to the next 
level.  A grievance may not be submitted until the process has been completed and a final decision 
has been submitted by the President or, if applicable, the Board of Trustees. 

1. Intent to Apply 

a. The candidate should express their intent to apply for tenure early in the appropriate fall 
term and according to the instructions in the Guidelines for Application for Promotion and Tenure. 
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2. The Department Review: 

a. The Department Chair (even if this person is a member of FRC) ordinarily shall initiate the 
recommendation for tenure by the date specified in Guidelines for Application for Promotion and 
Tenure and submit that recommendation to the Office of Academic Affairs. Tenure candi-
dates may choose to initiate the process on their own behalf.  The tenure candidate is re-
sponsible for submitting the tenure file and all accompanying documentation to the 
VP/CAO by the date specified in Guidelines for Application for Promotion and Tenure. 

b. If the Department Chair is being considered for tenure, a senior faculty member in the 
department is responsible for initiating the recommendation to the FRC.   

c. This letter should reflect the views of the Department overall not solely the view of the 
Chair. If the VP/CAO or President of the University teach in the department, their views 
should not be included at this stage.  They have a role in the application process, and each 
has an opportunity to speak on behalf of an applicant as part of the review. 

d. The Department Chair recommendation must include a summary of the individual's quali-
fications as set forth in Section 2.5.1 as evaluated pursuant to the criteria set forth in Section 
2.3.1. 

e. A copy of the recommendation is to be sent to the faculty member.   

f. By the date specified in Guidelines for Application for Promotion and Tenure, the VP/CAO in 
review with the Dean of the College will provide FRC: 

i. The candidate's file 
ii. A copy of the mid-tenure review report completed by the Dean of the College. 
iii. A copy of the annual evaluations completed by the candidate's Department 

Chair. 
iv. A copy of the evaluation completed by the candidate's Dean (when applicable).  

g. FRC may request additional information or clarification from the candidate regarding details 
in the tenure file, with the following stipulations: 

i. All edits to the tenure file must be received by FRC from the candidate by Decem-
ber 10 of the relevant year.  

ii. No changes to a candidate’s tenure file will be permitted after December 10 of the 
relevant year. 

3. The Faculty Relations Committee (FRC) Review: 

a. Reviews the tenure file, as described in Section 2.5.2, using the qualification criteria for tenure 
set forth in Section 2.5.1, as evaluated pursuant to the criteria set forth in Section 2.3.1; 

b. FRC may ask candidate to clarify content, if necessary; candidate cannot alter file contents 
after submission of application to the VP/CAO. 

c. Submits a written recommendation to the VP/CAO on or before December 22 regarding 
whether the candidate has met the qualification for tenure as stated in Section 2.5.1. 

d. For a positive recommendation, the majority of the FRC members must affirmatively vote 
for the candidate to be granted tenure at a meeting in which a super-majority (2/3rds) of 
the FRC’s membership is present. 
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e. The written recommendation will include a succinct summary of the FRC’s findings and 
final recommendation as well as any dissenting opinions and a record of each vote without 
the name of the specific committee member attached to it.  In addition, if the FRC did not 
accept the department’s recommendation, the written recommendation will delineate the 
reasons and rationale for not accepting the recommendation.  

4. The VP/CAO’s Review: 
a. Reviews the candidate’s tenure file. 

b. Considers the written recommendations of the Department Chair (if applicable) and FRC. 

c. Makes an independent decision on the recommendation; 

d. Submits a written recommendation to the President, College Dean(s), FRC, and Faculty mem-
ber on or before January 15th. This recommendation will address the qualification criteria in 
Section 2.3.1 and 2.5.1. The recommendation will address whether the candidate has met the 
qualification for tenure and include all relevant documentation from the faculty member’s ten-
ure file to support the decision. Especially if the VP/CAO’s recommendation is different than 
any previous recommendations, the rationale for that recommendation should be made clear in 
the letter. 

5. The President’s Review: 
a. Has access to the candidate’s tenure file and its supporting documentation. 

b. Considers the written recommendations of the Department Chair, FRC, and VP/CAO and 
may consult any of these stakeholders, as necessary.  

c. Submits a written notification of the decision or the written recommendation to the VP/CAO, 
College Dean(s), FRC, and Faculty member on or before February 1.  Especially if the President 
did not agree with any previous recommendations, the rationale for disagreeing with the rec-
ommendation(s) will be made clear in the written notification. 

i) If the President recommends the granting of tenure, the President submits the recom-
mendation, along with the tenure file, to the Enrollment, Academic & Student Affairs 
Committee of the Board of Trustees on or before February 1 (see paragraph 6 below);.If 
the President recommends against the granting of tenure, the tenure review procedures 
end at this step.  However, if the candidate desires to appeal the tenure denial, the formal 
grievance process is available to the extent provided in Section 2.10. 

6. The Enrollment, Academic & Student Affairs Committee of the Board of Trustees’ Review: 
a. In the case of a positive recommendation for tenure, reviews the entire tenure file; including 

the recommendations of the Department Chair, FRC, VP/CAO, and President; and 

b. Makes a recommendation by simple majority vote for consideration at the next meeting of the 
Board of Trustees. 

7. The Board of Trustees’ Review 
a. Discusses and votes on the recommendation of the Enrollment, Academic & Student Affairs 

Committee of the Board of Trustees; 

b. The President, acting for the Board of Trustees, informs in writing the VP/CAO, the College 
Dean(s), FRC and the candidate of the Board of Trustee's decision; 
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c. If tenure is awarded, the award becomes effective on the first day of the employment agreement 
of the following academic year. 

8. Denial of Tenure 
If tenure is not to be granted, a terminal one-year employment agreement must be offered to 
the candidate. The President has the authority to buy-out the one-year employment agreement 
for the value of its current salary at the time that the one-year terminal employment agreement 
is presented to the candidate.  

If the candidate desires to appeal a tenure denial, the faculty grievance procedure is available to 
the extent provided in Section 2.10.  Any such appeal must be filed within ten (10) business 
days of being notified in writing from the President of the final decision.  

The Faculty Coordinating Committee (“FCC”) will not substitute its judgment on the merits of 
the case for tenure but will determine whether the decision was the result of adequate consid-
eration regarding University criteria and policies.  If the FCC believes that adequate considera-
tion was not given to the candidate’s qualifications, it will recommend reconsideration by the 
body or individual that made the decision, indicating the respects in which it believes the con-
sideration may have been inadequate.  FCC will provide copies of its findings to the candidate, 
the body or individual that made the decision, and the President. 

2.5.5 Developmental Evaluation for Tenured Faculty 

In addition to the annual evaluation by the Department Chair [see Section 2.3.2.2 (4.a)], the College 
Dean will do a periodic evaluation of all Ranked Faculty, including a formative evaluation of tenured 
faculty, on the schedule described in Section 2.3.2.2 (4.b).  The purpose of this formative evaluation is 
to encourage and support the success and professional growth of the University’s tenured faculty and 
to promote and maintain professional and institutional effectiveness.  While the evaluation is post-
tenure, this formative evaluation is not a re-evaluation of tenure and is not undertaken for the purposes 
of discipline or dismissal.  Tenured faculty members shall be subject to dismissal only for adequate 
cause (see Section 2.9.4.1) or as a result of a reduction in faculty appointments due to either a financial 
exigency or a program reduction or discontinuation (see Section 2.9.5). 

2.6 Faculty Professional Development 

Thomas More University recognizes the need for all Faculty to keep current with the expansion of 
knowledge in the faculty member’s specialty.  It is the policy of the University to encourage and assist 
eligible faculty members in individual professional development through financial support and leaves 
of absence.  

2.6.1 Faculty Development Opportunities 

The University will provide multiple opportunities on or off campus throughout the year for faculty to 
develop their knowledge, skill, and familiarity with various aspects of the teaching profession, regarding 
topics that may range across the classroom, interactions with and oversight of students, and the broader 
context of higher education.  In some instances, faculty may be asked to present their expertise as an 
opportunity for others, especially if the faculty member has recently returned from a conference or 
workshop and a portion of the travel or registration was paid for by the University. 
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2.6.2 Faculty Development Funds 

To encourage faculty development, the University maintains an annual faculty development fund which 
is distributed by the Faculty Relations Committee (“FRC”).  Proposals are requested three (3) times a 
year, with one third of the funds made available per period.   

All proposals for funding must be submitted to the Vice President (CAO) and the Chair of FRC for 
consideration by FRC.  Proposals should include the information asked for in the Guidelines for Submitting 
a Faculty Development Proposal published by FRC. Upon completion of the activity, a travel expense form 
must be submitted for approval to the Chair of FRC, who will submit it to the Business Office.  A 
report of professional and scholarly activity must also be submitted to the FRC upon completion of 
the faculty development project. 

Funds that have not been allocated are rolled over into the next funding cycle within the current fiscal 
year. 

2.6.3 Membership in Professional Societies 

The University supports membership in professional academic societies. During the annual budget 
process, a Department Chair may include a request for funding of membership fees for members of 
the department.  

2.6.4 Academic Leave 

Academic leaves are unpaid leaves which provide Ranked Faculty members the opportunity to partici-
pate in development activities or programs which enhance their knowledge, skills, and experience.  Ac-
ademic leaves may be granted under the following conditions: 

1. For study in institutions of higher learning for the purpose of completing requirements for a higher 
degree or for postdoctoral studies; 

2. For research and writing, scholarly and creative activities; 

3. For teaching as a visiting member of a faculty of another college or university; and 

4. For service in government and other public or private agencies, and such services clearly related to 
the teaching assignment or research interests of the faculty member.  

Faculty members retain their rank and tenure status upon return from an approved leave.  If a Faculty 
member is on a Tenure-Track employment agreement, an extension of the probationary period may be 
sought in accordance with the procedures of Section 2.5.1. 

2.6.4.1 Procedures for Taking Academic Leave of Absence 

As an agreement between the University and the applicant for an Academic Leave, the following con-
ditions provide the procedural framework for leaves of absence. Faculty should consult with the 
Chair, Dean, or Vice President (CAO) early in the process when they apply for such a leave in order 
to facilitate planning by the faculty member and the program in which they teach. 

1. The individual must request leave from the Vice President (CAO).  The period of the academic 
leave must be specified and shall not normally exceed one (1) calendar year; however, the leave may 
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be extended by the Vice President (CAO) for a second year.  The Faculty Relations Committee 

serves “as an advisory board to the VP/CAO for applications by individual faculty members for 
sabbaticals and other leaves.” [FRC Charge] 

a. When considering taking an academic leave, Faculty members are encouraged to meet with 
the Director of Human Resources to discuss the impact of an unpaid leave on their benefits, 
such as healthcare and retirement programs. 

2. In applying for leave, the individual must state in writing the following criteria to be used in evalu-
ating the application:  

a. The purpose and length of the leave; 

b. What is to be accomplished; 

c. How the leave will enhance professional development; and  

d. The value of the leave to the University. 

3. Approved academic leaves are unpaid (Section 2.8 provides further information regarding faculty 
leave without pay): 

a. If a faculty member is approved for an unpaid academic leave, they will be offered contin-
ued coverage for medical, dental, vision benefits under COBRA, at the full COBRA rate.   

b. Retirement benefits (such as TIAA) are not matched during academic leave. 

c. Faculty members approved for academic leave are expected to meet with the Director of 
Human Resources to fill out and review any relevant paperwork. 

4. Upon returning to the University after completing the leave, the individual should file a brief report 
with the Vice President (CAO), stating the degree to which goals were attained (with tangible evi-
dence, if feasible) and how the University and the individual might build upon the leave experience 
in continuing to enrich both the scholar and the University. 

2.6.5 Academic Leave Taken through an Award 

The University supports faculty in seeking national and international teaching and research awards 
which may involve commitments away from campus for a year or a semester. If the award is less than 
the compensation normally allocated to the Faculty member for the period of the award, the Univer-
sity will top-up the compensation by supplementing the awards from the granting agency.  The Uni-
versity will also continue providing health and medical benefits for the Faculty member – so long as 
the Faculty member continues to pay their usual contribution – and compensate round-trip travel to 
and from the destination in which the award is to be executed, if these are not part of the award. The 
contribution to retirement benefits that is matched by the University will retain the usual restrictions 
and will be as a percentage of the University contribution to faculty compensation during the period 
of the award, not a percentage of the award money. Examples of granting agencies include the Ful-
bright Commission, the National Endowment for the Humanities, and the American Council of 
Learned Societies. 
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Faculty are encouraged to consult with the Chair, Dean, or Vice President (CAO) early in the process 
when they apply for these awards in order to facilitate planning by the faculty member and the pro-
gram in which they teach.  

The University may place annual limits on the number of such co-funded possibilities, based on avail-
able finances. 

Tenure track Faculty members who are awarded these externally-funded research or teaching oppor-
tunities may elect to retain their original tenure clock or request an extension to the probationary pe-

riod in accordance with the procedures in Section 2.5.1 (Item 8). 

Faculty intending to teach or conduct research at other institutions of higher learning without such a 
grant will not be supported through top-up contributions by Thomas More and must apply for un-
paid leaves of absence to fund these (see Section 2.6.4); that is, the University will not, for example, 
fund a faculty member’s plans to teach elsewhere while under agreement at Thomas More except 
through an unpaid leave of absence. 

2.6.6 Faculty Exchange Program Leave 

Ranked faculty shall be eligible to participate in faculty exchange programs as these may be arranged. 
Recommendations regarding faculty participation in an exchange program shall be prepared by the 
Department Chair and Vice President (CAO); these shall be submitted to the President who gives final 
approval to participation in a program exchange.  Arrangement of exchanges shall be made with due 
consideration for reasonable planning and preparation of teaching schedules and other duties per-
formed by the faculty member involved. 

Faculty members participating in exchange programs receive the salary and fringe and professional 
benefits of the home institution, and rights to leaves, time accumulated toward tenure, promotion, etc. 
shall continue uninterrupted.  If a Faculty member is on a Tenure-Track employment agreement, an 
extension of the probationary period may be sought in accordance with the procedures of Section 2.5.1 

(Item 8).  Exchanged faculty members retain academic rank and are designated as Visiting Professor, 
Visiting Associate Professor, etc. at the host institution. 

Work assignments will be determined by the host institution and agreed to in writing by all parties in 
advance of the exchange.  

2.6.7 Sabbatical Leave 

A full-time Ranked Faculty member who has been a Ranked faculty member for a period of at least six 
(6) years and has taught at the University for a period of at least six (6) years, excluding periods during 
which the faculty member is on any other approved type of leave of absence, may apply for sabbatical 
leave of absence by addressing a written request to the Faculty Relations Committee (“FRC”) and the 
Vice President (CAO).  A VP/CAO, Associate Vice President, or Dean who leaves their position to 
become a full-time Ranked Faculty member may apply, possibly out of the normal timeline, for a one-
term sabbatical during the transition to reorient their perspective towards teaching and scholarship.  In 
the case of the VP/CAO, the President would take the role of the VP/CAO in this section and would 
determine the approval of the sabbatical leave. 
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A general statement of the educational program to be pursued during the sabbatical must be made at 
the time of the original request.  According to the schedule provided by the Faculty Relations Commit-
tee, the applicant must outline in detail the educational program which the faculty member intends to 
pursue by filling out the Application for Sabbatical available from the Faculty Relations Committee.  This 
program must be approved by the VP/CAO and the Faculty Relations Committee as feasible and con-
sistent with the applicant's professional capabilities and professional responsibilities. 

Sabbatical leaves are granted by Thomas More University for a period of one or two regular academic 
semesters to promote the professional growth and effectiveness of the faculty.  These leaves are granted 
by the University with the approval of the VP/CAO and the Faculty Relations Committee for merito-
rious projects in which the recipients devote full-time to scholarly activity and research, advanced study, 
or artistic performance in pursuit of academic objectives.  Except for fellowships, scholarships, grants-
in-aid, and nominal salary received as a visiting professor at another college or university or artistic 
performance, a faculty member on sabbatical leave may not accept remunerative employment during 
such leave unless specific arrangements have been made and approved in advance by the VP/CAO. 

The granting of sabbatical leave is dependent in part on the financial condition of the University at the 
time of the request for sabbatical.  If the sabbatical leave is granted, the faculty member will be paid the 
faculty member’s budgeted salary during the sabbatical leave of one semester or one half the budgeted 
salary during a sabbatical leave of two semesters. 

In unusual cases, sabbatical leaves may be authorized for two summers for members of the faculty 
appointed for service on a twelve (12)-month basis.  The faculty member on such a sabbatical leave 
receives the faculty member’s usual budgeted salary during two summers and the leave is recorded as a 
sabbatical leave for one semester.  The two (2) summer sabbatical leave is authorized primarily for the 
benefit of persons with administrative duties which make it difficult to release them for purposes of 
their own research and study during the Fall and Spring semesters. 

The fact that a faculty member has fulfilled the stated requirements for a sabbatical leave, or that the 
application is strongly supported, does not guarantee that the leave can be scheduled at the time pre-
ferred by the applicant.  In general, there will be (no more than) the equivalent of four one-semester 
sabbaticals  awarded for a given academic year.  There should not be two people from the same depart-
ment on sabbatical leave in the same academic year.  All sabbaticals require written support from the 
individual's academic department prior to final recommendation by the FRC to the VP/CAO, who 
makes the final decision.  The needs of the University and both budgetary and administrative consid-
erations are important factors in the final determination.  In addition, the following criteria are consid-
ered by the FRC: 

1. The faculty member’s years of full-time service and number of previous sabbaticals; 

2. The faculty member’s tenure status, with priority given to those who have tenure; 

3. The faculty member’s past performance and the likelihood of significant professional development 
during and because of the sabbatical; and 

4. Direct or indirect benefit to the University community. 

A sabbatical leave cannot be extended beyond the period for which it was originally granted.  A faculty 
member on sabbatical leave who wishes to extend the faculty member’s leave may, however, apply for 
leave without pay and if that can be granted, the faculty member will be subject to all conditions gov-
erning such leave. 
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A member of the faculty in accepting a grant of sabbatical leave is obligated not only to pursue the 
educational program for which the leave was granted but also to continue in the service of the Univer-
sity for at least one academic year following the leave period, unless other arrangements are agreed to 
by the University.  If this commitment is not fulfilled due to some action of the Faculty member, it is 
expected that the faculty member will then refund the salary received from the University during the 
leave, in full in case of no return, or in part according to negotiated, pro-rated basis for shorter periods.   

Within thirty (30) days of completing of the sabbatical leave, the faculty member is expected to submit 
to the VP/CAO and FRC a written report on the work accomplished during the period and present a 
plan and timeline, if appropriate, for implementing ideas and plans resulting from the faculty member’s 
work.  

After completing a sabbatical leave, a faculty member will not be eligible to apply for a second leave 
until the faculty member has returned from the first sabbatical and has completed three successive years 
of full-time service, excluding the periods during which the faculty member is on administrative or 
other types of leaves of absence.  The faculty member will not be eligible to take the second sabbatical 
leave until the faculty member has completed six successive years of full-time service from the time of 
returning from the first sabbatical.   

In order to define clearly the University's position and to protect the interests of faculty members who 
are asked, because of exceptional circumstances, to defer sabbaticals, the VP/CAO must approve and 
confirm agreements for deferral of sabbaticals for the convenience of the University.  Requests for 
deferral should be directed to the VP/CAO with documentation including a statement of the sabbatical 
leave project of the faculty member and a statement by the appropriate administrative offices of the 
reason for the request for deferral. 

Faculty members, regardless of the total number of years of their service, who elect not to take sabbat-
ical leaves of absence, are at no time entitled to other types of leaves or payments in place of a sabbatical 
not taken or granted.  

2.7 Faculty Compensation and Benefits 

2.7.1 Faculty Compensation 

Pay periods, payroll deductions and other compensation policies applicable to all employees of Thomas 
More University are set forth in the Employee Personnel Policies27. 

Current summer pay rates for faculty are available from the Office of Academic Affairs.  

2.7.2 Faculty Benefits 

Policies addressing benefits available to all eligible employees of Thomas More University are set forth 
in the Employee Personnel Policies28. 

 
27 See https://itwin.thomasmore.edu/Policy/ in general and https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=77 in particular. 
28 See https://itwin.thomasmore.edu/Policy/ in general and https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=73, https://itwin.thom-
asmore.edu/Policy/Home/Policy?policyID=74, and https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=75 in particular. 

https://itwin.thomasmore.edu/Policy/
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=77
https://itwin.thomasmore.edu/Policy/
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=73
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=74
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=74
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=75
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2.7.2.1 Tenured Faculty Voluntary Phased Retirement Program 

All tenured full-time Ranked Faculty having 15 or more years of full-time service at Thomas More 
University are eligible to participate in the Tenured Faculty Voluntary Phased Retirement Program 
(“VPRP”). 

Program Features 

By voluntarily electing to enter into the VPRP, the faculty member understands that a terminal employ-
ment agreement will be offered for a period of one year in duration, renewable for a second year at the 
sole discretion of the University, provided the faculty member completes all teaching obligations and 
maintains professional behavior during the course of the first VPRP academic year.   

The faculty member agrees to teach twelve (12) credit hours during the academic year selected and will 
in turn receive an annual salary equal to one half of the base salary received in their employment agree-
ment for the period of the VPRP and paid in equal semi-monthly payments over the period selected.  
The faculty member will not be assigned any mandatory responsibilities related to student advising, 
committee assignments, or departmental meetings.  The faculty member is invited to attend graduation, 
General Assembly Day, orientation, and recruiting events. At the time of entering into the VPRP, the 
Faculty member will be given the choice of opting in or opting out of Faculty General Assembly, as 
indicated by Article III of the Constitution. Those faculty who elect to retain Faculty General Assembly 
membership may request that the Faculty Coordinating Committee assign them to a committee. 

The faculty member accepting this plan will be eligible for all benefits with the exception of continued 
contributions by the University to the University’s retirement plan. See the Director of Human Re-
sources to learn about the details of the retirement fund. 

Acceptance of the plan is entirely voluntary and open only to qualified faculty members as stated above.  
The faculty member understands that when voluntarily agreeing to enter into this program, the faculty 
member is relinquishing all tenure rights with the University, is permanently forfeiting his or her status 
as a tenured professor, and is voiding his or her pre-existing employment agreement with the University.   

The University reserves the right to accept or deny any request for participation in the Thomas More 
University VPRP due to budgetary reasons or allocation of departmental faculty resources. 

In exchange for the payments under the plan, a faculty member expressly agrees not to apply for un-
employment compensation.  A VPRP participating faculty member also waives and releases all claims 
against the University existing prior to the date of the faculty member’s entrance into the program, 
including but not limited to claims for breach of contract.  

A VPRP agreement is offered as a final employment agreement with no guaranteed offer of full-time 
or continued part-time re-employment at the end of its term.  

Any faculty member interested in the VPRP should send a request to the Vice President (CAO). It is 
preferred that this request be submitted by August preceding the final year of full-time employment to 
allow departments to accommodate the transition.  If approved, the VP/CAO will generate an agree-
ment for participation in the VPRP. The faculty member has seven days from the date of signing to 
revoke the agreement by informing the Administrative Assistant to the VP/CAO in writing of such 
revocation. 



 

Thomas More University Faculty Policy Manual - pg.  92 

2.8 Faculty Leaves of Absence 

Information about various leaves available to all eligible employees of the University, including faculty 
are set forth in the Employee Personnel Policies as follows: 

• Bereavement Leave29 

• Family and Medical Leave30 

• Holiday Leave31 

• Jury Duty and Witness Leave32 

• Parental Leave Policy33 

• Military Leave Policy34 

 
The University will endeavor, to the extent possible and practical, to grant leave to Ranked Faculty 
members for other reasons not specified in the Employee Personnel Policies.  Leaves of absence may be 
granted if consistent with the business needs of the University.  Some factors which may inform the 
decision to grant or deny leave include the expense to the University, the effect on the University's 
programs, and the ability of the University to organize coverage during the faculty member's absence.  
Leaves requested for academic reasons are described in Section 2.6.4.  Leave for personal reasons may 
be granted at the sole discretion of the University and may include a renegotiation of the employment 
agreements. The Vice President (CAO), in consultation with the President, will make such decisions.   

If a faculty member’s absence is not expected to exceed one (1) month, the Department Chair shall ask 
colleagues in the department to cover the courses of the absent faculty member.  If the faculty member’s 
absence exceeds one (1) month, the faculty member should request a formal leave of absence for per-
sonal reasons and the Department Chair shall proceed to have the faculty member’s courses covered 
by either a member of the department or by a Part-time or Adjunct instructor.  Full financial compen-
sation, including compensation for the classes covered prior to the formal request for leave, shall be 
awarded to any faculty member who covers the classes of a colleague whose absence has exceeded the 
one (1) month time period.  

2.8.1 Application for Faculty Leave of Absence Without Pay 

A full-time, ranked member of the faculty who has completed at least three (3) academic years of service 
may submit a written request for complete or partial leave of absence without pay to the College Dean(s) 
and Vice President (CAO) describing in detail the purpose and duration of the leave and the activities 
in which the faculty member will be engaged.  Requests by full-time, ranked faculty members who have 
not completed three (3) academic years of service may be submitted, but will be discouraged and such 
faculty might not retain the benefits listed below.  

 

 
29 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=63  
30 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=64  
31 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=65  
32 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=66  
33 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=67  
34 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=68  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=63
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=64
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=65
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=66
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=67
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=68
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2.8.2 Limitations and Conditions 

The duration of such leaves will ordinarily not exceed the current term of the employment agreement, 
but may be renewable at the discretion of the Vice President (CAO), in consultation with the President, 
up to a maximum of three years. 

The University cannot permit any member of the Ranked Faculty to be away from the faculty member’s 
duties on any type of leave (or combination of types of leave) for more than three consecutive years at 
a time except in the cases of serious illness or required active military service.  Other than in these two 
cases, a faculty member who chooses to extend a leave beyond three years will forfeit the faculty mem-
ber’s existing position at the University even if the faculty member has not given formal notice of 
resignation. 

When a leave of absence is granted, an agreement signed by both the applicant and the appropriate 
University officer shall set forth the precise terms of the leave.  The faculty member's name and position 
will continue to appear in faculty listings printed in catalogs and other official publications during the 
period of the faculty member’s leave. 

2.8.3 Faculty Leave Related Benefits 

In addition to any benefits mentioned above, when the University grants official leave to a faculty 
member who has been a member of the Ranked faculty for three (3) years and who has expressed intent 
to return (the usual conditions of service being applicable), such a member retains faculty status and 
faculty rights and the following benefits: 

1. A commitment by the University in writing to be rehired at the termination of the faculty member’s 
leave (the usual condition of notice being applicable), assuming the faculty member can meet as-
signed professional duties and obligations upon returning to the University; and 

2. Right to have voice (make motions, offer second, and participate in the discussion) and, if regularly 
attending, vote in faculty meetings and to represent faculty.   

The University cannot continue its contributions to the retirement annuity and other employee benefits 
of a faculty member who is on leave of absence without pay and, therefore, not also contributing to 
these programs.  The individual may arrange with Human Resources for the continuation of such plans 
as will permit participation by faculty members on the active rolls of the University; tuition privileges, 
however, will be continued, but only in those cases where faculty members certify their intention to 
return to the University after the leave has terminated. If the faculty member does not return to the 
institution after their leave, the faculty member will repay the University for the tuition paid.  See the 
Employee Personnel Policies35. 

The applicability of leave time to promotion, tenure, and salary increases (credit not to exceed three 
consecutive years) shall be negotiated by the faculty member and Vice President (CAO), after consul-
tation with the FRC, prior to the leave and documented in the letter granting the leave of absence. 

 
35 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=9  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=9
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2.9 Faculty Separation  

The employment agreement is a bilateral obligation, and both faculty and the University shall adhere to 
proper procedures in its termination. 

2.9.1 Separation by Mutual Consent 

A faculty employment agreement with Thomas More University may be terminated at any time by 
mutual agreement in writing between the faculty member and the University. 

2.9.2 Separation by a Faculty Member 

A faculty member may terminate the faculty member’s appointment effective at the end of the academic 
year by giving notice on or before the dates that the employment agreements are due (see Section 
1.3.6.2).  Employment agreements for the next academic year are issued in accordance with Section 
1.3.6.2.  Failure to return a signed employment agreement to the Office of Academic Affairs by the 
date that the employment agreement is due removes all obligations under the agreement including ten-
ure between the faculty member and the University effective at the end of that academic year unless an 
extension of the deadline has been secured in accordance with Section 1.3.6.2. 

In the spirit of good faith and collegiality, Faculty who are expecting to break their employment agree-
ment shortly before the beginning of an academic term should make all reasonable efforts to consult 
with the College Dean 30-days prior to the likely date of departure in order to allow for institutional 
planning and academic continuity. 

2.9.3 Non-Renewal of a Non-Tenured Faculty Member Employment agreement 

Non-renewal is a means of separation by which the University severs its employment relationship with 
a non-tenured Ranked Faculty member at the end of an employment agreement’s term.  In the final 
instance, the decision not to renew the appointment of a non-tenured Ranked Faculty member rests 
with the President, after receiving and considering recommendations from the Vice President (CAO), 
College Dean, and Department Chair. 

If Thomas More University does not intend to renew the employment agreement of a non-tenured 
Ranked faculty member for the following academic year, it shall notify such member in writing: 

1. Not later than February 15th of the current academic year of service for individuals who have been 
employed at the institution as full-time Faculty for less than two full years if the appointment expires 
at the end of that year or, if the appointment ends during or after the normal academic year, at least 
three months prior to the termination. 

2. Not later than December 15th of the current academic year of service for individuals who have 
been employed at the institution as full-time Faculty for more than two full years if the appointment 
expires at the end of that year. 

3. Not later than December 15th of the final academic year of the multiyear employment agreement 
for those full-time Faculty members with such an agreement. 
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A faculty member who has entered the final year of probationary service without being earlier notified 
of a decision on the grant of tenure will, in the event that tenure is not awarded, be entitled to at least 
a terminal year's employment agreement for the ensuing year. 

Except for cases of dismissal for cause, financial exigency, or a reduction or discontinuation of an 
academic program or department, a faculty member who has not been informed by the appropriate 
date specified above that the faculty member is to be recommended for non-renewal may assume that 
the faculty member will be reappointed for the following academic year. 

Non-renewal is not a dismissal for cause, and non-tenured Ranked Faculty have no contractual right to 
employment beyond the expiration of their current appointment term.  When a decision not to renew 
an appointment has been reached, the faculty member will be informed of that decision in writing by 
the Vice President (CAO).  Upon the faculty member’s request, the faculty member will be advised of 
the reasons which contributed to that decision.  If the faculty member so requests, the reasons given in 
explanation of the nonrenewal will be confirmed in writing by the Vice President (CAO). 

Note: The notice provisions set forth above do not apply to non-tenured Ranked Faculty that have 
been issued a Terminal Appointment Letter. 

2.9.3.1 Criteria for Non-Renewal of a Non-Tenured Faculty Member 

Criteria for non-renewal may include, but are not necessarily limited to, the following: 

1. Unsatisfactory performance of the faculty member’s appointment responsibilities and duties as 
evaluated according to the Faculty Evaluation procedures; 

2. Changes to an academic program; 

3. Full staffing in the areas of the candidate’s principal competence or specialty; 

4. Budgetary constraints such as declining enrollment, changes in enrollment patterns, or overstaffing; 
and 

5. Financial exigencies (see Section 2.9.5.1). 

Non-Tenured Ranked Faculty are also subject to consequences described in Section 2.9.4. 

2.9.4 Corrective Measures and Dismissal for Cause 

2.9.4.1 Corrective Measures 

The University encourages a supportive problem-solving approach to workplace problems.  The pro-
cess in this section will be implemented when a faculty member exhibits behaviors that impose an 
allegedly significant adverse impact on members of the Thomas More community, on the institutional 
educational goals, or on the mission of Thomas More University.  Corrective measures are intended to 
provide faculty with notice of deficiencies and an opportunity to improve.  Some violations of Univer-
sity policies and procedures, or continued negative behavior, may be of such serious nature that sus-
pension or dismissal pursuant to Section 2.9.4.2 may be appropriate. The University reserves the right 
to proceed with dismissal for cause proceeding, without corrective measure, even if the action consti-
tutes a first offense. 
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1. Any member of the Ranked Faculty, including any serving as an academic administrator, who vio-
lates a published University, College, or departmental policy or is in violation of the faculty mem-
ber’s responsibilities under the employment agreement may be subject to corrective action.  

2. The procedures specified in this policy are not intended to cover: 

a. Consideration and determination of disciplinary actions that may result in a proposed sus-
pension or dismissal of a tenured faculty member, or suspension or dismissal of an unten-
ured Ranked Faculty member prior to the expiration of the term of his or her employment 
agreement. These are governed by Section 2.9.4.2.  

b. Allegations against a faculty member that appear to be within the scope of another specific 
University policy that has its own procedures for investigation and resolution (e.g., discrim-
ination or sexual misconduct, etc.). In these situations, the Department Chair, College 
Dean(s), or Vice President (CAO) as applicable shall forward such allegations to the appro-
priate person or department for handling pursuant to the applicable policy.   

3. In all cases other than those set forth in paragraph 2 above, when evidence of a faculty member’s 
actions suggest that uncorrected behavior may ultimately lead to grounds for suspension or dismis-
sal, the following procedures shall take place: 

a. The College Dean(s) and Department Chair shall discuss the perceived shortcomings with 
the faculty member.  The meeting is intended to be collegial and may result in a resolution 
mutually acceptable to the parties, of which written documentation shall be placed in the 
faculty member’s Faculty Record.   

b. If matters are not resolved as a result of the meeting, the College Dean(s) after consultation 
with the faculty member’s Department Chair, as well as the VP/CAO and Director of Hu-
man Resources, shall provide the faculty member with written notification of needed im-
provement that: 

i. Identifies the problem area(s), with specific evidence of the conduct in question; 

ii. Identifies the corrective action to be taken within a specified time period, at the 
discretion of the College Dean, in consultation with the VP/CAO and Director of 
Human Resources; 

iii. Identifies a clear timeline for periodic reviews and evaluations prior to the expiration 
of the corrective action period with written records of such to be maintained by the 
VP/CAO; and 

iv. Indicate that if the problem is not corrected, suspension or dismissal for cause may 
result.  

c. Copies of the notification in paragraph 3.b above shall be placed in the faculty member's 
Faculty Record with a copy provided to the Director of Human Resources for the Em-
ployee Personnel File. The faculty member has the option of providing a written response 
for the Faculty Record with a copy provided to the Director of Human Resources for the 
Employee Personnel File.   

Evaluation of Corrective Measures 
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1. After the specified period for corrective action expires, the faculty member shall meet with the 
faculty member’s College Dean(s), Department Chair, and the Director of Human Resources to 
discuss performance during the period.  

2. If the College Dean(s), after consultation with the Department Chair and the Director of Human 
Resources, determines that the problem has been resolved, notification will be provided to the 
faculty member and kept in the faculty member’s Faculty Record with a copy provided to the Di-
rector of Human Resources for the Employee Personnel File.  

3. If the College Dean(s), after consultation with the Department Chair and the Director of Human 
Resources, determines that the faculty member will be provided further opportunity to complete 
corrective measures, the expectations regarding the corrective measures will be conveyed to the 
faculty member in writing by the College Dean and placed in the faculty member’s Faculty Record 
with a copy provided to the Director of Human Resources for the Employee Personnel File.  

4. If the College Dean(s), after consultation with the Department Chair and the Director of Human 
Resources, determines that corrective efforts were not successful and a sanction short of dismissal 
or suspension is warranted (e.g., demotion in rank; ineligibility for promotion in rank; ineligibility 
for salary increase for an academic year; fines; teaching modifications; limitations in teaching, etc.), 
the College Dean(s) will forward a written recommendation of such sanction to the VP/CAO. 

5. If the VP/CAO, after consultation with the College Dean(s), Department Chair, and the Director 
of Human Resources, agrees with the recommendation of the College Dean(s), notification will be 
provided to the faculty member and kept in the faculty member’s Faculty Record with a copy pro-
vided to the Director of Human Resources for the Employee Personnel File. 

6. If the VP/CAO, after consultation with the College Dean(s), Department Chair, and the Director 
of Human Resources, determines that corrective efforts were not successful and suspension or 
dismissal is necessary, the VP/CAO in coordination with the Director of Human Resources will 
transfer the documents relevant to the situation to the Employee Personnel File.  The VP/CAO 
will also forward a written letter of recommendation for suspension or dismissal to the President 
and faculty member. 

a. The letter from the VP/CAO shall include a full and complete statement of the charge(s) upon 
which suspension or dismissal recommendation is based. Both the faculty member’s Faculty 
Record and the faculty member’s Employee Personnel File will be forwarded to the President 
for any necessary review.   

b. The faculty member shall be afforded five (5) business days to file a written response with the 
President to the VP/CAO’s recommendation. 

Grievance Rights 

Any faculty member whose rights as specified in the Faculty Policy Manual, have allegedly been violated 
as a result of the above process may file a formal grievance to the extent provided in Section 2.10. 

2.9.4.2 Dismissal for Cause  

Once a faculty member has had the opportunity to modify their behavior as indicated in Section 2.9.4.1 
then dismissal for cause proceedings may begin.  Subject to the procedures set forth below, the Uni-
versity reserves the right to terminate an employment agreement of a tenured faculty member or a non-
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tenured Ranked Faculty member during the term of the faculty member’s employment agreement for 
adequate cause. 

Dismissal, suspension, or the threat thereof, for adequate cause may not be used by the University to 
restrain faculty members in their exercise of academic freedom.  Moreover, the conduct at issue must 
be related, directly and substantially, to the fitness of a faculty member to continue in his or her pro-
fessional capacity with Thomas More University. 

Examples of conduct that may give rise to suspension or dismissal for cause includes, but is not limited 
to, the following: 

1. Failure to complete or adhere to an imposed corrective measure(s) plan; 

2. Demonstrable incompetence in teaching; in scholarly, creative, and professional development ac-
tivities; or in service; 

3. Violation of the faculty member’s responsibilities under the employment agreement which include, 
but are not limited to, fulfillment of the duties emanating from the educational commitment of the 
University;   

4. Admission or conviction of a crime that directly and substantively impacts the fitness of the faculty 
member in the discharge of professional responsibilities;  

5. Continued serious disrespect for the Catholic character or mission of the University; 

6. Flagrant violations of or persistent neglect to comply with University, College, and/or department 
policies, procedures, rules, or regulations; 

7. Causing deliberate and serious violation of the rights and academic freedom of fellow faculty mem-
bers, administrators, or students; 

8. Intentional obstruction of University functions or deliberate disruption of the life of the University; 

9. Inability to perform an essential function of the faculty position (as described in the Faculty Job 
Description, available from the Office of Academic Affairs), given reasonable accommodation if 
requested pursuant to the University’s Reasonable Accommodations Policy36;  

10. Loss of professional licensure if licensure is required for the performance of the faculty member’s 
duties; 

11. Engaging in academic dishonesty (i.e., plagiarism, research misconduct, falsification of research or 
scholarship, etc.) or other serious violation of professional ethics;  

12. Falsification of credentials and experience or a University record, including but not limited to in-
formation concerning the faculty member’s qualifications for a position or promotion; 

13. Disregard of safety and security policies and practices. 

Note: This listing is not intended to be exhaustive. 

 

Resolution Procedures 

 
36 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=46  

https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=46
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In the case of a Ranked Faculty member who has tenure or whose term of appointment has not expired 
and when reason arises to question the fitness of the faculty member, the following procedures and 
guidelines will be utilized. 

The President or designated other administrator may modify the timelines set forth below in extraor-
dinary circumstances and for good cause shown in order to achieve full and fair evaluations or resolu-
tion of disputes. 

I. Informal Resolution/Preliminary Stage 

A. The appropriate administrative officers (typically the College Dean(s) and the 
VP/CAO) will discuss the matter with the faculty member in personal conference, which will 
normally be conducted in a face-to-face meeting. 

1. In the rare case in which the faculty member is not able to attend a face-to-face 
meeting, then a video conference may be utilized at the discretion of the VP/CAO;  

2. The meeting is intended to be collegial and may result in a resolution mutually 
acceptable to the parties; 

3. While an advisor of the faculty member’s choice may be present at the meeting, 
the advisor may not directly participate; 

B. After the faculty member has had the opportunity to meet the administrative officer, 
the VP/CAO may decide: 

1. That the matter be dismissed entirely.  If the VP/CAO dismisses the matter, 
the VP/CAO will notify the faculty member and the College Dean in writing and the 
matter will be considered closed; 

2. That discipline short of dismissal or suspension should be imposed. If discipline 
short of suspension or dismissal should be imposed, the VP/CAO will notify the faculty 
member and the College Dean in writing and the Corrective Measures Policy will be 
implemented, starting at Step 4 [see Section 2.9.4.1(4)]; or 

3. That the faculty member should be suspended or dismissed for cause.  If the 
VP/CAO decides suspension or dismissal for cause is warranted, the VP/CAO will 
forward to the President of the University, with a copy to the faculty member and the 
College Dean, a written recommendation outlining the basis for the recommendation, 
any applicable documentation in support of the recommendation, the faculty member’s 
Faculty Record, and the faculty member’s Employee Personnel File. 

II. President’s Preliminary Review 

After reviewing the recommendation of the VP/CAO, supporting documentation, the faculty mem-
ber’s Faculty Record, and the faculty member’s Employee Personnel File, the President has the option 
to meet individually with the faculty member and separately the appropriate University administrators 
in a final attempt at informal resolution. With or without such meetings, the President may decide: 

A. To dismiss the matter.  If the President dismisses the matter, the President will notify 
the faculty member, the College Dean, and the VP/CAO in writing and the matter will be 
considered closed; 
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B. That discipline short of dismissal or suspension should be imposed.  If discipline short 
of suspension or dismissal should be imposed, the President will notify the faculty member, the 
College Dean, and the VP/CAO in writing and the Corrective Measures Policy will be imple-
mented, starting at Step 4 [see Section 2.9.4.1(4)]; or 

C. That the faculty member should be suspended or dismissed for cause.  If the President 
decides suspension or dismissal for cause is warranted, the President shall commence formal 
proceedings. 

III. Commencement of Formal Proceedings 

A. To commence formal proceedings, the President will notify the faculty member, the 
College Dean, and the VP/CAO in writing of the dismissal or suspension, including an offer 
to accept a voluntary resignation. Tendering a resignation precludes subsequent use of the Fac-
ulty Grievance Policy (see Section 2.10). 

B. The President’s notice of suspension or dismissal will at a minimum include: 

1. A full and complete statement of the charge or charges upon which suspension 
or dismissal is based; 

2. The details of the suspension or dismissal, including 

a) For suspensions, the effective date, the length, the terms, if it is a paid 
or unpaid suspension, and if benefits continue; 

b) For dismissal, the effective date and conditions, if any; 

3. A statement that, within ten (10) business days from the receipt of the notice of 
suspension or dismissal, the faculty member may, in writing to the President, request a 
formal hearing by a faculty hearing committee [see Stage VI] or a formal review by a 
faculty review committee [see Stage VII]; and 

4. Notification of the procedural rights that will be accorded the faculty member 
during the formal hearing or formal review by reference to this section of the Faculty 
Policy Manual. 

C. Written notification of dismissal or suspension will be deemed to have been received 
when any one of the following has occurred: 

1. When delivered, if the notice is sent by personal delivery; or 

2. When acknowledged by signature on a receipt, if the notice is sent by certified 
or registered mail, return receipt requested, or by alternative delivery service, with sig-
nature required for delivery. 

An email will also be sent to the faculty member’s University email address notifying the faculty 
member of the fact that a notice required by this Policy has been sent by one of the methods 
described above.  If the faculty member refuses to acknowledge the personal delivery or certi-
fied mailing by signature, the University will email the notice to the faculty member’s University 
email address, which shall be considered receipt of the notice.  In the event the University has 
suspended a faculty member’s access to his or her University email address, the University will 
make a second attempt of notice by certified or registered mail, return receipt requested, or by 
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alternative delivery service, with signature required for delivery, which shall be deemed notice 
regardless of whether return receipt or signature is received. 

For purposes of this Dismissal for Cause section, all references to written notice shall follow 
the procedures set forth in this section. 

D. The faculty member has ten (10) business days from receipt of the notice in which to 
request a formal hearing, formal review, or accept voluntary resignation; 

E. If the faculty member declines to accept a voluntary resignation, request a formal hear-
ing or formal review on or before the ten (10) business day deadline, or subsequently fails to 
attend the formal hearing or participate in the formal review process without reasonable cause, 
then the suspension or dismissal action shall proceed in accordance with the terms specified in 
the notice, the formal hearing will not take place or the formal review process shall cease, and 
the faculty member will have waived all grievance rights pertaining to the action; 

F. Within five (5) business days of receipt of the faculty member’s request for a formal 
hearing or formal review, the President shall transmit in writing to the Faculty Coordinating 
Committee, with copies to the faculty member and VP/CAO, the full and complete statement 
of the charge or charges upon which the suspension or dismissal is based.  Those charges will 
constitute the subject of the formal hearing or formal review. 

G. If any member of the Faculty Coordinating Committee has a conflict of interest, they 
must recuse themselves from this process. If the Chair of the Faculty Coordinating Committee 
is the person with a conflict, then the Vice Chair of the Faculty Coordinating Committee will 
assume the role of the Chair in this process. 

IV. Interim Suspension of Faculty Member 

At any time prior to the outcome of a formal hearing or formal review regarding the suspension or 
dismissal for cause, a faculty member may be summarily suspended for the duration of the formal 
hearing or formal review process plus up to 10 business days upon a finding of the President that there 
is good cause to believe that: 

A. The continued presence of the faculty member on campus would endanger the safety 
or well-being of the faculty member or other members of the University community; or 

B. The continued functioning of the faculty member in the position would substantially 
impair or disrupt the regular functions of the University. 

Before suspending a faculty member on this interim basis, the President will consult with the VP/CAO 
and the chair of the Faculty Coordinating Committee regarding the propriety, length, and other terms 
of the suspension.  Terms may include, but are not limited to, suspended University email and limited 
campus access, especially in work-related spaces such as one’s office, classrooms, and labs. 

The faculty member's salary and benefits shall continue during any such interim suspension. 

V. Appointment of Faculty Hearing Committee or Faculty Review Committee 

The committee of faculty members to conduct the formal hearing or formal review and to reach find-
ings of fact and to make recommendations to the President shall be appointed by the Faculty Coordi-
nating Committee within five (5) business days of the President’s submission of charges.  The commit-
tee shall consist of five (5) impartial senior members of the faculty.  When the Faculty Coordinating 
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Committee selects these five members, they will also name two alternate members who will only serve 
if one of the original members is challenged as outlined in Stage VI.A.2.b) or VII.B. The choice of 
members of the hearing committee or review committee shall be on the basis of their objectivity and 
competence and of the regard in which they are held in the academic community.  The committee, in 
either formal hearing or formal review, shall elect its own chair at an initial meeting of the Faculty 
Hearing Committee, which will be called by the Chair of the Faculty Coordinating Committee. 

In the event a faculty member asked to serve by the Faculty Coordinating Committee is aware of a bias 
or conflict of interest that would prevent him or her from serving on the committee, the faculty member 
should notify the Chair of the Faculty Coordinating Committee at the time the request for appointment 
is being made, and the Chair of the Faculty Coordinating Committee shall make a determination with 
respect to that faculty member’s appointment prior to notice being provided to the parties of the 
makeup of the Faculty Hearing Committee or Faculty Review Committee.  Prior acquaintance or 
knowledge of the facts of the matter does not necessarily constitute a conflict of interest absent a 
showing of an actual conflict of interest. 

VI. Formal Hearing Process 

A. Pre-Hearing Meeting 

The committee shall schedule and commence a pre-hearing meeting no less than fifteen (15) 
and no more than twenty (20) business days of being initially populated. 

1. Purpose: The purpose of the pre-hearing is to: 

a) Simplify the issues; 

b) Finalize witness lists and provide for the exchange of documentary or 
other information; 

c) Achieve such other appropriate pre-hearing objectives as will make the 
hearing fair, effective, and expeditious; and 

d) Schedule the hearing date in accordance with Stage VI.B.1. 

2. During the period between the appointment of the Faculty Hearing Committee 
and the pre-hearing meeting, the following schedule shall be followed: 

a) Notice: Within three (3) business days of the appointment of the Faculty 
Hearing Committee, all parties and the Chair of the Faculty Coordinating Com-
mittee shall be notified of the pre-hearing meeting date, and such notice shall 
include: 

(1) A statement as to the appointment and members of the com-
mittee, including the name of the Chair of the Faculty Hearing Commit-
tee, in accordance with Stage V; 

(2) A statement outlining the timeline and process for formal hear-
ing; and, 

(3) A statement of the time, place, and nature of the pre-hearing. 

b) Challenges to Members of Faculty Hearing Committee: 
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(1) At the conclusion of the three (3) business day period Stage 
VI.A.2.a)] to provide notice of the pre-hearing meeting, the parties shall 
have three (3) business days to submit to the Chair of the Faculty Coor-
dinating Committee a challenge regarding the disqualification of com-
mittee member(s) or alternate committee members for bias or a conflict 
of interest. 

(a) A challenge must be submitted in writing with a state-
ment of the reasons for the challenge. 

(b) Any documents submitted or provided with respect to a 
challenge shall become part of the record. 

(c) Prior acquaintance or knowledge of the facts of the mat-
ter does not, necessarily, constitute a conflict of interest absent 
a showing of an actual conflict of interest. 

(2) At the conclusion of the three (3) business day period Stage 
VI.B.2.a)] for challenging the appointment of a committee member, the 
Chair of the Faculty Coordinating Committee shall have three (3) busi-
ness days to grant or deny on the basis of bias or conflict of interest any 
challenge(s) regarding the disqualification of committee member(s) 
made by a party.  Such decision to grant or deny the challenge shall be 
delivered in writing to all parties. 

(a) If the request for challenge is denied, the appointment 
of committee members process is complete. 

(b) If the request for challenge is granted, the Chair of the 
Faculty Coordinating Committee shall in its written decision 
designate one of the alternate members to act in the challenged 
committee member’s place. 

(c) In the event, the initially elected Chair of the Faculty 
Hearing Committee is challenged and replaced during this pe-
riod, the Faculty Hearing Committee will reappoint a new chair 
from one of the members not challenged and notify the parties 
of its decision to grant the challenge. 

(d) If, after the challenge process, the total number of com-
mittee members is less than five (5), the Chair of the Faculty 
Coordinating Committee shall appoint a replacement member 
and additional alternate member. 

(3)  In a situation where the Chair of the Faculty Coordinating 
Committee has to appoint a replacement member and additional alter-
nate member [Stage VI.A.2.b)(2)(d)], the parties shall have two (2) busi-
ness days to file a challenge regarding the disqualification of the replace-
ment committee member(s) for bias or conflict of interest, subject to 
the same provisions listed in Stage VI.A.2.b)(1).  The parties are limited 
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to challenging only the replacement member or additional alternate 
member. 

(4) At the conclusion of the two (2) business days [Stage 
VI.A.2.b)(3)] replacement member and additional alternate member 
challenge period, the Chair of the Faculty Coordinating Committee shall 
have two (2) business days to grant or deny on the basis of bias or con-
flict of interest any challenge(s) regarding the disqualification of replace-
ment member and alternate member made by a party. 

(a) If the request for challenge is denied, the appointment 
of committee members process is complete. 

(b) If the request for challenge is granted, the Chair of the 
Faculty Coordinating Committee shall in its written decision 
designate the alternate member to act in the challenged commit-
tee member’s place.  This decision for a replacement is final. 

(c) Any individual remaining as an alternative committee 
member at this stage will be dismissed. 

c) Position Statements and Witness Lists:   

(1) Within ten (10) business days of the initial population of the 
Faculty Hearing Committee and running concurrently with the chal-
lenge periods stated above, the parties shall submit to the committee 
through its chair a brief, not to exceed five (5) pages, position statement 
summary of its case.  Additionally, the parties shall submit a list of po-
tential witnesses to call, a brief synopsis (short paragraph) of their ex-
pected testimony [not to exceed three (3) pages in total], and a list of 
documents expected to be presented at the hearing (documents will be 
exchanged at the pre-hearing conference). 

B. Consideration by Hearing Committee 

1. Scheduling and Notice 

a) The committee shall schedule and commence the hearing no less than 
ten (10) and no more than fifteen (15) business days from the pre-hearing meet-
ing. 

b) The hearing date shall be scheduled by the parties at the pre-hearing 
meeting. A notice of the meeting shall be personally delivered in writing to the 
parties at the pre-hearing meeting and shall include a statement of the time, 
place and nature of the hearing. 

2. Nature of the Hearing; Attendance at the Hearing 

a) It is not intended that the hearing shall adhere to the procedures of a 
legal court.  The intent is to ensure an appropriate professional atmosphere at 
Thomas More University.  Accordingly, it is necessary that the procedures fol-
lowed by the committee be administratively feasible and permit the expeditious 
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adjudication of the case.  Hence, the committee shall not be bound by legal rules 
of evidence and procedure. 

b) The faculty member may elect to be accompanied by an advisor.  The 
President will appoint an administrator to present the case for suspension or 
dismissal, who may be accompanied by an advisor.  The University administra-
tor may not be an attorney on behalf of the institution, nor the President of the 
University.  Neither advisor is permitted to speak during the hearing. 

c) Attendance at the hearing is otherwise closed to everyone not partici-
pating in the proceedings.  This includes, but is not limited to, the President of 
the University. 

3. Role of the Chair; Submission of Evidence 

a) The chair of the committee shall conduct the proceedings and rule on 
all objections. 

b) The committee shall not be bound by the strict rules of evidence in court 
trials.  Nonetheless, the chair of the committee shall exclude evidence upon 
objection that is irrelevant, immaterial, untrustworthy, privileged, or unduly rep-
etitious.  The Chair is the one who makes this decision but may, prior to the 
hearing, consult the committee for their opinion. 

4. Record of the Hearing 

a) The committee chair shall arrange for an audio recording of the hearing; 
however, recording failures that occur notwithstanding good faith attempts shall 
not require a delay or affect the validity of the proceedings, but in such event 
the committee chair will prepare a written summary of the hearing. 

b) In the event that a deaf or hard of hearing person is involved in the 
hearing, presenting the case, or is a witness, the University will provide and ar-
range for a sign language interpreter with comprehensive skills certification, if 
requested by the faculty member(s) or other participants who are deaf or hard 
of hearing. 

c) The Office of Human Resources shall be the repository of the audio 
recording to which the parties shall have access. 

d) Transcription of the recording is not required, but either the University 
or the faculty member may arrange transcription at the requesting party’s own 
expense. 

5. Witnesses 

a) Five (5) business days prior to the date of the hearing, witnesses for the 
respective parties shall submit a notarized written statement to the chair of the 
committee, who shall distribute to the parties. These written statements shall 
form the basis for questioning from the committee. 

b) Within three (3) business days of receipt of the written witness state-
ments, each party shall submit to the committee, through the chair, potential 
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questions relevant and material to the witness’s statement clarifying or rebutting 
information within the statement.  The chair of the committee may refuse to 
ask any question he or she deems in his or her discretion to be irrelevant, im-
material, untrustworthy, or unduly repetitive. 

6. Hearing Process and Procedures 

a) Call to Order: The Chair of the committee will call the hearing to order, 
introduce the members of the hearing committee, introduce the parties, and 
review the hearing procedures.  Witnesses must be sequestered outside the hear-
ing room until they are called to testify. 

b) Opening Remarks: Starting with the University administrator ap-
pointed by the President to present the University’s case, each party will be given 
the opportunity to make opening remarks limited to 10 minutes each.  The pur-
pose of opening remarks is to orient the committee to the nature of the case 
and to the facts the parties intend to establish.  Opening remarks shall not be 
considered evidence.  There will be no opportunity for follow-up questioning 
by the members of the committee at the conclusion of opening remarks. 

c) Witness Testimony: Starting with the University witnesses, the com-
mittee will call each party’s witnesses to answer questions from the committee 
with respect to the witness’s previously submitted notarized written statement.  
The cross examination of witnesses is permitted through the submission of 
questions to the chair of the committee prior to the hearing in response to the 
witness statements.  Questions should be limited to the scope of the witness’s 
statement and seek to provide clarity and context to the witness’s statement.  
The committee shall be limited to a total of two (2) hours to question the wit-
nesses.  At the discretion of the committee, additional time may be extended.  
Conversely, the committee, at its discretion, may impose reasonable limits on 
the number of witnesses that may be introduced.  Such limits, if necessary, shall 
be discussed at the pre-hearing meeting.  After all witnesses have been ques-
tioned, the chair of the committee will call for a short break, after which the 
University will begin its oral argument. 

d) University Oral Argument: At the conclusion of witness testimony, 
the designated University administrator shall present its case in support of the 
University’s suspension or dismissal for cause in oral argument style.  The des-
ignated University administrator shall present its reasons for justification of the 
suspension or dismissal of the faculty member, direct the committee to evidence 
in the record to support its rationale, and answer questions from the committee 
members.  Questions from the committee may occur throughout the presenta-
tion of the University’s case, or committee members may wait until the end to 
ask their questions. The designated University administrator will be limited to a 
total of forty-five (45) minutes to present the University’s case, including ques-
tions from the committee.  At the discretion of the committee, additional time 
may be extended.  After the University concludes its oral argument, the chair of 
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the committee will call for a short break, after which the faculty member will 
present the faculty member’s case. 

e) The Faculty Member's Case: The faculty member shall present their 
case in support of the faculty member’s position in oral argument style. The 
faculty member shall present the reasons he or she believes the University can-
not justify suspension or dismissal, direct the committee to evidence in the rec-
ord to support his or her rationale, and answer questions from the committee 
members.  Questions from the committee may occur throughout the presenta-
tion of the faculty member’s case, or committee members may wait until the 
end to ask their questions. The faculty member will be limited to a total of forty-
five (45) minutes to present his or her response, including questions from the 
committee.  At the discretion of the committee, additional time may be ex-
tended.  After the faculty member concludes his or her oral argument, the chair 
of the committee will call for a short break prior to the parties’ closing remarks. 

f) Closing Remarks: At the conclusion of all the arguments, the desig-
nated University administrator may make closing remarks to the committee, fol-
lowed by the closing remarks of the faculty member.  Closing remarks shall not 
exceed ten (10) minutes each.  Because the University has the burden of proof, 
the University representative may also make final remarks in response to the 
faculty member’s closing.  Such final remarks may not exceed five (5) minutes. 

7. Adjournments; Extensions of Time; Timeframe for Completion of Hearing 

a) The chair of the committee has discretion to grant adjournments to en-
able either party time for discovery, so long as such requests are reasonable and 
relate substantively to the hearing proceedings. 

b) Although the committee may grant either an extension of time or ad-
journment to enable either party time for additional discovery, the hearing must 
be resumed and completed no later than five (5) business days from the start of 
the original proceeding. 

8. Faculty Hearing Committee Report to the President 

a) Within five (5) business days of conclusion of the hearing, the Chair of 
the committee shall present to the President written findings of fact and recom-
mendations as to the review of the faculty member's suspension or dismissal; 
copies must at the same time be sent to all parties. 

b) The committee report must contain written findings of fact and a rec-
ommendation whether the suspension or dismissal for cause action was war-
ranted based on the preponderance of the evidence standard in light of the doc-
umented evidence. 

c) The committee’s written findings of fact and recommendation shall be 
based on a simple majority vote and shall record the vote count. 

d) Any dissenting opinions will be included in the written findings of fact 
and recommendation. 
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e) A complete copy of the record in its entirety shall be maintained by the 
Office of Academic Affairs. 

VII. Formal Review Process 

A. Pre-Review Notice 

Within three (3) business days of the appointment of the Faculty Review Committee, all parties 
and the Chair of the Faculty Coordinating Committee shall be provided a written notice of the 
formal review process, and such notice shall include: 

1. A statement as to the appointment and members of the committee, including 
the naming of the Chair of the Faculty Review Committee, in accordance with Stage V; 
and, 

2. A statement outlining the timeline and process for formal review, which shall 
include deadlines for submission of materials. 

B. Challenge to Members of Faculty Review Committee 

1. At the conclusion of the three (3) business day period to provide pre-review 
notice, the parties shall have three (3) business days to submit a challenge regarding the 
disqualification of committee member(s) or alternate committee members for bias or 
conflict of interest to the Chair of the Faculty Coordinating Committee. 

a) A challenge must be submitted in writing with a statement of the rea-
sons for the challenge. 

b) Any documents submitted or provided with respect to a challenge shall 
become part of the record. 

c) Prior acquaintance or knowledge of the facts of the matter does not 
necessarily constitute a conflict of interest absent a showing of an actual conflict 
of interest. 

2. At the conclusion of the three (3) business day period for challenging the ap-
pointment of a committee member, the Chair of the Faculty Coordinating Committee 
shall have three (3) business days to grant or deny on the basis of bias or conflict of 
interest any challenge(s) regarding the disqualification of committee member(s) made 
by a party.  Such decision to grant or deny the challenge shall be delivered in writing to 
all parties. 

a) If the request for challenge is denied, the appointment of committee 
members process is complete, and the challenge period ends. 

b) If the request for challenge is granted, the Chair of the Faculty Coordi-
nating Committee shall in its written decision designate one of the alternate 
members to act in the challenged committee member’s place. 

c) In the event, the initially elected Chair of the Faculty Review Committee 
is challenged and replaced during this period, the Faculty Review Committee 
will reelect a new chair from one of the members not challenged and notify the 
parties its decision to grant the challenge. 
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d) If, after the challenge process, the total number of committee members 
is less than five (5), the Chair of the Faculty Coordinating Committee shall ap-
point a replacement member and additional alternate member. 

3. In a situation where the Chair of the Faculty Coordinating Committee has to 
appoint a replacement member and additional alternate member (see Stage V), the par-
ties shall have two (2) business days to file a challenge regarding the disqualification of 
the replacement committee member(s) for bias or conflict of interest, subject to the 
same provisions listed in Stage VII.B.1.  The parties are limited to challenging only the 
replacement member or additional alternate member. 

4. At the conclusion of the two (2) business days replacement member and addi-
tional alternate member challenge period, the Chair of the Faculty Coordinating Com-
mittee shall have two (2) business days to grant or deny on the basis of bias or conflict 
of interest any challenge(s) regarding the disqualification of replacement member and 
alternate member made by a party. 

a) If the request for a challenge is denied, the appointment of committee 
members process is complete, and the challenge period ends. 

b) If the request for challenge is granted, the Chair of the Faculty Coordi-
nating Committee shall in its written decision designate the alternate member 
to act in the challenged committee member’s place.  This decision for a replace-
ment is final. 

C. Witness Approval and Document Exchange 

1. Within five (5) business days of the conclusion of the three (3) business day 
period to provide the pre-review notice, the parties shall submit a list of potential wit-
nesses to call and a brief synopsis (short paragraph) of their expected testimony (not to 
exceed three (3) pages in total).  The parties shall submit all relevant documentation to 
the Faculty Review Committee through the Chair of the Faculty Review Committee. 

2. Within five (5) business days of the conclusion of the witness list and document 
submission period, the Chair of the Faculty Review Committee shall provide a finalized 
approved witness list to each of the parties.  In the event that a witness has not been 
approved, the Chair of the Faculty Review Committee shall provide a brief reason for 
the witness’ exclusion.  Any and all relevant documentation that has been submitted 
shall be provided to the parties through the Chair of the Faculty Review Committee. 

D. Witness Statements 

At the conclusion of the challenge period or witness approval and document exchange period, 
whichever is longer, the parties shall within five (5) business days provide to the Faculty Review 
Committee through the chair of the committee a notarized written statement.  The chair of the 
committee will distribute the witness statements to the parties. 

E. Party Written Statements 

1. University Brief: Within five (5) business days after the deadline for submission 
of the parties’ witness statements, the University shall submit to the Faculty Review 
Committee through the chair of the committee a brief (not to exceed ten (10) pages, 
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which shall not include attachments of documentation submitted as evidence) outlining 
its arguments in support of its position for suspension or dismissal.  Upon receipt, the 
chair of the committee shall forward a copy to the faculty member. 

2. Faculty Member Brief: Within five (5) business days after the deadline for sub-
mission of the University’s brief, the faculty member shall submit to the Faculty Review 
Committee through the chair of the committee a brief (not to exceed ten (10) pages, 
which shall not include attachments of documentation submitted as evidence) outlining 
his or her arguments against suspension or dismissal.  Upon receipt, the chair of the 
committee shall forward a copy to the University. 

3. University Rebuttal: Within five (5) business days after the deadline for submis-
sion of the faculty member’s brief, the University shall submit to the Faculty Review 
Committee through the chair of the committee a brief (not to exceed five (5) pages, 
which shall not include attachments of documentation submitted as evidence) in rebut-
tal of the position of the faculty member.  Upon receipt, the chair of the committee 
shall forward a copy to the faculty member. 

F. Faculty Review Committee Report to President 

1. Within five (5) business days after the deadline for submission of the Univer-
sity’s rebuttal brief, the chair of the committee shall present to the President written 
findings of fact and recommendations as to the review of the faculty member’s suspen-
sion or dismissal; copies must at the same time be sent to all parties. 

2. The committee report must contain written findings of fact and a recommen-
dation whether the suspension or dismissal for cause action was warranted based on the 
preponderance of the evidence standard in light of the documented evidence. 

3. The committee’s written findings of fact and recommendation shall be based 
on a simple majority vote and shall record the vote count. 

4. Any dissenting opinions will be included in the written findings of fact and rec-
ommendation. 

5. A complete copy of the record in its entirety shall be maintained by the Office 
of Academic Affairs. 

VIII. President’s Independent Review and Decision 

A. Within ten (10) business days after receipt of the committee’s findings and recommen-
dations, the President, using the preponderance of the evidence standard in light of the docu-
mented evidence, shall issue an independent written decision on the faculty member's formal 
hearing or formal review, with copies to the committee, the faculty member, and the VP/CAO. 

1. If the President determines that a suspension or dismissal for cause is not war-
ranted, the President may still decide to demote the individual’s Rank or remove the 
granting of tenure. If the Faculty member has been granted tenure or holds the Rank 
of professor, then this decision will go to the Board according to Step IX below. Oth-
erwise, if the demotion in Rank is not from the Rank of Professor, then the President’s 
decision is final. The written decision shall state the effective date of the faculty mem-
ber’s return to work and the faculty member will be returned to the status originally 



 

Thomas More University Faculty Policy Manual - pg.  111 

held without any prejudice.  Upon request of the faculty member, a statement by the 
President will be provided to the Faculty General Assembly; 

2. If the President concludes that the administration has established adequate 
cause for a suspension or dismissal by a preponderance of the evidence, but that a sanc-
tion(s) less than suspension or dismissal would be more appropriate, the sanction(s) and 
effective date of the faculty member’s return to work and sanction(s) will be stated in 
the President’s letter with supporting reasons; 

3. If the President sustains the faculty member’s suspension or dismissal, the Pres-
ident’s letter will state the details of the suspension or dismissal, including 

a) For suspensions, the effective date, the length, the terms of the suspen-
sion, the terms of the return to employment, if it is a paid or unpaid suspension, 
and if benefits continue; 

b) For dismissal, the effective date and terms of the dismissal; 

4. If the President determines that additional consideration by the committee is 
necessary, the President will remand the case back to the committee with specifications 
for further findings and recommendations. 

B. The President shall render the final institutional decision on the review of suspension 
for all Faculty members and on the review of dismissal for Faculty members who do not hold 
the Rank of Professor or have been granted tenure. If the faculty member has been granted 
tenure or holds the Rank of Professor, then the President’s decision regarding dismissal will be 
reviewed by the Enrollment, Academic & Student Affairs Committee of the Board of Trustees. 

IX. Board Review of Dismissal of, Demotion in Rank of, or Removal of Tenure from Fac-
ulty Members holding the Rank of Professor or Tenure 

The Board of Trustees will make a final decision about dismissal only if the faculty member has been 
granted tenure or holds the Rank of Professor, about demotion only if the Faculty member holds the 
Rank of Professor.  

The President must file his or her written decision with the chair of the Enrollment, Academic & Stu-
dent Affairs Committee (EASA) within five (5) business days of making his or her decision, copying 
the faculty member, and including the record of the formal hearing or formal review, the Hearing or 
Review Committee’s written findings of fact and recommendations, and the President’s independent 
written decision.  

The review by EASA of the Board of Trustees will be based on the record of the formal hearing or 
formal review, the Hearing or Review Committee’s written findings of fact and recommendations, and 
the President’s independent written decision.  The Enrollment, Academic & Student Affairs Committee 
of the Board of Trustees, at its discretion, may meet with the faculty member or other persons, if 
needed.  Advisors are not permitted to address EASA. 

Note: The President and VP/CAO, as ex-officio members of EASA, shall evaluate the possibility of a 
conflict of interest and, according to Article VIII of the Bylaws of Thomas More University, determine if 
they should abstain from voting on the matter. Similarly, the Faculty General Assembly Chairperson 
and the Faculty Representative to the Board of Trustees should consider the possibility of a conflict of 
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interest and, according to Article VIII of the Bylaws of Thomas More University, determine if they should 
abstain from voting on the matter. 

The Enrollment, Academic & Student Affairs Committee of the Board of Trustees may approve, reject, 
or amend such findings and recommendations and must state the grounds for its action in writing to 
the Hearing or Review Committee, VP/CAO, faculty member, and President.  If EASA decides to 
amend the recommendation, the amendment may reflect a lessening or a strengthening of the recom-
mended action. Upon deciding, EASA will refer the issue to the full board, who in its sole discretion 
will make a final determination in accordance with the procedures outlined in this section. 

2.9.5 Reduction of Faculty Appointments  

A reduction in faculty appointments, resulting in the termination of an appointment with tenure or of 
an untenured ranked faculty member prior to the expiration of an appointment term, may occur as a 
result of financial exigency or the formal reduction or discontinuance of an academic program or de-
partment of instruction. 

2.9.5.1 Financial Exigency 

The Board of Trustees has the responsibility for determining when a state of financial exigency exists 
at Thomas More University. 

The University defines financial exigency as a serious financial condition that threatens the survival of 
the University or of one of its academic programs or departments of instruction.   

In the event the Board of Trustees finds financial exigency and the President is directed to develop a 
plan for remedying the condition, the protection of viable academic programs and of tenured faculty 
appointments shall be a strong priority.  Elimination of an academic program will follow the established 
program review process through the Academic Affairs Committee of the Faculty.  When, in the sole 
discretion of the President, alternative means of addressing the exigency have been exhausted or are 
not practicable, the University may terminate the appointments of tenured or ranked faculty member 
with a non-tenured appointment prior to the expiration of an appointment term.  

The Vice President (CAO) will ask the Faculty Coordinating Committee to create a task force charged 
with advising the Vice President (CAO) and President on the guidelines and criteria, with due consid-
eration of the priorities in Section 2.9.5.3, for recommendations regarding the termination of faculty 
appointments due to financial exigency.  

2.9.5.2 Reduction or Discontinuance of an Academic Program or Department of In-
struction 

A decision to formally discontinue an academic program or department of instruction will be based 
both on historical success as well as future (strategic) opportunities.  The Academic Affairs Committee 
of the Faculty will review program discontinuation based on a recommendation by the Department 
that hosts the program, by the Academic Assessment Committee following a formal program review, 
or by the Vice President (CAO) if the program is not financially viable, persistently lacks academic 
viability, or persistently lacks assessment. The recommendations of the Academic Affairs Committee 
of the Faculty will follow the procedures of Article II Section 5 of the Constitution of the Faculty. 
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If a formal reduction or discontinuance requires a reduction in faculty, the President will charge the 
Vice President (CAO), in consultation with the Faculty Relations Committee, to recommend reduc-
tions in personnel, in accordance with the priorities specified in Section 2.9.5.3. 

2.9.5.3 Priorities 

In developing guidelines and criteria that will guide administrative decision regarding the termination 
of faculty appointments due to a financial exigency or a reduction or discontinuance of an academic 
program or department of instruction, program integrity (including institutional or programmatic ac-
creditation considerations) will be considered paramount in determining termination actions.  Thereaf-
ter, the following priorities will be considered: 

1. Given equal qualifications to teach the department’s courses, a tenured faculty member in the de-
partment being reduced or discontinued will receive priority in retention during reductions in fac-
ulty appointments. 

2. After consideration of appropriate teaching expertise and tenure, faculty members receive priority 
for retention based on criteria including but not limited to the following. The criteria are not listed 
in priority order and shall all be considered. 

a. Broad excellence of performance; 

b. Faculty rank within a given program and seniority within the rank; and 

c. Possession of appropriate skills and credentials (such as a terminal degree) that enable the indi-
vidual to be employed in another department, program, or position at the institution. 

 

2.9.5.4 Notification 

If the University determines to terminate the appointment of a Ranked Faculty member due to a re-
duction in force, written notification of termination for reduction in force will be sent from the Presi-
dent to the faculty member.  The notification may be delivered personally to the faculty member or will 
be considered to have been communicated if delivered to the faculty member’s University address and 
home address on file with Human Resources.  The notice will specify the reasons for such termination, 
the effective date of termination, the faculty member’s right to reinstatement, or retraining (if applica-
ble), and the right to file an appeal. 

In cases of termination of appointment because of financial exigency or reduction or discontinuance 
of a program, Ranked Faculty members will be given written advanced notice or equivalent salary and 
benefits in lieu of notice (or a combination thereof) as University resources permit as follows:  

1. Three (3) months, if the final decision is reached by March 1 (or three (3) months prior to the 
expiration) of the first year of probationary service; 

2. Six (6) months, if the decision is reached by December 15 of the second year (or after nine (9) 
months, but prior to eighteen (18) months) of probationary service; 

3. One (1) year, if the decision is reached after eighteen (18) months of probationary service, or if the 
faculty member has tenure. 
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2.9.5.5 Transfer Eligibility 

Upon termination, the University will make every effort, consistent with its educational mission, to 
relocate tenured faculty to other academic departments within the University, where available.  The 
faculty member must be able to meet the requirements for the position, be appropriately credentialed, 
and approved in accordance with Section 1.2.2 above. 

2.9.5.6 Commitment to Reinstate Terminated Ranked Faculty Members 

The place of the faculty member concerned will not be filled by a replacement within a period of two 
(2) years unless the released faculty member has been offered reinstatement (at no less than the prior 
rank, salary, and tenure status) and at least thirty (30) days in which to accept or decline it.   

The criteria for prioritizing reinstatement are the same as set forth in Section 2.9.5.3. 

2.9.5.7 Appeal 

A tenured faculty member may appeal a proposed termination resulting from a reduction or discontin-
uance pursuant to the Faculty Grievance Policy in Section 2.10.  In such a hearing, the University’s 
determination that a financial exigency exists or that an academic program or department is to be re-
duced or discontinued for the reasons listed in Section 2.9.5.2 will be considered presumptively valid; 
but unlike a typical grievance hearing where the burden of proof rests with the grievant, the burden of 
proof on whether the Reduction of Faculty Appointments Policy and procedures were adhered to will 
rest on the University. 

2.9.6 Exit Interview 

All resigning or retiring faculty members will be asked to complete an exit interview with the Director 
of Human Resources prior to leaving and return all University property prior to leaving.  At that time, 
the faculty member will be informed of any benefit rights and continuation to which he or she is enti-
tled.   

The individual should notify the Director of Human Resources if his or her address changes during 
the calendar year in which the faculty member leaves so that tax information will be sent to the 
proper address. 

2.10 Faculty Grievances 

The University recognizes and endorses the importance of academic fair process and of internal reso-
lution of disputes without fear of prejudice or reprisal. The grievance procedure that follows offers a 
process for Ranked Faculty members to resolve concerns in a non-legal environment.  To that end, 
neither the grievant nor the administration shall be permitted to have legal counsel or advisors actively 
participate in the grievance proceedings. 

Faculty members are encouraged to exhaust all internal processes to resolve their disputes with the 
institution or individuals at the institution; therefore, any Faculty member who takes legal action against 
the institution or individuals at the institution waives their right to follow the grievance procedure on 
matters related to that suit.  

Unless stated elsewhere in this Faculty Policy Manual, a member of the Ranked Faculty shall have the 
burden of proving the case by a preponderance of evidence. 
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No grievant will be penalized, disciplined, or prejudiced for filing a grievance in good faith or for aiding 
another faculty member in the presentation of a grievance.  Faculty members filing grievances with 
reckless disregard for the truth or in willful ignorance of the facts, as determined by the Faculty Coor-
dinating Committee in the Preliminary Inquiry (Section 2.10.3.2), are excluded from protection and may 
be subjected by the Vice President/CAO to disciplinary action, up to and including dismissal. 

Acts or threats of retaliation, threat, or intimidation in response to the filing of a grievance may subject 
the person engaging in such conduct to disciplinary action.  When an episode of such a nature is charged 
by the Grievant, the Faculty Coordinating Committee shall investigate the merits of the allegation.  If 
the committee concludes that an infraction has occurred, it shall forward its findings and recommen-
dations to the President. 

 

2.10.1 Definition of a Grievance 

A grievance is defined as:  

1. An allegation by a Ranked Faculty member (or a group of Ranked Faculty members) that there has 
been a breach, misinterpretation, or misapplication of a University policy or procedure as set forth 
in this Faculty Policy Manual; or  

2. A claimed infringement through administrative actions of the rights of a faculty member as set forth 
in the Faculty Constitution, which include claims pertaining to reappointment, sabbatical, promotion, 
tenure, corrective measures, suspension or dismissal, termination, and academic freedom. 

a. Grievances Alleging Inadequate Consideration: The term “inadequate consideration” refers to 
procedural rather than substantive issues related to the evaluation process.  In specifying inad-
equate consideration as grounds for a grievance, the faculty member may argue, for example, 
that the decision was not arrived at conscientiously, that all evidence which the grievant sub-
mitted was not considered, that relevant sources of evidence were not identified in this Faculty 
Policy Manual and considered by the evaluators, or that irrelevant and improper standards were 
included in the consideration. 

b. Insofar as a faculty member alleges that a decision was based on inadequate consideration, the 
Faculty Coordinating Committee will determine whether the decision was the result of adequate 
consideration in terms of the relevant standards of the University, College, or department as 
applicable.  If, as a result of the grievance hearing, the committee believes that adequate con-
sideration was not given to the faculty member’s qualifications, the committee will not substi-
tute its judgment on the merits in favor of the applicable body or individual that addressed the 
matter in the first instance, but instead will request reconsideration by the body or individual 
that made the decision, indicating the respects in which it believes the consideration may have 
been inadequate. 

This grievance procedure, however, does not apply to the following: 

1. Matters falling within the jurisdiction of other University policies and procedures (i.e., harassment 
and discrimination claims, etc.); 

2. Decisions regarding suspension or dismissal under Section 2.9.4; 
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3. The determination or content of a policy, procedure, rule or regulation appropriately promulgated 
by the administration or governance system; 

4. The routine assignment of University resources (e.g., space, operating funds, parking, etc.); 

5. Normal actions taken or recommendation made by the administration or committee members act-
ing in an official capacity in the grievance process; and 

6. The failure to satisfy the grievant after the grievance process has been completed. 

The present policy is for grievances only within the academic affairs area.  On those occasions when a 
faculty member believes that he or she has been treated unfairly by persons exercising authority in some 
other area of the University or by a fellow employee or student, the faculty member is encouraged to 
use whatever complaint process is available in that other area.  For example, a grievance against a stu-
dent is normally brought pursuant to the Saints Community Standards.  A grievance against a staff 
member is normally brought to the employee’s supervisor or Human Resources through the Staff Dis-
ciplinary Action and Termination Policy.  Moreover, the domain of faculty grievances should be un-
derstood to specifically exclude particular instances of interpersonal conflicts in the workplace; issues 
of interpersonal conflict should be addressed through the faculty member’s supervisor or the Office of 
Human Resources. 

The term grievant shall mean a Ranked Faculty who was, at the time the action giving rise to the griev-
ance arose, employed by the University. 

2.10.2 Initiation of Grievance Complaint 

If the subject of the grievance involves a faculty personnel action matter, the matter shall proceed 
directly to the Faculty Coordinating Committee.  

When the alleged grievance concerns matters other than a recommended faculty personnel action (pro-
motion, tenure, termination, suspension, dismissal, corrective measures), the aggrieved party should 
first try to resolve the matter through informal discussions with the person seen as causing the grievance 
and then, if that does not resolve the matter, the aggrieved party should bring the matter to that person’s 
most direct supervisor as follows: 

2.10.2.1 Referral to the Department or Program Chair 

1. A written complaint must be filed with the faculty Department or Program Chair. 

a. In no case shall the request be filed later than ninety (90) calendar days from the time the 
grievant discovers such issues(s).  

b. The written complaint shall include a description of the perceived grievable issue(s). 

2. A written answer to the complaint must be forthcoming from the Department or Program Chair 
within five (5) business days.   

a. If the matter is satisfactorily resolved at this level, copies of the complaint and the answer shall 
be furnished to the faculty member and retained in the Faculty member’s Faculty Record.  No 
further action will be necessary. 
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b. If the matter is not resolved at this level, the faculty member shall have the right to file, within 
five (5) business days of receipt of the Chair’s response, the written complaint and the Chair's 
answer with the Dean of the respective College. 

2.10.2.2 Referral to the Office of the Dean of the College 

1. Within five (5) business days after the filing of the complaint with the Office of the Dean of the 
College in question, a written answer shall be given to the faculty member.   

a. If the matter is satisfactorily resolved at this level, copies of the complaint and the answer shall 
be furnished to the faculty member and retained in the Faculty member’s Faculty Record.  No 
further action will be necessary.  

b. If the matter is not resolved at this level, the faculty member shall have the right to file, within 
five (5) business days of receipt of the Dean’s response, the complaint and the answers with the 
chair of the Faculty Coordinating Committee.  

2.10.3 Referral to the Faculty Coordinating Committee 

2.10.3.1 General Guidelines 

A grievance referred to the Faculty Coordinating Committee will be addressed by the committee in 
executive session.  Non-voting members will not be present or participate in the committee’s delibera-
tions. 

A grievance shall not be discussed by the party who files the grievance or by any other person directly 
or indirectly involved while it is in the hands of the committee and until the committee has completed 
its work and issued its report. 

If a member of the Faculty Coordinating Committee is a party in any respect to, any complaint that 
comes before the committee, that committee member will remove himself or herself from the consid-
eration of that matter and be replaced by another faculty member chosen by the committee. 

2.10.3.2 Preliminary Inquiry 

1. Upon receipt of the complaint and answers, the chair of the Faculty Coordinating Committee, 
within five (5) business days of the receipt of the documents, shall convene the committee for a 
preliminary inquiry.  The purpose of this inquiry is to determine whether there are reasonable 
grounds to believe that a grievance may exist.  The chair of the committee may call any persons 
who are directly related to or can provide clarification about the grievance to this preliminary inquiry 
for individual questioning by committee members only.  Each party interviewed will be given an 
opportunity to make a final statement after the questioning by the committee is completed. 

2. Within five (5) business days following the concluding day of the preliminary inquiry, the committee 
chair shall send written notification of the committee’s decision to the grievant(s), the appropriate 
department, College Dean(s), Vice President (CAO), and President. 

3. If the committee unanimously agrees that there are insufficient grounds to believe that a grievable 
issue may exist, the request for a formal hearing will be denied and the grounds for the denial shall 
be included in the written notification of the committee’s decision.  The committee’s decision is 
final and concludes the grievance process. 
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4. If one or more voting members of the committee believe that a grievable issue may exist within the 
scope of the complaint, the chair of the committee shall arrange steps for a formal hearing before 
the committee. 

2.10.3.3 Hearings Procedures 

Within three (3) business days of deciding that a formal hearing is to be held, dates for the pre-hearing 
and hearing of the grievance before the Faculty Coordinating Committee shall be given to the con-
cerned parties.  The hearing shall be scheduled and commence between 8 to 15 business days from the 
date of notice that a formal hearing is to be held.   

The President or designated other administrator may modify the timelines set forth in below in extraor-
dinary circumstances and for good cause shown in order to achieve full and fair resolution of the griev-
ance. 

A. Pre-Hearing Meeting 

The committee shall schedule and commence the pre-hearing at least three (3) business days prior to 
the formal hearing. 

1. Purpose: The purpose of the pre-hearing is to: 

a. Simplify the issues; 

b. Effect stipulations of facts;  

c. Provide for the exchange of documentary or other information;  

d. Arrange for appropriate accommodations to be provided by the University for the du-
ration of the hearing; 

e. Achieve such other appropriate pre-hearing objectives as will make the hearing fair, 
effective, and expeditious; and 

f. Hear any challenges brought by the parties regarding the disqualification of a commit-
tee member for bias or a conflict of interest. 

2. Notice: All parties shall be notified of the pre-hearing date and such notice shall include: 

a. A statement as to the appointment and members of the committee; and 

b. A statement of the time, place, and nature of the pre-hearing. 

3. Committee Member Challenges:  

a. A challenge brought by a party to the grievance regarding the disqualification of a 
committee member for bias or a conflict of interest must be submitted on or before 5 
business days of the pre-hearing date. 

b. The Chair of the Faculty Coordinating Committee shall decide any such challenge, 
and the Faculty Coordinating Committee will appoint replacements for each member 
so excused in advance of the hearing date. 

i. If the Chair of the Faculty Coordinating Committee is the individual being 
challenged, they can choose to recuse themselves and the Vice Chair will take 
over.  If the Chair does not recuse themselves, then the Faculty Coordinating 
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Committee shall decide on the challenge to the Chair.  If they decide there is a 
conflict, then they will appoint a replacement and the Vice Chair will take the 
role of the Chair.  If they decide there is not a conflict, then the Chair will re-
main as Chair. 

c. Prior acquaintance or knowledge of the facts of the matter does not, necessarily, con-
stitute a conflict in interest absent a showing of an actual conflict of interest. 

B. Consideration by Faculty Coordinating Committee 

The hearing shall be conducted in executive session pursuant to the following procedures: 

1. It is not intended that the hearing shall adhere to the procedures of a legal court.  The intent is to 
ensure an appropriate academic and social atmosphere.  Accordingly, it is necessary that the proce-
dures followed by the committee be administratively feasible and permit the expeditious adjudica-
tion of the case.  Hence, the committee shall not be bound by formal rules of evidence and proce-
dure. 

2. The chair of the committee shall conduct the proceedings.  

3. The parties to the grievance may elect to be accompanied by one advisor, who may be legal counsel; 
however, that advisor is not permitted to participate in the proceedings or address the committee, 

4. The hearing is closed. Witnesses are permitted only when called. 

5. At least three (3) business days in advance of the hearing, the respective parties shall notify in writing 
the committee and each other of the list of witnesses to be called. 

6. The committee chair shall arrange for an audio recording of the hearing; however, recording failures 
that occur notwithstanding good faith attempts shall not require a delay or affect the validity of the 
proceedings, but in such event the committee chair will prepare a written summary of the hearing.  
The Office of Human Resources shall be the repository of the audio recording, to which the parties 
shall have access.  

7. The burden of proof rests with the grievant by a preponderance of evidence. The exception is when 
an appeal is filed by a faculty member whose appointment has been terminated due to financial 
exigency or a reduction or discontinuance of an academic program or department (see Section 
2.9.5).  In such cases, the University’s determination that a financial exigency exists or that an aca-
demic program, or department is to be reduced or discontinued due to educational considerations 
or insufficient enrollment will be considered presumptively valid; however, the burden of proof on 
whether the Reduction of Faculty Appointments Policy and procedures were adhered to will rest 
on the University by a preponderance of the evidence. 

8. At the hearing, the following process and procedures will be observed: 

a. Call to order: The Chair of the Faculty Coordinating Committee shall call the hearing to order 
and explain the hearing process.  

b. Opening Remarks: Starting with the grievant, each party will be given the opportunity to make 
opening remarks limited to ten (10) minutes each. The purpose of opening remarks is to orient 
the Faculty Coordinating Committee to the nature of the case and to the facts the parties intend 
to establish.  
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c. Grievant's Presentation: At the conclusion of opening remarks, the grievant shall present 
evidence (witnesses and documents, etc.) in support of his or her grievance.  The grievant, as 
well as the committee members, may question the grievant’s witnesses.  The cross examination 
of witnesses, however, is not permitted. The committee expects that the grievant present the 
case within two (2) hours, although the chair may grant additional time in their discretion.  Con-
versely, the committee, at its discretion, may impose reasonable limits on the number of factual 
witnesses and the amount of cumulative evidence that may be introduced.  The grievant may 
reserve a portion of the two (2)-hour presentation time and use it for rebuttal time at the con-
clusion of the respondent’s evidence. If the grievant wishes to reserve rebuttal time, the grievant 
must notify the committee of that fact at the beginning of the Grievant’s Presentation. 

d. Respondent's Presentation: After the grievant concludes his or her presentation, the chair of 
the committee will call for a short break, after which the respondent will present a rebuttal to 
the grievant’s case.  The respondent may present evidence (witnesses, documents, etc.) in sup-
port of his or her allegations.  The respondent, as well as the committee members may question 
the respondent’s witnesses.  The cross examination of witnesses, however, is not permitted. 
The Committee expects that the respondent will present his or her case within 2 hours, although 
the committee may grant additional time in its discretion. Conversely, the committee, at its 
discretion, may impose reasonable limits on the number of factual witnesses and the amount of 
cumulative evidence that may be introduced. 

e. Grievant’s Case in Rebuttal: If the grievant has reserved rebuttal time as provided above, at 
the close of the respondent’s case the grievant may submit evidence limited to rebuttal of the 
respondent’s evidence.  

f. Closing Remarks: At the conclusion of all the evidence, the grievant may make closing re-
marks to the committee, followed by the closing remarks of the respondent. Closing remarks 
shall not exceed fifteen (15) minutes per side.  Since the grievant in most circumstances bears 
the burden of proof, the grievant may also make brief final remarks in response to the respond-
ent’s closing, not to exceed five (5) minutes. 

9. Within five (5) business days of conclusion of the hearing, the Chair of the committee shall present 
to the Vice President (CAO) written findings of fact and recommendations as to the grievance; 
copies must at the same time be sent to the faculty member, the faculty member’s Department 
Chair, and the College Dean(s).  

a. The committee’s written findings of fact and recommendation shall be based on a simple ma-
jority vote.   

b. Any dissenting opinions will be included in the committee’s written findings of fact and recom-
mendation. 

2.10.3.4 VP/CAO’s Independent Review and Decision 

The Vice President (CAO) will make a decision within five (5) business days of the receipt of the com-
mittee’s report. The VP/CAO's decision will be stated in writing and distributed to the grievant, com-
mittee members, appropriate Department Chair, and College Dean(s). 

The VP/CAO shall have the options of: 

1. Accepting the recommendations of the committee;  
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2. Remanding the case back to the committee with specifications for further findings and recommen-
dations; or  

3. Reversing or modifying the recommendations of the committee.  

With the exception of complaints involving the VP/CAO as a party to the grievance, the decision of 
the VP/CAO is final and ends the grievance process. 

2.10.3.5 President’s Independent Review and Decision 

If the action taken by the VP/CAO does not resolve the grievance to the satisfaction of the aggrieved 
faculty member and the VP/CAO was a party to the grievance, the faculty member may appeal the 
action taken by the VP/CAO to the President. 

The President will make a decision within five (5) business days of the receipt of the committee’s report. 
The President’s decision will be stated in writing and distributed to the grievant, committee members, 
appropriate Department Chair, College Dean(s), and VP/CAO. 

The President shall have the options of: 

4. Accepting the recommendations of either the hearing committee or the VP/CAO;  

5. Remanding the case back to the committee with specifications for further findings and recommen-
dations; or  

6. Reversing or modifying the recommendations.  

With the exception of complaints involving the President as a party to the grievance, the decision of 
the President is final and ends the grievance process. 

2.10.3.6 Appeal to Board of Trustees 

If the action taken by the President does not resolve the grievance to the satisfaction of the aggrieved 
faculty member and the President was a party to the grievance, the faculty member may appeal the 
action taken by the President to the Enrollment, Academic & Student Affairs Committee (EASA) of 
the Board of Trustees.  Such written appeal must be delivered via certified mail or electronic-mail to 
the Chair of EASA of the Board of Trustees within five (5) business days of receipt of the President’s 
written decision.  The faculty member’s written appeal must include a brief explanation of why the 
President’s decision was in error. 

The review by EASA will be based on the record of the Faculty Coordinating Committee hearing, the 
committee’s written findings of fact and recommendations, the President’s independent written deci-
sion, the faculty member’s written appeal, and the President’s response to the Faculty member’s written 
appeal.  EASA, at its discretion, may meet with the faculty member or other persons if needed.  Advi-
sors are not permitted to address EASA. 

Note: The President and VP/CAO, as ex-officio members of EASA, shall evaluate the possibility of a 
conflict of interest and, according to Article VIII of the Bylaws of Thomas More University, determine if 
they should abstain from voting on the matter. Similarly, if the Faculty General Assembly Chairperson 
and the Faculty Representative to the Board of Trustees are directly connected to the grievance, they 
too should consider the possibility of a conflict of interest and, according to Article VIII of the Bylaws 
of Thomas More University, determine if they should abstain from voting on the matter. 
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EASA may approve, reject, or amend such findings and recommendations and must state the grounds 
for its action in writing to the Faculty Coordinating Committee, VP/CAO, faculty member, and Presi-
dent.  If EASA decides to amend the recommendation, the amendment may reflect a lessening or a 
strengthening of the recommended action. EASA’s decision is final. EASA may, at its discretion, elect 
to refer the issue to the full board to make a final determination. 

2.10.3.7 General Provisions 

1. The filing or pendency of any grievance under the provisions of this Policy shall not prevent the 
University from taking the action complained of, subject, however, to the final decision on the 
grievance. 

2. In recognition of the fact that the commitment of the University and the grievant to this process is 
necessary in order to achieve its designed objectives, if the grievant seeks resolution of the subject 
matter of a pending grievance in any external forum other than those established in this section, the 
University shall be under no obligation to continue with the process outlined in this Policy. 

3. Failure at any step of this procedure to appeal a grievance to the next step within the specified time 
limits, or such additional period of time as may be mutually agreed upon in writing between the 
grievant and VP/CAO, shall be deemed to be acceptance of the decision rendered at that step.  

4. That, during all stages of these procedures, all parties involved will respect the confidentiality of the 
matter in so far as this is possible and consistent with the proper determination of the matter.  

5. That any hearing conducted as part of these procedures will be conducted informally, but with the 
utmost regard for the obtaining of fair and just results. 

6. If answers are not forthcoming within the stipulated time, the faculty member may move to the 
next step in the procedure without further delay. 
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3.0 Chapter Three: Part-time, Adjunct, and Special Appointment Faculty Person-
nel Policies 

This Chapter is the official statement of policies, responsibilities, duties, rights, and privileges pertaining 
to Part-time, Adjunct, and Special Appointment Faculty.  Part-time, Adjunct, and Special Appointment 
are subject to the provisions of Chapter Three of this Faculty Policy Manual only as indicated herein.  
Moreover, all Part-time, Adjunct, and Special Appointment Faculty members are encouraged to review 
other University, College, and department publications such as the Employee Personnel Policies37, the Cata-
log38, the Student Handbook39, etc., for a complete orientation on University policies. 

3.1 Part-time, Adjunct, and Special Appointment Faculty Rights and Privileges 

Part-time, Adjunct, and Special Appointment Faculty have the rights and privileges as specified below: 

1. Right to attend Faculty General Assembly meetings, as well as College, and department faculty 
meetings, with voice but without vote; 

2. Right to academic freedom (Section 2.1.1.2), including: 

a. Right to teach; 

b. Right to invite guest speakers to lecture in class in accordance with university policy and proce-
dures; 

c. Right to intellectual property unless otherwise contracted as set forth in the University’s Intellec-
tual Property Policy40; and 

3. Provision for rank designation (see Section 1.1.2, 1.1.3, or 1.1.4), but not promotion in rank; 

4. Right to attend University ceremonies; 

5. Right to work in a collegial and professional work environment; 

6. Right to maintain order in the classroom, laboratory, or clinical setting as applicable; 

7. Right to apply for external grants to support scholarship. 

8. Right to have professional performance evaluated on the basis of clearly defined and properly 
promulgated criteria. 

9. Right to refuse to teach for appropriate reasons in consultation with the Chair and Dean (appro-
priate reasons include such factors as evidence that a class cannot be taught in a format that does 
not afford sufficiently frequent student-faculty interaction, inadequate facilities at a site, e.g. lack 
of laboratory equipment needed to support a course, lack of suitable background on the part of 
the faculty member to provide a high quality learning experience for the students, or a work load 
that is already full and cannot absorb additional teaching responsibilities without damaging the 
quality of instruction. This list is not meant to be exhaustive, but simply to provide some specifi-

 
37 https://itwin.thomasmore.edu/Policy/  
38 https://www.thomasmore.edu/academics/registrar/registrar-course-catalogs/  
39 https://www.thomasmore.edu/student-life/current-students/  
40 https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=82  

https://itwin.thomasmore.edu/Policy/
https://www.thomasmore.edu/academics/registrar/registrar-course-catalogs/
https://www.thomasmore.edu/student-life/current-students/
https://itwin.thomasmore.edu/Policy/Home/Policy?policyID=82
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cation to an otherwise vague phrase.) in such contexts, the responsibility to determine if arrange-
ments need to be made to meet student needs rests with the Chair or Dean, in consultation with 
the Vice President (Chief Academic Officer). 

10. Right to redress according to Section 3.5. 

11. Right to attend Faculty Development opportunities at Thomas More University 

12. Right not to be removed from one’s position except in accordance with established procedures 
(See Section 3.4). 

13. Right to notification of reasons for dismissal, if dismissed prior to the termination date of their 
employment agreement; 

14. Right to compensation and eligible benefits. 

15. Right to have any work requested by the institution be covered by an employment agreement sub-
ject to the workload restrictions described in the relevant subsection of Section 2.2.1.1. 

In addition, Part-time Faculty have the right to apply to the Faculty Relations Committee for faculty 
development funds made available to the Part-time Faculty by the Office of the Academic Affairs. 
Those Part-Time Faculty who are on phased retirement (VPRP) from Full-Time Ranked status should 
see Section 2.7.2.1 for their right to participate in the committee structure. 

3.2 Part-time, Adjunct and Special Appointment Faculty Responsibilities 

In addition to those duties and responsibilities related to teaching or clinical instruction as stated in the 
faculty member’s individual term employment agreement, Section 2.2.1 of the Faculty Policy Manual and 
its subsections, and the Part-time Adjunct Faculty Handbook, Part-time, Adjunct, and Special Appointment 
Faculty shall fulfill the following responsibilities41: 

1. To offer courses within the faculty member’s area of professional competence unless there is an 
(are) appropriate reason(s) not to offer such courses (see Section 3.1, item 9); 

2. To foster the aims and objectives of the mission of Thomas More University; 

3. To work in a collegial and professional manner, which includes but is not limited to civility, mutual 
respect, common courtesies, personal accountability; 

4. To utilize the selected Learning Management System (LMS) and student/faculty portal (i.e., 
MyTMU) within all assigned courses in a manner that facilitates effective teaching and learning; 

5. To maintain proficiency in and use the Institution’s official means of communication; 

6. To be fair and impartial in evaluating and grading students; 

7. To engage in performance evaluation of academic and professional duties; 

8. To be present at those official University activities and functions that one is contractually obligated 
to attend;  

9. To maintain and assess student learning in accordance with current policies and procedures; 

 
41 This list is a modification of the list that full-time Faculty are held to by the Faculty Constitution. 
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10. To make reasonable accommodations for students relating to religious observances and disabilities 
disclosed in accordance with the University’s policies; 

11. To abide by the policies, procedures, and standards of conduct of the University as applicable to 
the faculty member’s appointment and assigned duties and responsibilities, including, but not lim-
ited to, those published in the Faculty Policy Manual, the Employee Personnel Policies, the University 
Catalog, and any applicable College or department policy publications; 

12. To cooperate, within the domain of the faculty member's responsibility, with all University author-
ities in the enforcement of University, College, and department policies and regulations, as well as 
participate in any associated compliance training provided or sponsored by the University; 

13. To adhere to the prevailing ethical standards of the faculty member’s discipline(s) or professional 
organization(s); and 

14. To comply with Section 2.1.2  

15. Professional Conduct Responsibilities except Section 2.1.2.4 Outside Employment. 

3.3 Part-time, Adjunct, and Special Appointment Faculty Evaluations 

End of course evaluations are completed by students and managed by the Office of Institutional Re-
search [see Section 2.3.2.2 (1)].  Any other evaluation selected by either the department or the individual 
instructor may likewise be done (and the results may be included in the evaluation and are welcome in 
the Office of Academic Affairs). 

Department Chairs, or their designee, will perform annual evaluations of teaching effectiveness for 
Part-time, Adjunct, and Special Appointment faculty utilizing the teaching effectiveness criteria set 
forth in Section 2.3.1.2. Special Appointment faculty will also be evaluated on any additional responsi-
bilities outlined in their employment agreement. Continuation of faculty status and employment is 
contingent upon the evaluation and Department Chair recommendation.  After reviewing course 
evaluations, course observations, and any materials submitted by the faculty member and after con-
ducting an interview with the faculty member if appropriate, the Department Chair or designee shall 
provide the faculty member with a signed and dated evaluation.  Adjunct faculty should receive the 
Department Chair evaluation immediately after their first course.  Thereafter, the annual evaluations 
should be completed in the semester the faculty member typically teaches.  All evaluations must be 
completed by June 1.  The evaluation is included in the faculty member’s Faculty Record.  

3.4 Dismissal of Part-time Adjunct, and Special Appointment Faculty Before End of Term 

The University reserves the right to dismiss Part-time, Adjunct, and Special Appointment Faculty (“fac-
ulty member”) before the end of the period of appointment based on the College Dean’s determination 
of unsatisfactory performance.  Prior to making this decision, the Dean will consult with the department 
head and may request a class observation with feedback from students.  The Dean will notify the Faculty 
member in writing of the reasons for dismissal and the date of this notice is used to calculate the amount 
of salary to be paid as proportionate to the time actually taught. 

The Dean’s decision may be appealed by the faculty member to the Vice President (CAO). Within 3 
business days of the Dean’s notice of dismissal, the faculty member must initiate the appeal with a 
written statement of complaint forwarded through the Dean to the VP/CAO.  The VP/CAO will 
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consider the appeal and make a decision within seven (7) business days of the date of the faculty mem-
ber’s letter of appeal.  The VP/CAO’s decision is final and no further appeal at the University is avail-
able. 

Note for Adjunct Faculty: Because student enrollment and Ranked Faculty loads may not be deter-
mined until after the date that an Adjunct Faculty member signs an employment agreement, an Adjunct 
Faculty member’s Term agreement is contingent upon sufficient student enrollment for the course to 
be taught and upon that course not being reassigned as part of a Ranked Faculty member’s required 
teaching load.  If there is insufficient course enrollment, the University reserves the right to void the 
Adjunct Faculty member’s employment agreement.  Similarly, if the course is reassigned to a Ranked 
Faculty member to meet that faculty member’s required teaching load, the University reserves the right 
to void the Adjunct Faculty member’s employment agreement. 

3.5 Part-time, Adjunct, and Special Appointment Faculty Complaint Procedure 

A Part-time, Adjunct, or Special Appointment Faculty member who believes the faculty member’s ac-
ademic freedom or other rights delineated in Section 3.1 above have been violated by the administration 
or another faculty member may appeal to the College Dean for resolution of the matter.  Such appeal 
must be filed with five (5) business days of the event giving rise to the appeal.  The Dean’s decision, 
which must be rendered in writing within five (5) business days of receipt of the appeal, may be further 
appealed by the faculty member in writing to the Vice President (CAO).  The appeal to the VP/CAO 
must be filed within three (3) business days of receipt of the Dean’s reply.  The VP/CAO will consider 
the appeal and notify the faculty member in writing with five (5) business days of receiving the appeal 
of the Dean’s decision.  The VP/CAO’s decision is final and no further appeal at the University is 
available. 
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4.0 Amendments to the Faculty Policy Manual 

The policies contained in this Faculty Policy Manual are approved by the Board of Trustees of Thomas 
More University. 

The procedures for amending this Faculty Policy Manual will follow the procedures described in Article 
II Section 5 of the Faculty Constitution.  A “substantive revision or change” is defined as an addition, 
deletion, or revision of a policy or procedure set forth in the Faculty Policy Manual.  When revisions to 
the Faculty Policy Manual involve simple editing for clarity (e.g., updating a change to an administrative 
title or administrative office), the Faculty Coordinating Committee will incorporate the revisions in the 
Faculty Policy Manual and notify the Faculty General Assembly, Vice President (CAO), and President. 

The Board of Trustees, recognizing the inherent right of the faculty to express opinions on potential 
changes in policies relating to professional life and conditions of employment, has agreed to submit in 
writing to the Faculty General Assembly the specific wording of any and all substantive revisions that 
the Board of Trustees itself may propose or endorse.  Any such new proposals will be forwarded to the 
Faculty General Assembly, inviting its response by the second regularly scheduled meeting of the Fac-
ulty General Assembly or other deadline agreed upon by both FCC and the Board of Trustees and 
approved in writing by the Board of Trustees.   

A proposed substantive revision referred by the Board of Trustees (or their designee) that is not re-
sponded to by the Faculty General Assembly within the time prescribed above may, at the discretion 
of the President, move forward to the Board of Trustees without a formal Faculty General Assembly 
recommendation.  In such a case, both the Faculty General Assembly and the President shall have the 
right to provide the Board of Trustees with a written report setting forth their respective positions 
regarding the proposed change or modification. 

Changes in this Faculty Policy Manual do not become effective until the beginning of the next academic 
year, with the exception of amendments approved on an interim basis by the Board of Trustees to 
address a provision of the Faculty Policy Manual identified to be in conflict with federal, state, or local 
law or ordinance or otherwise illegal, invalid or unenforceable (see the Expedited Amendment Proce-
dures below).  

Expedited Amendment Procedure 

If any provision of the Faculty Policy Manual is identified to be in conflict with federal, state, or local law 
or ordinance or is otherwise illegal, invalid or unenforceable to any extent, the remainder of the Faculty 
Policy Manual and the application of the provision in question to persons or circumstances other than 
those to which the provision is improper, shall not be affected.  In addition, the Board of Trustees shall 
act in accordance with the Bylaws of Thomas More University to bring the University into compliance with 
such law, ordinance, or invalidity and the Faculty Policy Manual providing none of these laws are in con-
flict with the mission of the University.  

In those cases, the Board of Trustees shall act in accordance with the Bylaws of Thomas More University to 
bring the University into compliance with such law, ordinance, or invalidity and the Faculty Policy Manual 
providing none of these laws are in conflict with the mission of the University and applicable changes 
will go into effect immediately on an interim basis.  Once revised, the Board will submit the changes to 
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the Faculty Coordinating Committee for review by the Faculty General Assembly.  Any suggested re-
visions recommended by the Faculty General Assembly following its review shall adhere to the amend-
ment procedures above. 

The President or designated administrator and a faculty member or faculty standing committee as may 
be applicable to the situation may agree to modify the timelines or procedures set forth in this Faculty 
Policy Manual in extraordinary circumstances and for good cause shown, in order to achieve full and fair 
evaluations or resolution of disputes. This may include situations in which new information arises dur-
ing a process or procedure, where the designated timelines cannot be met, where modification is re-
quired to comply with federal, state, or local law, or other extraordinary circumstances. The President 
or designated administrator and a faculty member may also agree to mutually resolve any disputes about 
which internal process or procedure applies in a particular case. Any such modifications to process or 
procedures or resolutions of disputes about applicable process shall be final and communicated to the 
parties in writing. 
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5.0 Appendix A: Glossary 

AAUP: American Association of University Professors42 

Assessment:  

Formative: Assessment of performance that provides feedback during the process of development 
with the intention of allowing for growth without punishment for failure.  This is intended to occur 
in a safe space with somewhat private feedback that will not impact the “permanent record”. (Con-
trast with “Assessment, summative”.) 

Summative: Assessment of performance that is judged against a standard intended to be set in a 
“permanent record”.  (Contrast with “Assessment, formative”.) 

Computer: 

Learning Management System (LMS): The learning management system is the online location 
where the course interface is located.  For Thomas More University, the current system is Canvas: 

https://www.thomasmore.edu/academics/canvas-launchpad/ 
https://thomasmoreky.instructure.com/ 

Portal: The computer portal is the online location where faculty, staff, and students can access 
the resources available to them, such as their account, reports, documents and forms, advisee in-
formation, etc.  For Thomas More University, the current system is MyTMU run by Jenzabar: 

https://mytmu.thomasmore.edu/ics 

Student Dashboard: The student dashboard is a website where faculty and staff can access stu-
dent (especially advisees) information and can communicate and coordinate action regarding stu-
dents.  Information available includes transcripts, schedules, Early Alerts, comments by the Office 
of Retention and Financial Aid.  This software accesses the MyTMU portal and was written in-
house: 

https://apps.thomasmore.edu/StudentDashboard/ 

Contact Hour: The descriptions for how to count lab courses and studio courses in the faculty load 
are defined in Section 2.2.1.1 

Employee Personnel File: This file is kept by the Office of Human Resources, is defined in Section 
2.1.1.6, and is distinct from the Faculty Record, the Promotion File, and the Tenure File. 

Faculty Record: This file is kept by the Office of Academic Affairs, is defined in Section 2.1.1.6, and 
is distinct from the Employee Personnel File, the Promotion File, and the Tenure File. 

FCC: Faculty Coordinating Committee.  This Faculty Committee represents the Faculty opinion when 
FGA is unavailable and decides what gets on the agenda of the FGA meetings. 

FGA: Faculty General Assembly.  This is the governing body of the Faculty, overseeing the Faculty 
Committees and comprised of the full-time, Ranked Faculty as defined in the Faculty Constitution. 

Formative Assessment: See “Assessment, Formative” 

 
42 https://www.aaup.org/  

https://www.thomasmore.edu/academics/canvas-launchpad/
https://thomasmoreky.instructure.com/
https://mytmu.thomasmore.edu/ics
https://www.aaup.org/
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FRC: Faculty Relations Committee.  This is the Faculty committee that evaluates promotion and tenure 
as well as directing the faculty development opportunities. 

Dashboard: See “Computer, Student Dashboard” 

LMS: See “Computer, Learning Management System” 

Personnel File: While the Department Chair and College Dean may keep personal notes on individu-
als, the only official files on a faculty member are kept (1) by the Office of Academic Affairs (See 
“Faculty Record”) and (2) by the Office of Human Resources (See “Employee Personnel File”).  The 
contents of these files are defined in Section 2.1.1.6.  These files are distinct from the application file 
submitted for promotion and tenure.  (See also “Promotion File” and “Tenure File”.) 

Portal: See “Computer, Portal” 

Promotion File: When a faculty member applies for promotion, their promotion file contains their 
application as well as any subsequent recommendations as the file is passed up through the chain of 
reviewers (including the Faculty Relations Committee, the Vice President (CAO), and the President, 
and possibly including others as well). (See also “Tenure File”.) 

Reassigned Time: When a full-time (usually in the category of Ranked Faculty, but possibly in the 
other category of Faculty) would normally be spending time teaching, they may agree to an administra-
tive (or other) work assignment that can be negotiated as equivalent to a specific number of courses.  
For example, a Department Chair might be granted the equivalent of one course per academic year of 
reassign-time in lieu of a stipend for their work as Department Chair. 

SACSCOC: Southern Association of Colleges and Schools Commission on Colleges43. This is the body 
that grants accreditation to Thomas More University. 

Student Dashboard: See “Computer, Student Dashboard” 

Summative Assessment: See “Assessment, Summative” 

Tenure File: When a faculty member applies for tenure, their tenure file contains their application as 
well as any subsequent recommendations as the file is passed up through the chain of reviewers (in-
cluding the Faculty Relations Committee, the Vice President (CAO), and the President, and possibly 
including others as well). (See also “Promotion File”.) 

Terminal degree: Highest degree available in the discipline of specialty.  Usually this is the Ph.D., but 
it varies by discipline.  

VP/CAO: Vice President and Chief Academic Officer.  Also written “Vice President (CAO)". 

 

  

 
43 https://sacscoc.org/  

https://sacscoc.org/
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