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SECTION I:  THE FACULTY CONSTITUTION 
 

PREAMBLE 
 

The President’s commission to the Faculty, contained in the April 13, 1965 Faculty Bulletin, sets forth the 
foundation upon which this Constitution has been created. It is the intent of this commission and of this 
Constitution that the Faculty, deliberating under leadership and organization of its own choosing, shall make 
its contribution to the formation of educational policy. It is the assumption of the Faculty Constitution that 
the Faculty constitutes a reserve of collective professional skills and competence that enables it to speak with 
its own responsible voice. 
 

1 MEMBERSHIP AND ORGANIZATION OF THE FACULTY 
 

1.1   MEMBERSHIP IN THE FACULTY 
A member of the Faculty shall be a person who is appointed by the President of the College and who is 
primarily concerned with teaching and kindred academic matters. The term “academic rank” in this section 
shall refer specifically to Professor, Associate Professor, Assistant Professor, or Instructor. The Faculty, 
therefore, includes: 

1.1.1 Teaching and research personnel who hold academic rank and have either full-time or joint 
appointment. 
 

1.1.2 The Dean of the College and all other members of the Board of Administration who have 
academic rank. 

 
1.1.3  Full-time librarians with academic rank. 

 
1.1.4  Commissioned officers of the Military Science Department assigned to full-time teaching          

duties. 
 

1.1.5 College personnel who hold joint appointments as administrators and as Faculty members 
with academic rank. 
 

1.1.6 All others to whom the Faculty explicitly extends membership by a two-thirds majority of those  
present and voting in formal session. 
 

1.1.7 Faculty status is retained by members who are granted medical, sabbatical, or other 
non-disciplinary temporary leaves, and those completing the terms of phased 
retirement.1 
 

1.2   THE FACULTY CHAIR 
The Faculty shall nominate and elect a Chair each year. 
 1.2.1     Qualifications 
  1.2.1.1    The Chair shall have the qualifications stated in [Section I: 2.5], for members of the   

                      Faculty Advisory Council. 

                                                             
1 Approved by the Faculty on March 29, 2016 and by the Board of Trustees on May 13, 2016. 
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   1.2.1.2    A candidate for Faculty Chair shall have demonstrated capacity for leadership and 
                    conciliation. 

1.2.1.3 A candidate shall have a working knowledge of standard parliamentary procedure. 
 
1.2.2     Election of the Faculty Chair 

  1.2.2.1 Nomination and election to the office of Faculty Chair shall follow the procedures  
                                  specified for an electronic ballot2.  [cf. Section I: 1.7.2.1.2 and 1.7.2.2.1] 
  1.2.2.2 Election procedures shall commence after the first regularly scheduled faculty meeting of  
            the second semester and shall precede all other regular elections specified in this  
    Constitution, except the election of the Faculty Personnel Committee. [cf. Section I:  
    1.7.2.5.1] 
 
 1.2.3 Duties and Responsibilities 
  1.2.3.1 The Faculty Chair shall be responsible for the conduct of all Faculty meetings, preparation  
    and presentation of agenda, the publication of minutes and special reports, and the  
    formation of other  committees and special task forces as needed. 
  1.2.3.2 The Faculty Chair shall be an ex-officio member of the Faculty Advisory Council, but may  
    not serve as its Chair. 
  1.2.3.3 In the event of disability, the Faculty Chair shall request the Chair of the Advisory Council  
    to act as temporary Chair of a scheduled faculty meeting. 
  1.2.3.4 The Faculty Chair shall maintain liaison with the President, Dean, and other administrative  
    officers for purposes of advice and information. 
   1.2.3.4.1  Recommendations from the President, Dean, and other administrative officers shall  
     be received and considered by the Faculty in accordance with the provisions of this  
     Faculty Constitution. 
   1.2.3.4.2 Recommendations shall be made by the Faculty to the President and other officers  
     of administration on the basis of a simple majority of faculty members present and  
     voting in formal session. 
  1.2.3.5 The Faculty Chair shall not engage in debate. However, since the Chair is a member  
    of the assembly and may on occasion wish to debate certain questions and to vote  
    upon them, temporarily withdrawing from the office in order to take part in the   
    proceedings is permissible. In that event, the duties of the Chair will fall upon: 
   1.2.3.5.1 The Chair of the Advisory Council 
   1.2.3.5.2 The Parliamentarian 
   1.2.3.5.3 Another member of the assembly nominated and elected from the floor by a  
     simple majority. 
                    Ordinarily, the temporary Chair shall sit until the business is concluded by definitive vote. 
 
1.3   AGENDA FOR FACULTY MEETINGS 
 1.3.1 Individual faculty members may suggest agenda items to the Chair. 
 
 1.3.2 The President or Dean of the College and other administrative officers may suggest items of 
   agenda to the Chair, who shall forward them to the Faculty in its next meeting. 
 
 1.3.3 The several Faculty committees may suggest agenda to the Chair. 

                                                             
2 Amended by the Faculty on March 29, 2016 and approved by the Board of Trustees on May 13, 2016. 
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 1.3.4 The Chair may appoint such faculty personnel as necessary to assist in preparation of agenda. 
   In all cases, final preparation of agenda shall be the responsibility of the Chair of the Faculty. 
 
 1.3.5 Agenda shall be published in advance of all meetings, with copies to the Faculty, President,  
   Dean, and all major administrative officers. All regular and special meetings shall be scheduled 
   far enough in advance to enable the Advisory Council to publish its deliberations on items  
   relevant to the forthcoming agenda, that is, at least one week prior to the meeting. 
 
1.4 CONVENTION OF MEETINGS 
 1.4.1 The Faculty shall convene in regular session at least three times each semester. Such meetings 
   shall be scheduled in advance for the entire year, normally in the fourth, ninth, and   
   fourteenth weeks of each semester, using a time period in the College weekly academic  
   schedule reserved for meetings.3 
 
 1.4.2 A quorum shall consist of those faculty members present at a duly authorized, announced,  
   and publicized Faculty meeting. 
 
 1.4.3 Special Meetings 
  1.4.3.1 Special meetings may be convened by the Faculty Chair. 
  1.4.3.2 It shall be understood that a simple majority of the voting Faculty, meeting in regular or 
    special session, may call a special session and may designate the time and place of  
    meeting and the agenda to be considered. 
  1.4.3.3 The President or any member of the Administration may request the Chair of the Faculty 
    to convene a special meeting and may personally address the Faculty at that time,  
    observing Faculty regulations concerning agenda and discussion and remaining after  
    presentation for a discussion period. 
  1.4.3.4 It shall be further understood that ten percent of the voting Faculty may petition the  
    Chair to convene a special session for the purpose of introducing new business. The Chair 
    shall be obligated by such a petition, and shall acknowledge it in writing within forty-eight 
    hours of receiving it. A special session shall be convened within twenty-one working days. 
  1.4.3.5 The Chair shall give faculty members two weeks’ written notice before convening a  
    special meeting and shall publish the agenda at that time. 
 
 1.4.4 Emergency Meetings 
   The Chair may, but only with the concurrence of the Advisory Council, call an emergency  
   meeting when the business to be considered is judged by the Chair and the Advisory Council to 
   be of sufficient urgency that time does not permit the customary prior notification of the  
   Faculty. But in no case is the Faculty to receive less than forty-eight hours notice in written  
   statement, which shall include agenda. In such instance, the Advisory Council shall not be held 
   liable for prior presentation of pertinent materials. 
 
1.5 ATTENDANCE 
Attendance is incumbent upon all faculty members. Non-voting faculty and members of the administration 
are invited and encouraged to attend and contribute to the deliberative process. 
 
 

                                                             
3 Amended by the Faculty on March 29, 2016 and approved by the Board of Trustees on May 13, 2016. 
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1.6 VOTING4 
 1.6.1 General Principle 
   Although unity, as expressed in a majority vote, does not imply unanimity, a simple majority of 
   greater than 50% of those assembled and voting in formal session (except when the rule of  
   order stipulates a two-thirds agreement) shall be understood to express the judgment,  
   opinion, and will of the Faculty. Any portion of the voting Faculty dissenting from the majority 
   may submit a minority report to the Faculty Chair for transmission to the appropriate   
   administrator. This portion shall identify its total number but not necessarily its individuals. 
 
 1.6.2 Eligibility 
   All members of the Faculty [cf. Section I: 1.1] shall be eligible to vote in a formal meeting of the 
   Faculty. 
 
 1.6.3 Procedures 
  1.6.3.1 The electronic vote shall be the usual method of voting. 
  1.6.3.2 If electronic systems fail to operate properly or circumstances warrant, voting by paper 
    ballot or another alternative may be substituted.  Such an alternative method need not be 
    by secret ballot, but a secret ballot may always be requested as a question of privilege. 
  1.6.3.3 Elections conducted during Faculty meetings shall use paper ballots for voting, while  
    elections conducted outside of Faculty assembly shall normally use electronic ballots.  In 
    either case, elections are conducted by the Nomination and Election Committee when  
    authorized either by this Constitution, or by a vote of the Faculty assembled, or by the  
    Faculty Advisory Council. 
 
1.7 ELECTIONS5 
 1.7.1 General Rules 
  1.7.1.1 All elections of the Faculty shall be decided by simple majority (greater than 50%) of  
    those eligible and voting. 
  1.7.1.2 A list of nominees shall be prepared by the Nomination and Election Committee. When 
    prepared for a vote of the Faculty assembled, the list of nominees should be distributed 
    to the Faculty at least five (5) days prior to the meeting at which elections are held. 6 
  1.7.1.3 In all cases when a simple majority is lacking after the first ballot, run-off ballots shall be 
    conducted until a simple majority (greater than 50%) is reached. 
  1.7.1.4 All ballots shall be prepared and tabulated by the Nomination and Election Committee  
    except those concerned with the committee itself. 
 
 1.7.2 Election procedures 
  1.7.2.1 Two methods of election are typically conducted:  a vote of faculty assembled at an  
    official Faculty meeting, and a vote outside of Faculty meetings. 
   1.7.2.1.1 Both methods follow the procedures given above for the resolution of a motion  
     [Section I: 1.6]. 
   1.7.2.1.2 Voting shall be conducted only during the regular academic year at times when the 
     College is in session.  Notice of elections shall be sent to all faculty members eligible 

                                                             
4 Amended by the Faculty on March 29, 2016 and approved by the Board of Trustees on May 13, 2016. 
5 Amended by the Faculty on March 29, 2016 and approved by the Board of Trustees on May 13, 2016. 
6 Approved by the Faculty Assembly on April 16, 1994. 
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     to vote.  The results of elections shall be published by the Nomination and Election 
     Committee. 
  1.7.2.2 The list of nominees shall always be validated before the election is held. To validate a  
    nomination is to secure a formal acceptance to assure that, if elected, the nominee will 
    serve. Unless otherwise stated in this Constitution an oral acceptance is sufficient. 
    Two procedures shall be used in preparing the lists of nominees. In the one procedure, 
    the Nomination and Election Committee acts merely as a computing group, in the other, 
    as a nominating group. 
   1.7.2.2.1 The Committee acts as a computing group when it merely secures and validates  
     nominations made by the Faculty at large and then proceeds to conduct the election 
     with this list of nominees. The Committee shall always act as a computing group  
     when it conducts an electronic vote.  
   1.7.2.2.2 The Committee acts as a nominating group when it presents to the Assembly a list of 
     its own nominees. This list may exceed the number of vacancies and may be added 
     to by nominations from the floor. 
  1.7.2.3 Run-off ballots 
    In order to secure a simple majority (greater than 50%) for all vacancies, it may be  
    necessary to conduct a  run-off ballot. In such cases, the run-off slate shall be determined 
    in the following manner. 
   1.7.2.3.1 In the case of one vacancy, the two nominees receiving the highest number of votes 
     shall be entered in the run-off. 
   1.7.2.3.2 In all other cases, the run-off ballot shall contain a number of candidates equal to  
     twice the number of vacancies minus one. The names included shall be on the basis 
     of the number of votes received in the previous ballot. 
  1.7.2.4 Elections to new committees 
    When new committees are formed, the terms of office are assigned on the basis of the 
    number of votes received. The longest term of office shall be assigned to the person  
    receiving the highest number of votes, the next longest term shall be assigned to the  
    person receiving the next highest number of votes, etc. 
  1.7.2.5 Regular and Emergency Elections 
   1.7.2.5.1 Regular Elections 
     With the exception of the Faculty Personnel Committee, unless otherwise   
     stipulated by the Constitution, elections to all committees shall take place   
     by electronic ballot in the spring of the year, following the election of the Faculty  
     Chair and the Faculty Advisory Council.  [cf. Section I: 1.2.2.2 and 2.6.2] The Faculty 
     Personnel Committee shall be elected at the first regularly scheduled Faculty   
     meeting of the second semester, before any other regular elections take place. 
   1.7.2.5.2 Emergency Elections 
     When interim vacancies occur, the Nomination and Election Committee, or the  
     Faculty Advisory Council, whichever the Constitution stipulates, shall proceed to  
     fill them as expeditiously as possible. If the interim vacancy will be less than one  
     full academic year, the committee chair may appoint a replacement for the   
     remainder of  the vacancy. This provision empowering appointment by the   
     committee chair does not apply to the Faculty Personnel Committee. 
     A faculty member who temporarily vacates an elected or appointed committee  
     position shall, upon return to active service at the College, be given an opportunity to 
     complete the service time remaining from the original term.  This provision applies to 
     all faculty committees except the Faculty Personnel Committee. 
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1.8 PARLIAMENTARIAN 
The Faculty Chair shall select a Parliamentarian. The Parliamentarian shall serve as advisor to the Chair on 
questions of parliamentary procedure. 
 
1.9 RULES 
The Standard Code of Parliamentary Procedure, current edition, by Alice Sturgis, revised by the American 
Institute of Parliamentarians (New York: McGraw-Hill), shall prevail. 7  Special rules may be added by a two-
thirds majority of the Faculty present and voting in formal session. Special rules shall supersede ordinary 
parliamentary rules in all point to which they relate. 
 
 

2 THE FACULTY ADVISORY COUNCIL 
 
2.1 MEMBERSHIP 
The Faculty shall nominate and elect five members. The Dean of the College and the Chair of the Faculty shall 
be ex-officio members of the Council. The Council shall elect its own Chair from among the five elected 
members. 
 
2.2 SECRETARY8 
The Faculty Advisory Council shall, in consultation with the Faculty Chair, enlist a colleague with faculty status 
to serve as Faculty Secretary. 
 2.2.1   The Faculty Secretary shall be an ex officio, non-voting member of the Faculty Advisory  
   Council. 
 2.2.2 Duties of the Faculty Secretary 

• Attend all regular and special meetings of the Faculty Advisory Council 
• Record minutes of the Council meetings and distribute minutes to Council 

members and the Faculty Chair 
• Attend all regular and special meetings of the Faculty 
• Record minutes of the Faculty meetings and distribute minutes to Council 

members and the Faculty Chair, who will post the Faculty meeting minutes in 
an electronic location to which all faculty have access 

• Create a separate Handbook Additions Report summarizing all actions taken at 
a Faculty meeting that result in changes to the Faculty Handbook.  This report 
shall be distributed to Council members and the Faculty Chair, who will post 
the report in an electronic location to which all faculty have access.  This report 
shall be the basis for Faculty Policy Committee review of the legislation. 

 
 
2.3 DUTIES AND RESPONSIBILITIES 
It shall be the duty of the Faculty Advisory Council to act as a resource committee for the Faculty. It shall 
study all issues presented to it, identify alternatives, and inform the Faculty of its deliberations and findings. 
The Council shall provide materials for debate by the Faculty, but shall not itself represent the opinion of the 

                                                             
7 Amended by the Faculty on October 22, 2002, and by the Board of Trustees on October 25, 2002. 
8 Approved by the Faculty on March 29, 2016 and by the Board of Trustees on May 13, 2016. 
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Faculty as a whole. All finding of the Council, both majority and minority, shall be reported directly back to 
the Faculty. During Faculty meetings, the Council shall sit as a panel, so as to facilitate exchange of ideas and 
information. 
 
2.4 AUTHORITY 
The Faculty Advisory Council shall have no authority beyond that which resides in the Faculty. The Council 
shall not be a legislative body and shall have no power of decision or representation. 
 
2.5 QUALIFICATIONS FOR MEMBERSHIP 
 2.5.1 Candidates must have enjoyed voting rights in the Faculty for a period of one year before  
   being eligible for election. 
 2.5.2 Candidates shall agree to acquire working knowledge of: 
  2.5.2.1 The primary governing documents of the College 
  2.5.2.2 Divisional structures 
  2.5.2.3 Admission policies and procedures 
  2.5.2.4 Student Personnel policies 
  2.5.2.5 Administration policies 
 2.5.3 Council members may be excused from other faculty committees and assignments at their  
   own request. 
 2.5.4 Council members may be reelected. 
 
2.6 ELECTION TO THE FACULTY ADVISORY COUNCIL 
 2.6.1 Nomination and election to the Faculty Advisory Council shall follow the procedures specified 
   for a mail or electronic ballot. [Section I: 1.7.2.1.2 and 1.7.2.2.1] 
 2.6.2 The Nomination and Election Committee shall initiate election procedures for the Faculty  
   Advisory Council immediately after the election of the Faculty Chair. [cf. Section I: 1.2.2] 
 2.6.3 The term of office shall be for two years, with two and three members being replaced in  
   alternate years. 
 
2.7 CONVENTION AND FREQUENCY OF MEETINGS 
The Faculty Advisory Council shall meet with such frequency and at such times and in such manner as shall be 
determined by its membership. 
 
2.8 LIAISON WITH FACULTY 
 2.8.1 The Faculty Advisory Council may call upon any member of the Faculty for information, advice, 
   opinions, technical assistance, and specialized knowledge or skills that it deems necessary to 
   the thorough treatment of an item of Faculty business. 
 2.8.2 The Council shall make its deliberations on old business available to the Faculty at least one 
   week before the Faculty considers these matters in formal session. 
 2.8.3 The Chair of the Faculty Advisory Council shall be charged with responsibility for the Council’s 
   activities. All reports and presentations of material shall be made directly back to the Faculty 
   by the Chair of the Council and its members. 
 
2.9 LIAISON WITH ADMINISTRATION 
The Faculty Advisory Council shall not be a body superior to the Faculty, nor shall it function in an advisory 
capacity to the Dean or other officers of administration. Therefore, the Council shall be forbidden to express 
any Faculty opinion, or any consensus, that might be construed as thought or act on behalf of the Faculty. 
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Any administrator may seek Faculty consensus by addressing the Chair of the Faculty, who will then turn to 
the Faculty itself for resolution of the question. 
 
2.10   AGENDA FOR FACULTY ADVISORY COUNCIL MEETINGS 
 2.10.1 The Faculty in session shall provide the Faculty Advisory Council with items of agenda. 
 2.10.2 Individual faculty members may suggest items of agenda to members of the Council. 

2.10.3  The Advisory Council shall formulate its own agenda. 
 
 

3 THE FACULTY POLICY COMMITTEE 9 
 

3.1 FUNCTION 
The Faculty Policy Committee shall attend to issues concerning policy enactments, faculty governance, and 
due process procedures, particularly as relates to the Faculty Handbook. The Committee will ensure that all 
official changes to the Handbook are properly entered and that an archive of important faculty documents is 
maintained. 
 
3.2 MEMBERSHIP 
The Faculty shall nominate and elect four tenured members. Terms will be three years unless the Committee 
requests a shorter term for an incoming member to ensure, if possible, that not more than two members will 
be likely to be replaced in any single year. The Committee shall elect its own Chair, who will serve for a one-
year term, renewable. The Faculty Chair will serve as an ex-officio (non-voting) member of the Committee. 
 
3.3 RESPONSIBILITIES 
 3.3.1 All members of the Committee must be or become thoroughly familiar with the Faculty  
   Handbook, the precedents and practices of interpretation and procedures established at the 
   College, and A.A.U.P recommendations of faculty governance and due process. 
 3.3.210 The Committee shall review the published Handbook Additions Report of the Faculty Secretary 
   containing all motions approved by the Faculty which affect the Faculty Handbook.  Before the 
   next regularly scheduled Faculty meeting, the Faculty Policy Committee shall complete their 
   review and take action as follows: 
  3.3.2.1 If the approved motion requires no substantive changes and its insertion into a specific 
    location within the Handbook is unquestioned, the Faculty Policy Committee shall  
    forward the finalized Handbook changes to the Office of the Associate Academic Dean for 
    insertion into the Faculty Handbook. 
  3.3.2.2 If the motion approved by the Faculty creates substantive issues regarding language or 
    location within the Faculty Handbook, the Faculty Policy Committee shall forward its  
    concerns to the Faculty Advisory Council for further review by the Faculty. 
 3.3.3 The Faculty Policy Committee shall attend to the committees upon which faculty serve and  
   may offer recommendations or suggestions to the persons or bodies with primary   
   responsibility for appropriate number and proportion of elected faculty representatives and 
   consider whether ex-officio members should serve as voting or consultative members. It shall 
   recommend the creation of committees, or, in the interest of efficiency, the abolition of or  
   consolidation of committees upon which the Faculty serve. 

                                                             
9 Approved by the Faculty on November 27, 2007. 
10 Approved by the Faculty on March 29, 2016 and by the Board of Trustees on May 13, 2016. 
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 3.3.4 The Committee will be a resource to the Faculty Chair and the Dean of the College in   
   interpreting the Faculty Handbook. It shall inform the Faculty Chair when the policies of the 
   Handbook, relevant A.A.U.P. guidelines, or the governance traditions of the College are not  
   being followed. As a general practice, the Committee will maintain close communication with 
   the Faculty Chair and the Dean of the College so that they are aware of the policy, procedural, 
   or governance issues being discussed. 
 3.3.5 The Committee will provide oversight for all due process procedures relating to faculty and not 
   under the purview of other established committees. These include procedures relating to  
   issues that arise in the context of College-wide policies as they apply to faculty, for example, 
   the Sexual Harassment Policy, the Consensual Relationships Policy. 
 
3.4 ELECTION TO THE FACULTY POLICY COMMITTEE 
The Nominations and Elections Committee shall initiate election procedures for the Faculty Policy Committee 
at the same time that it initiates elections to the Faculty Advisory Council, immediately after the election of 
the Faculty Chair. 11 
 
 

4 NOMINATION AND ELECTION COMMITTEE12 
 

4.1 MEMBERSHIP 
The Committee shall consist of three members who shall be nominated by the Faculty at large and validated 
by the Faculty Advisory Council. Candidates shall have enjoyed voting rights in the Faculty for a period of one 
year. Two members shall constitute a quorum of the Committee. Members shall be elected for three-year 
terms, with one member being replaced annually. 
 4.1.1  When an interim vacancy occurs, the Committee may continue to function, but the Faculty  
   Advisory Council shall hold a special election to fill out the unexpired term. 
    
4.2  FUNCTION 
It shall be the function of this Committee to conduct elections according to the procedures specified in 
[Section I: 1.7]. 
 

5    FACULTY COMMITTEES13 
 
5.1 CONSTITUTION OF COMMITTEES 
Committees shall be constituted and administered by the Faculty in accordance with the Faculty Constitution 
and the amended College By-Laws [Section V: 12]. The functions, plans, and purview of faculty committees, 
where they are not specified in the Constitution, shall be determined by the committees themselves in 
conjunction with the Faculty Advisory Council. Such plans and formulae of operation shall be submitted to 
the Faculty for any necessary amendment and approval. 
 
 
 

                                                             
11 Approved by the Faculty on November 27, 2007 and by the Board of Trustees on February 8, 2008. 
12 Approved by the Faculty on March 29, 2016 and by the Board of Trustees on May 13, 2016. 
13 Approved by the Faculty on March 29, 2016 and by the Board of Trustees on May 13, 2016. 
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5.2 REPRESENTATION 
In the context of St. Norbert College government, the term “representative of the Faculty” is defined as 
follows: 
 5.2.1 A person whose competence and judgment are widely respected by academic colleagues. In 
   the case of the Faculty Personnel Committee, the person must be tenured and have been  
   employed for two years full-time with faculty status at St. Norbert College. 
 5.2.2 A person who is committed to maintaining the prerogatives of the Faculty as provided for in 
   the Faculty Constitution, the Faculty Policy Statement, and the By-Laws of St. Norbert College. 
 5.2.3 A person whose function is primarily to provide a liaison between the Faculty and an outside 
   group, both by bringing to the attention of that group the decisions of the Faculty and by  
   reporting to and seeking action by the Faculty on any matters of concern to it, whether these 
   be statutory or informational. 
 
5.3 ELECTION OF REPRESENTATIVES 
When representatives of the Faculty are to be elected to College committees, they shall be elected according 
to the norms specified in [Section I: 1.7]. 
 
 

6 AMENDMENT OF FACULTY CONSTITUTION 
 

6.1 AMENDMENT ORIGINATION 
Proposals for amendment of the Constitution may originate from the floor during formal session. However, 
no proposal for amendment may be voted on during the meeting in which it is made. 
 
6.2 AMENDMENT CONSIDERATION 
Proposals for amendment shall be automatically referred to the Faculty Advisory Council for study and 
consideration. Within the same term, or in the first meeting of the following term, the Council shall report its 
recommendations to the Faculty. 
 
6.3 AMENDMENT APPROVAL 
An amendment shall become effective upon passage by a two-thirds majority of the faculty present and 
voting in formal session. 
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SECTION II:  THE FACULTY POLICY STATEMENT 

 
1 ACADEMIC FREEDOM14 

 
The College has adopted the American Association of University Professors (AAUP) statement on academic 
freedom, as defined in the 1940 Statement of Principles on Academic Freedom and Tenure. According to the 
AAUP: 
 
The purpose of this statement is to promote public understanding and support of academic freedom and 
tenure and agreement upon procedures to assure them in colleges and universities. Institutions of higher 
education are conducted for the common good and not to further the interest of either the individual 
teacher or the institution as a whole. (The word “teacher” as used in this document is understood to include 
the investigator who is attached to an academic institution without teaching duties.) The common good 
depends upon the free search for truth and its free exposition. 
 
Academic freedom is essential to these purposes and applies to both teaching and research. Freedom in 
research is fundamental to the advancement of truth. Academic freedom in its teaching aspect is 
fundamental for the protection of the rights of the teacher in teaching and of the student to freedom in 
learning. It carries with it duties correlative with rights. 
 
Tenure is a means to certain ends; specifically: (1) freedom of teaching and research and of extramural 
activities, and (2) a sufficient degree of economic security to make the profession attractive to men and 
women of ability. Freedom and economic security, hence, tenure, are indispensable to the success of an 
institution in fulfilling its obligations to its students and to society. 
 
ACADEMIC FREEDOM 
a. Teachers are entitled to full freedom in research15  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 their subject. Limitations of 
academic freedom because of religious or other aims of the institution 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 institutional 
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 their 
institution by their utterances. Hence they should at all times be accurate, should exercise appropriate 

                                                             
14 The AAUP Statement is published in the Faculty Handbook by vote of the Faculty on November 30, 2004, and vote of 
the Board of Trustees on February 11, 2005.  Although many of the policies and procedures specified in this document 
are based upon those recommended by the American Associate of University Professors and other organizations, St. 
Norbert College declares that its policies are independent of any agency and that it cannot be bound by interpretations 
of its policies suggested by such an agency.  St. Norbert College expressly retains the right to interpret and apply its 
policies and procedures consistent with the basic philosophy of the College. 
15 The principles and procedures specifically governing research at the College may be found in the Procedures and 
Information Section of the Faculty Handbook [Section IV]. 
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restraint, should show respect for the opinions of others, and should make every effort to indicate that they 
are not speaking for the institution. 
 
 

2 A.A.U.P. STATEMENT ON PROFESSIONAL ETHICS16 
 
Introduction 
From its inception, the American Association of University Professors has recognized that membership in the 
academic profession carries with it special responsibilities. The Association has consistently affirmed these 
responsibilities in major policy statements. Providing guidance to professors in such matters as their 
utterances as citizens, the exercise of their responsibilities to students and colleagues, and their conduct 
when resigning from an institution or when undertaking sponsored research. The Statement on Professional 
Ethics that follows sets forth those general standards that serve as a reminder of the variety of 
responsibilities assumed by all members of the profession. 
 
In the enforcement of ethical standards, the academic profession differs from those of law and medicine, 
whose associations act to ensure the integrity of members engaged in private practice. In the academic 
profession the individual institution of higher learning provides this assurance and so should normally handle 
questions concerning propriety of conduct within its own framework by reference to a faculty group. The 
Association supports such local action and stands ready, through the general secretary and the Committee 
on professional Ethics, to counsel with members of the academic community concerning questions of 
professional ethics and to inquire into complaints when local consideration is impossible or inappropriate. If 
the alleged offense is deemed sufficiently serious to raise the possibility of adverse action, the procedures 
should be in accordance with the 1940 Statement of Principles on Academic Freedom and Tenure, the 1958 
Statement on Procedural Standards in Faculty Dismissal Proceedings, or the applicable provisions of the 
Association’s Recommended Institutional Regulations on Academic Freedom and Tenure.  
 
THE STATEMENT 
1. 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. 
 
2. 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 discriminatory treatment of students. They 
acknowledge significant academic or scholarly assistance from them. They protect their academic freedom. 
 

                                                             
16 This statement was approved by the A.A.U.P. Committee on Professional Ethics, adopted by the Association’s Council 
in June 1987, and endorsed by the Seventy-third Annual Meeting.  Published in the Faculty Handbook by vote of the 
Faculty on November 30, 2004, and the Board of Trustees on February 11, 2005. 



The Faculty Handbook – St. Norbert College                                             Section II:  The Faculty Policy Statement 
 

13 | P a g e  
 

3. As colleagues, professors have obligations that derive from common membership in the community 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 objective in their professional judgment of 
colleagues. Professors accept their share of faculty responsibilities for the governance of their institution. 
 
4. 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 regulations do not 
contravene academic freedom, they maintain their right to criticize and seek revision. Professors give due 
regard to their paramount responsibilities within their institution in determining 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.  
 
5. As members of their community, professors have the rights and obligations of other citizens. Professors 
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 of speaking or acting for their college or university. As citizens engaged in a 
profession that depends upon freedom for its health and integrity. Professors have a particular obligation to 
promote conditions of free inquiry and to further public understanding of academic freedom. 
 
 

3 FACULTY RESPONSIBILITIES 
 
3.1 The Faculty has primary responsibility for such areas as curriculum, the matter and methods of 
instruction, research, Faculty status, those aspects of student life which relate to the educational process 
(including athletics), requirements for the degrees offered by the College, determination of when the 
requirements have been met, and recommending to the President and Board of Trustees the granting of 
degrees thus achieved. This responsibility is subject only to the final authority vested in the Board of Trustees 
or delegated by it to the President of the College as set forth in the By-Laws of St. Norbert College [Section V:  
4.1 and 8]. 
 
3.2 The College has adopted as guiding principles of its own policy the 1987 Statement on Professional 
Ethics of the AAUP. [See Kreiser, B. Robert (1990). “Professional ethics.” Policy Documents & Reports (pp. 73-
77). AAUP: Staff Editor.] 
 
3.3 An important premise supporting the educational program at St. Norbert College is that education 
involves more than the classroom experience, which is only one of several ways a student may achieve 
intellectual and cultural growth. Faculty members are required, therefore, to devote time over and above 
that spent in the classroom to such other processes of learning as research, other scholarly responsibilities, 
helping in the academic advising of students, and serving on committees. Faculty should post at least two 
hours of student office hours per week during the semester. 17 
 
3.4 The College also subscribes to the principles enunciated in the Joint Statement on the Rights and 
Freedoms of Students and expects all members of the Faculty to be cognizant especially of sections of this 
document on student rights in the classroom and student records and to follow the guidelines set down 

                                                             
17 Amended by the Faculty on November 30, 2004, and the Board of Trustees on February 11, 2005. 
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therein in their own relations with the students in and out of the classroom. These sections are reprinted in 
the Procedures and Information section of this Handbook [Section IV:  24]. 
 
3.5 The faculty member, by signing a contract with St. Norbert College, agrees to abide by all current 
procedures, regulations, and rules of the College.  
 
 

4 APPOINTMENTS, NON-RENEWAL, AND RESIGNATIONS 
 
4.1  CONTRACTS18 
 4.1.1  The terms and conditions of the employment of all faculty members at St. Norbert College,  
   regardless of rank or discipline, are described in the Faculty Handbook, which is the guiding  
   document in all such matters. 
    4.1.2  The terms and conditions of an initial appointment to teach at St. Norbert College shall be  
   presented in a written offer letter, signed by an authorized representative of the College and 
   by the faculty member. The terms of the offer letter will be approved by the President of the 
   College after consultation with the Dean of the College who, in turn, will have consulted with 
   the appropriate School Dean or Divisional Associate Dean. 
   4.1.3   Initial and continuing appointments with non-tenured and tenured members of the Faculty 
   shall be for a single academic year. The terms of appointments for courses taught outside the 
   regular semester schedule shall be formalized in separate memorandums, signed by an  
   authorized representative of the College and by the faculty member. 
  4.1.4    Notices of continuing appointment for the upcoming academic year shall be distributed by  
   March 15. These notices shall contain the start and end dates of the new academic year, the 
   faculty member’s tenure status, academic rank, and salary in effect at the start of the new  
   academic year. 
 
4.2  STATEMENT OF TERMS OF APPOINTMENT 
 4.2.1 The terms and conditions of every appointment to the Faculty will be stated or confirmed in 
   writing, and a copy of the appointment document will be supplied to the faculty member. Any 
   subsequent extensions or modifications of an appointment, and any special understandings, or 
   any notices incumbent upon either party to provide, will be confirmed in writing and a copy 
   will be given to the faculty member.  
 4.2.2 With the exception of special appointments clearly limited to a brief association with the  
   institution, and reappointments of retired faculty members on special conditions, all full-time 
   appointments to the rank of instructor or higher are of two kinds: (1) probationary   
   appointments; (2) appointments with continuous tenure. 
 4.2.3 All persons appointed to fill a tenure-track position shall be informed of their eligibility for  
   tenure and the time-line for their acquisition of tenure in their initial letter of appointment. 
 4.2.4 Continuation of a non-tenured faculty member’s appointment will be based on the fulfillment 
   of any special conditions attached to the appointment, the annual evaluation by the Associate 
   Dean and the Dean of the College [according to Section IV: Procedures and Information], and 
   the academic staffing needs of the College as a whole.  
 
 
 

                                                             
18 Approved by the Faculty on December 1, 2015 and by the Board of Trustees on May 13, 2016. 
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4.3  PROBATIONARY APPOINTMENTS 
 4.3.1 Probationary appointments may be for one year, or for other stated periods, subject to  
   renewal and provisions for permanent tenure. 
 4.3.2 The faculty member will be advised, at the time of initial appointment, of the substantive  
   standards and procedures employed in decisions affecting renewal and tenure. The faculty  
   member will be advised of the time when decisions affecting renewal or tenure are ordinarily 
   made, and will be given the opportunity to submit material which, in the opinion of the faculty 
   member, will be helpful to an adequate consideration of the circumstances.  
 4.3.3 Regardless of the stated term or other provisions of any appointments, written notice that a 
   probationary appointment is not to be renewed will be given to the faculty member in   
   advance of the expiration of the appointment as follows: 
  4.3.3.1 Not later than March 1 of the first academic year of service if the appointment expires at 
    the end of that year; or, if a one-year appointment terminates during an academic year, 
    at least three months in advance of its termination. 
  4.3.3.2 Not later than December of the second academic year of service; if the appointment  
    terminates during the academic year, at least six months in advance of its termination. 
  4.3.3.3 At least ten months before the expiration of an appointment after two or more years of 
    service at the institution. 
 4.3.4 When a decision not to renew an appointment has first been reached, the faculty    
   member involved will be informed of that decision by the body or individual making the  
   initial recommendation or decision, and, if it is requested, the reasons which contributed  
   to that decision will be made known to the faculty member. The faculty member may   
   request reconsideration by the body or individual making the initial recommendation or  
   decision. 
 4.3.5 If the faculty member so requests, the reasons given in explanation of the non-renewal will be 
   confirmed in writing. 
 4.3.6 Insofar as the faculty member alleges that a decision against renewal involved procedural  
   irregularities, the Faculty Review Committee will consider the faculty member’s allegation and 
   will determine whether the decision was consistent with the relevant procedures of the  
   institution. The Review Committee will not substitute its judgment on the merits of the case 
   for that of the recommending or deciding body. If the Review Committee believes that the  
   allegation has merit, it will request reconsideration. It will provide copies of its findings to the 
   faculty member and the President or other appropriate administrative officer. 
 
4.4  JOINT APPOINTMENTS 19 
A joint appointment is a full-time or four-thirds time tenure track position held equally by two persons who 
divide teaching duties between them. The position is normally in a single discipline but may be in different 
disciplines, depending on the needs of the College. The salary is based on a full-time schedule; in the case of 
a four-thirds contract, the salary will be four-thirds of a full-time contract. Each joint appointment faculty 
member is expected to satisfy all non-teaching duties, such as student advisement, committee work and 
community activities, at the same level as full-time faculty. This level of involvement in non-teaching duties is 
in accord with the full-time status and resources available to joint appointment faculty members, as stated 
below. 
 
Joint appointment contracts entitle their holders to all fringe benefits available to full-time faculty. Because 
each joint appointment faculty member is expected to remain professionally active, and in recognition of the 

                                                             
19 Approved by the Faculty on October 29, 1991. 
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need to have available the conditions related to effective scholarly teaching, items such as office space, 
secretarial services, eligibility for travel funds and research grants, and other standard resources will be 
provided as though each faculty member were full-time. Each joint appointment faculty member will be 
eligible for sabbatical leaves on the same schedule as any full-time member of the Faculty and at a salary 
proportionate to his or her share of the full-time contract. Each will also be eligible for the same level of 
financial support for sabbaticals as any other full-time faculty member. Each joint appointment faculty 
member will be a member of the Faculty assembly and will enjoy voting rights in that body. 
 4.4.1 There are three ways of initiating a request for a joint appointment position. 
  4.4.1.1 Two individuals may jointly apply for one tenure-track position. 
  4.4.1.2 A probationary faculty member currently holding a tenure-track position may request  
    that the position be divided into two separate and independent, but equal positions. 
  4.4.1.3 A tenured faculty member may request that the position be divided into two separate  
    and independent, but equal positions.   For any of the above procedures to apply to a  
    joint appointment in two different disciplines, the needs and flexibility of the two   
    disciplines, as judged by the respective disciplinary Faculties, Associate Dean(s) and Dean 
    of the College would have to be such as to make a joint appointment feasible. 
 4.4.2 In the event of [4.4.1.1, above], both candidates must undergo the search and interview  
   process, and both must receive the support of the search committee. 
 4.4.3 In the event of [4.4.1.2 or 4.4.1.3, above], the current holder of the tenure-track position will 
   submit a written request to the Academic Dean indicating a desire to divide the one position. 
  4.4.3.1 The faculty member will provide the Dean with a vita of the potential joint appointment 
    individual. 
  4.4.3.2 The faculty member will provide the Dean with a rationale for the request, indicating the 
    potential nature of the division of duties and responsibilities. 
  4.4.3.3 The discipline(s) concerned must support the request. 
  4.4.3.4 The Associate Dean(s) must endorse the request. 
  4.4.3.5 The candidate must submit a transcript of all graduate work, a vita, and three letters of 
    recommendation. The candidate will also be subject to all other ordinary interview  
    procedures and requirements, e.g., interview with discipline Faculty and class   
    presentation. 
  4.4.3.6 If the candidate is successful, the Dean shall recommend to the President that the  
    position be shared. 
 4.4.4 Teaching duties should be divided equally and in a manner agreeable to the Associate Dean(s) 
   and the discipline(s). The two faculty members will confer with the Associate Dean(s) and the 
   discipline(s) to determine the exact nature of the job division early enough in the preceding 
   academic year to facilitate long-term planning and accurate copy for the course schedule. 
 4.4.5 Tenure consideration for both joint appointment faculty members will be conducted according 
   to the standard criteria, including “time in rank,” currently applied to all other regular faculty 
   members. 
  4.4.5.1 In the event that one member of the job-sharing team has more years in rank or has been 
    given more credit for prior teaching, that individual may be considered for tenure or  
    promotion before the other member of the joint appointment team. 
  4.4.5.2 For the purposes of the Personnel Committee’s deliberations, each faculty member is to 
    be considered individually, without regard to the other faculty member’s teaching,  
    professional activity, collegiality, or service to the community. 
 4.4.6 No joint appointment faculty member may submit letters of recommendation to the Faculty 
   Personnel Committee regarding the partner’s application for tenure or promotion, nor may  
   one member of the joint appointment vote on any personnel matters regarding the other  
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   individual. A joint appointment faculty member may not be a member of the Faculty Personnel 
   Committee when the joint appointment partner applies for tenure. 
 4.4.7 For joint appointment faculty members in a single discipline, in the event that one faculty  
   member receives a contract renewal or tenure while the other is unsuccessful; or if one joint 
   appointment faculty member can no longer perform his or her duties as a faculty member; or 
   if one joint appointment faculty member freely resigns from the Faculty, the other partner: 
  4.4.7.1 may assume the teaching duties of the position, up to the equivalent of one full-time  
    position, until his or her contract expires and the timetable for the notice of non-renewal 
    [Section II:  4.3.3] has been observed. 
  4.4.7.2 may, if untenured, be offered the full-time tenure-track position, though this change is 
    not guaranteed. 
  4.4.7.3 will, if tenured, be allowed to continue in that tenured position at a level equivalent to his 
    or her previous teaching load and may, through mutual agreement of the College and the 
    individual, be given a full-time tenured position. 
 4.4.8 For joint appointment faculty members in different disciplines, in the event that one faculty 
   member successfully receives a contract renewal or tenure while the other is unsuccessful, or 
   if one joint appointment faculty member can no longer perform his or her duties as a faculty 
   member; or if one joint appointment faculty member freely resigns form the Faculty, the other 
   partner: 
  4.4.8.1 may continue his or her teaching and non-teaching duties at the previous level until his or 
    her contract expires and the timetable for the notice of non-renewal [Section II:  4.3.3] 
    has been observed. 
  4.4.8.2 will, if tenured, be allowed to continue in that tenured position at a level equivalent to his 
    or her previous teaching load. 
 4.4.9 Additional teaching beyond the half-time or two-thirds time agreed to in the original contract 
   should not be expected by a joint appointment faculty member and will not be required by the 
   College. When in need of part-time faculty, the College may hire joint appointment faculty  
   members for additional teaching, but is not obligated to do so. Such additional teaching will be 
   compensated at a rate negotiated between the faculty member and the Dean of the College. 
 4.4.10 If a full-time tenure-track position should open in the joint appointment area for which either 
   or both joint appointment partners are qualified, either or both faculty members may apply 
   for the position. The normal national search standards will be employed and joint appointment 
   faculty members should not expect or receive preferential treatment. Should one partner  
   receive a  full-time tenure-track position, the procedures stated above [Section II:  4.4.7 and 
   4.4.8] will apply to the other partner. 
 
4.5  PROCEDURE FOR IMPOSITION OF SANCTIONS OTHER THAN DISMISSAL 
 4.5.1 If the Administration believes that the conduct of a faculty member, although not constituting 
   adequate cause for dismissal, is sufficiently grave to justify the imposition of a severe sanction, 
   such as suspension from service for a stated period, the Administration, in consultation with 
   the Faculty Chair, may institute a proceeding to impose such a severe sanction. 
 4.5.2 If the Administration believes that the conduct of a faculty member justifies imposition of a 
   minor sanction, such as a reprimand of record, it shall notify the faculty member on the basis 
   of the proposed sanction and provide him or her with an opportunity to persuade the   
   Administration that the proposed sanction should not be imposed.  A faculty member who  
   believes that a major sanction has been incorrectly imposed under this paragraph, or that a 
   minor sanction has been unjustly imposed, may petition the Faculty Mediation Committee for 
   such action as may be appropriate. 
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4.6  TERMINATION FOR MEDICAL REASONS 20 
Termination of a faculty appointment with tenure, or of a probationary or special appointment before the 
end of the period of appointment, for medical reasons, will be based upon clear medical evidence that the 
Faculty member cannot continue to fulfill the terms and conditions of the appointment. The decision to 
terminate will be reached by the President after appropriate consultation. The Dean of the College, after 
consulting with the appropriate Associate Dean, initiates the process by informing the faculty member (or 
someone representing the faculty member) of the basis of the proposed action and offers him or her an 
opportunity to respond to the evidence.  If the faculty member so requests, the evidence will be reviewed by 
the Faculty Personnel Committee before the President makes a decision.  Any appeal of the President’s 
decision must be made directly to the Board of Trustees.  A faculty member so terminated is entitled to a 
severance salary of at least ninety days or completion of the contract term, whichever is longer, and to any 
disability benefits provided by the College’s insurance carrier. 
 
 

5 THE FACULTY MEDIATION COMMITTEE 21 
 
5.1 FUNCTIONS 
 5.1.1 The function of the Faculty Mediation Committee is to mediate individual complaints against 
   behavior and decisions arguably inconsistent with the Faculty Constitution and the Faculty  
   Policy Statement. When mediation fails, the committee may, in certain circumstances, make a 
   recommendation that the Faculty take further action. 
 5.1.2 The Committee shall hear complaints made by members of the Faculty against members of the 
   Faculty. Administrative officers who are members of the Faculty, including the Academic Dean 
   and the president, may by this provision be either respondent or complainant. No complaint 
   shall be heard against the Faculty Personnel Committee or its decisions (the Faculty Review  
   Committee is the proper venue for those complaints), and complaints relating to harassment 
   shall be referred to the Harassment Resource Committee. 
 
5.2 MEMBERSHIP 
The Faculty Mediation Committee shall consist of three tenured and elected members of the Faculty. No 
officer of the administration at or above the level of associate dean or assistant dean shall serve on the 
Committee. The members are elected for a term of three years, the terms staggered. 
5.3 Procedure 
 5.3.1 If a member of the Faculty is aggrieved by an action of a member of the Faculty, and believes 
   that the action is contrary to the Faculty Constitution or the Faculty Policy Statement, the  
   aggrieved party should make every effort to address the problem directly. If this proves  
   unsatisfactory, a petition may be submitted to the Faculty Mediation Committee. The petition 
   must arrive in the hands of a member of the FMC within 60 days of an incident triggering the 
   complaint, but days part of summer and winter breaks shall not be counted in the 60 days. The 
   petition shall set forth in detail the nature of the complaint and shall state against whom the 
   complaint is directed. This petition, and all work of the FMC, shall be confidential with certain 
   exceptions, given expressly below. 
 5.3.2 Based on the petition alone, the FMC will have the right to decide whether it will take up the 
   case, refuse the case, or refer the complainant to another venue inside or outside the College. 

                                                             
20 This is to be distinguished from a medical leave of absence. 
21 Approved by the Faculty on November 30, 2004, and the Board of Trustees on February 11, 2005. 
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   If the FMC takes up the complaint, this should not be understood to indicate that it presently 
   believes the complaint to have substance, but only that it believes that mediation is   
   appropriate to the situation and that good may come of FMC facilitation of mediation. If so, 
   the Committee shall simultaneously notify the complainant and the respondent, who will  
   receive a copy of the complaint. At this time the complainant, if he or she wishes, may meet, 
   separately, with the Committee. The FMC shall then ask the respondent to submit a written 
   response to the complaint and to any other questions it wishes to pose. The respondent, if he 
   or she wishes, may also meet alone with the Committee. 
 5.3.3 The Committee shall then attempt to bring about a solution satisfactory to all parties,   
   facilitating interaction between the parties as it thinks best. If no solution is found, under  
   certain circumstances the Committee may make a recommendation to the Faculty. If the  
   Committee believes that one party has been injured contrary to the letter and spirit of the  
   provisions of the Faculty Handbook, the Committee, with and only with the permission of the 
   injured party, may break confidentiality by writing an account of the case and Committee’s  
   recommendations for Faculty action. This will be submitted to the Faculty Chair, who shall  
   contact both parties, make certain no satisfactory solution is possible, and decide whether or 
   not to place the issue on the agenda of a Faculty Assembly, which will consider the matter in 
   closed session. 
 
 

6 THE PRE-TENURE REVIEW 22 23 
 
The pre-tenure review at St. Norbert College is intended to provide tenure track faculty members with an 
objective and formative evaluation of their progress prior to application for tenure and promotion. It is 
neither a de facto offer of tenure nor a recommendation for termination. (See Section II: 4 for an outline of 
the procedures governing non-renewal or resignation of tenured faculty members). 
 
Faculty members hired by St. Norbert College with no previous full-time college or university teaching 
experience will undergo pre-tenure review in the third year of full-time service, unless the faculty member’s 
tenure clock has been stopped for any reason. 
 
6.1 THE PRE-TENURE PORTFOLIO 
A faculty member shall submit a portfolio for pre-tenure review to the Faculty Personnel Committee 
(henceforth, “FPC” or simply “the Committee”) through the Dean of the College.  
 6.1.1 An electronic copy of the following documents should be included in the portfolio submitted by 
 the faculty member: 
  6.1.1.1 A curriculum vitae containing only those items pertinent to the faculty member’s   
    expertise; 

                                                             
22 All faculty hired prior to the adoption of the pre-tenure policy and procedures will remain subject to the rules 
governing the bifurcated process of tenure and promotion to associate professor.  However, faculty members who 
began teaching at St. Norbert College in the period between the start of Fall semester 2012 and the end of Fall semester 
2014 may choose to employ the system of fused tenure and promotion.  The submission of a Pre-Tenure Review 
portfolio shall serve as an indication by the faculty member that he or she has selected the fused system.  Once a Pre-
Tenure Review portfolio is submitted, the faculty member may not choose to avail herself or himself of the bifurcated 
system. 
23 Approved by the Faculty on April, 24, 2014. 
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  6.1.1.2 SOOTs from all classes taught at St. Norbert College and a summary of the SOOT trends. 
    Faculty members are encouraged also to submit one or more other examples of teaching 
    effectiveness; 
  6.1.1.3 Up to three sample syllabi; 
  6.1.1.4 Up to two samples of relevant scholarship; and 
  6.1.1.5 A reflective essay that describes the faculty member’s progress in teaching, scholarship, 
    collegiality, and advising in light of the mission of the College. The document should be 
    single spaced, 12 pt. font and should include the following: 
   I. Teaching: 
   a) A 1-page description of the faculty member’s teaching philosophy and style; 
   b) A 2-page reflection outlining successes in the implementation of the faculty member’s  
    teaching philosophy; 
   c) A 2-page reflection outlining the challenges in the implementation of the faculty   
    member’s teaching philosophy.  Ideas for improvement should be discussed. 
 
   II. Scholarship 
   a) A 1-page description of the faculty member’s research interests; 
   b) A 2-page reflection on successes in scholarship; 
   c) A 2-page reflection on challenges in conducting scholarship at the College; 
   d) A 1-page discussion of the faculty member’s scholarship agenda, with special attention 
    paid to dissemination of the work. 
 
   III. Collegiality 
   A 1-page reflection on how the faculty member is developing as a collegial citizen including  
   contributions to the wider community. 
 
   IV. Advising 
        A 1-page reflection on the faculty member’s advising philosophy and style. 
 
 6.1.2 The following letters of recommendation should be submitted by those writing them directly 
   to the Dean of the College: 
  6.1.2.1 One letter from the faculty member’s Associate Dean.  The letter should address the  
    faculty member’s progress in the areas of teaching, scholarship, collegial service, and  
    advising.  The letter should also authenticate the faculty member’s eligibility for pre- 
    tenure review. 
  6.1.2.2 One letter from the faculty member’s discipline addressing their progress toward meeting 
    the criteria for tenure. The letter should address the applicant’s teaching, scholarship,  
    collegial service, and advising.  Special attention should be given to the expectations  
    articulated in the discipline’s Scholarship Statement. 24  In the case that any full-time  
    disciplinary colleague judges that the Discipline’s letter does not accurately or fully  
    represent the faculty member’s progress, he or she may submit an independent letter to 
    the FPC providing additional insight. 
  6.1.2.3 One letter from a member of the faculty qualified to address the faculty member’s  
    collegial contributions;  

                                                             
24 In the case that any full-time disciplinary colleague judges that the Discipline’s letter to the FPC has not accurately 
represented the faculty applicant’s progress, he or she may submit an independent letter to the FPC providing 
additional insight into the applicant’s progress toward tenure and promotion. 
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  6.1.2.4 A minimum of two and a maximum of three letters from members of the faculty who  
    have observed the applicant’s teaching. One letter must be written by a member of the 
    faculty member’s discipline. 
 All items should be submitted to the Dean of the College by February 1. The chair of the FPC will 
 circulate the copies of the portfolio and all supporting documents to the other members of the 
 Committee and assign a member of the Committee to serve as liaison with the faculty member under 
 review. 
 
6.2 COMMUNICATION FROM FACULTY PERSONNEL COMMITTEE 
The Faculty Personnel Committee shall produce a report detailing its evaluation of the faculty member’s 
progress toward meeting the criteria for tenure in light of the mission of the College. The final report shall be 
produced as follows: 
 6.2.1 The assigned liaison from the Faculty Personnel Committee may schedule a meeting with the 
   faculty member under review for the purpose of obtaining clarification on aspects of the  
   portfolio if the Faculty Personnel Committee deems it necessary. 
 6.2.2 The Faculty Personnel Committee shall provide the faculty member under review a final report 
   on or before the last day of classes detailing the Committee’s views on the faculty member’s 
   progress toward tenure and promotion. The purpose of the written explanation is to provide 
   guidance to the faculty member under review, especially with respect to her/his perceived  
   need to improve in specific areas or to reallocate time, energy, or resources across areas. The 
   final report shall include an overall opinion of the faculty member’s progress. The final report 
   shall not include a prediction of whether the faculty member will be granted tenure and  
   promotion in the future. 
   It is the goal of the Faculty Personnel Committee to conclude its work on or before the last day 
   of final exams.  However, because of the variable workload of the Committee, it is impractical 
   for the Faculty Personnel Committee to set specific dates for the submission of final reports to 
   faculty members under review.  Faculty members under review will be notified of the status of 
   their review on or before the last day of classes. 
 6.2.3 Before commencement, the faculty member, the faculty member’s Associate Dean, the liaison, 
   and the chair of the Faculty Personnel Committee will meet for a conversation regarding the 
   contents of the final report.  The Associate Dean shall be present to assure his or her clear  
   understanding of the Faculty Personnel Committee’s assessment of the faculty member’s  
   progress in order to best advocate for and mentor the faculty member toward tenure and  
   promotion. 
  
 

7 TENURE AND PROMOTION 25 26 
 

Permanent tenure at St. Norbert College means the College guarantees the faculty member academic 
freedom and continuing faculty appointment, except as specified in [Section II: 7.7] below. 
 
The Trustees and the Faculty of St. Norbert College have accepted two principles as general guidelines 
governing the award of permanent tenure at St. Norbert College. First, every college needs appointment 
policies that will permit it to bring new members into its Faculty with regularity. Second, this flexibility can 

                                                             
25 Modified by the Faculty on April 24,2007. 
26 Amended by the Faculty on April 24, 2014. 
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and should be maintained through rigorous standards for the awarding of permanent tenure rather than 
through the imposition of a quota system. 
 
7.1 TENURE  
Except for faculty members who are hired with tenure at St. Norbert College, permanent tenure at St. 
Norbert College shall be granted only upon approval of the Board of Trustees and only to full-time faculty 
members with the rank of Assistant Professor or higher. A faculty member’s letter of initial appointment to 
St. Norbert College should specify the number of years of full-time service the faculty member has had at 
other colleges or universities, and at what rank(s). Since permanent tenure is granted at the beginning of an 
academic year, the application for permanent tenure must be submitted by September 30 during the 
previous academic year. 27 
 7.1.1 If the faculty member has had fewer than two years of full-time teaching experience at other 
   colleges or universities, permanent tenure shall be granted no sooner than at the beginning of 
   the sixth year of full-time service at St. Norbert College. 
  7.1.1.1 If the faculty member is denied tenure after the initial submission of an application, one 
    (1) additional application is permitted. The submission of the second application is  
    governed by the rules outlined in [Section II: 7.2]  
 7.1.2 If the faculty member has had two or more years of full-time teaching experience at other  
   colleges or universities prior to being appointed to the St. Norbert College Faculty, the faculty 
   member’s letter of initial appointment shall specify a timetable for permanent tenure, if  
   different from the previous paragraph. 
 7.1.3 If the faculty member has been granted tenure at another institution prior to being appointed 
   to the St. Norbert College Faculty, the faculty member shall be granted permanent tenure no 
   sooner than at the beginning of the third year of full-time service at St. Norbert College. 
 7.1.4 If that faculty member has had fewer than two years of full-time teaching experience at other 
   colleges or universities, permanent tenure shall be granted no later than at the beginning of 
   the seventh year of full-time service at St. Norbert College. 
 7.1.5 If the faculty member has had two or more years of full-time teaching experience at other  
   colleges and universities prior to being appointed to St. Norbert College, the faculty member’s 
   letter of initial appointment shall specify the last year to be granted permanent tenure, if  
   different from the previous paragraph. 
 7.1.6 A faculty member may be hired with permanent tenure only with the positive    
   recommendation of the Faculty Personnel Committee. 28 
 
7.2 THE TENURE APPLICATION 
A faculty member shall submit an application for permanent tenure to the Dean of the College through the 
appropriate Associate Dean. The Associate Dean shall authenticate the faculty member’s eligibility for 
permanent tenure and add a letter of evaluation before submitting the application to the Dean of the 
College. The following documents should be included in the completed application: 
 7.2.1 A curriculum vitae containing only those items pertinent to the applicant’s academic expertise. 
 7.2.2 Letters from colleagues, both within and without the discipline, which specifically address how 
   the applicant has met the criteria for permanent tenure. Applicants will include a list of the  

                                                             
27 For faculty members who apply for and are granted additional time to apply for tenure and promotion, the dates for 
application noted in the following sections shall be adjusted accordingly. 
28 Amended by the Faculty on December 3, 1996, and approved by the Board of Trustees on February 7, 1997. 
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   names of all those who have agreed to submit letters on their behalf. Applicants should invite 
   all full-time colleagues within their discipline to submit letters. 29 
 7.2.3 The report of the faculty member’s pre-tenure review. 
 7.2.4 An application essay that deals with the applicant’s own perception of how he or she has met 
   the criteria for permanent tenure, how the applicant has addressed any concerns in the pre-
   tenure review, and how the applicant feels he or she will contribute to the College in the  
   future. 
 7.2.5 An abridged three-page curriculum vitae suitable for submission to the Board of Trustees (See 
   II: 7.4.1 and 7.4.2, below). 
 7.2.6 Other documents pertinent to the criteria for permanent tenure as listed in [Section II: 7.3]  
   below. All items should be in the hands of the Dean of the College by September 30. The Dean 
   of the College will transmit the application and all supporting documents to the Faculty  
   Personnel Committee who will consider the application and submit a written recommendation 
   to the Dean of the College by January 15. 
 
7.3 CRITERIA FOR TENURE 
The following are the criteria for evaluating candidates for permanent tenure. These criteria should be 
understood within the context of St. Norbert as a small, Catholic, liberal arts college. Its Mission Statement 
articulates this character and identity. Serving the mission is accomplished by meeting the expectations set 
out in the evaluation guidelines. In the course of meeting those expectations, faculty members should reflect 
upon and articulate how their accomplishments contribute to that mission. (See Section IV: 3, on formation 
and evaluation of Faculty.) 30 
 7.3.1 Academic Preparation 
   The faculty member must have a doctorate or the accepted terminal degree in the faculty  
   member’s field, or equivalent scholarly/professional attainment as determined by the Dean of 
   the College in consultation with the Faculty Personnel Committee. 
 7.3.2 Teaching Effectiveness 
   The faculty member shall submit evidence of the quality of her or his courses, and the degree 
   of teaching effectiveness as perceived by the candidate, by students, and by colleagues. The 
   candidate is expected to submit student surveys such as the SOOT forms, including both the 
   summary data and the complete individual responses, and course syllabi. Other evidence  
   should include demonstrated concern for the needs of students through such things as  
   availability to students outside the classroom, well-organized and well-presented classes,  
   regular evaluation of each student’s performance, etc., as well as a continuing updating of  
   course content and methodology to reflect advances in the field. The candidate should present 
   evidence not only of past performance, but also of promise of continued development with 
   respect to effectiveness as a teacher. 
 7.3.3 Advisement of Students 
   The faculty member shall provide evidence of concern for the academic, personal, and ethical 
   development of students through her or his role as an academic advisor. For example,   
   activities such as the following may be addressed: assisting students with academic, career, 
   and graduate school decisions; assisting students during registration; following up on mid-term 
   evaluations of advisees, etc. 
 7.3.4 Scholarship and Professional Activity 31 

                                                             
29 Amended by the Faculty in November 1999, and approved by the Board of Trustees on February 6, 2000.  
30 Amended by the Faculty in September 2006, and approved by the Board of Trustees in October 2006. 
31 Amended by the Faculty on December 1, 1992. 
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   The faculty member shall demonstrate professional competence as a scholar committed to  
   continual growth. Primary indicators of scholarship are publications, presentations,   
   performances, or exhibitions of work resulting from the faculty member’s research or creative 
   activities. Other types of indicators that might be cited include activities such as lectures  
   and/or presentation appropriate to one’s field, serving as a panel or workshop principal, and 
   participation in scholarly and professional associations. This criterion should be evaluated with 
   reference to the appropriate disciplinary Statement on Scholarship. 
 7.3.5 Collegial Activities 
   The faculty member shall provide evidence of effectiveness in meeting the collegial   
   expectations of the College. Activities that demonstrate collegiality include active and   
   productive participation in the functioning of one’s discipline. Other collegial activities include 
   those that improved the intellectual, cultural, and religious climate of the College. In addition, 
   service to the College by participating in discipline divisional, and Faculty meetings, and service 
   on College committees provides other measures of collegiality. Finally, activities that promote 
   or enhance the stature of the applicant and the College within the local community are still  
   another measure of collegiality. 
 
7.4 TENURE APPLICATION DECISION 
The Dean of the College will keep the applicants informed as to the status of their applications. The Dean of 
the College shall transmit the Faculty Personnel Committee’s recommendation as well as the Dean’s own 
recommendation to the President of the College. When the two recommendations do not agree, the Chair of 
the Committee and the Dean will meet with the President to discuss the recommendation letters submitted 
by the Committee and the Dean. 32 
 7.4.1 If the Committee, the Dean, and the President recommend permanent tenure, the President 
   will submit the recommendations (the Committee’s, the Dean’s and the President’s) along  
   with the candidate’s curriculum vitae to the Board of Trustees. 
 7.4.2 If the Committee recommends permanent tenure but the Dean and/or the President does not, 
   the President will still send the recommendations (the Committee’s, the Dean’s and the  
   President’s) and the curriculum vitae to the Board of Trustees. In the event that the President 
   does not agree with the Committee’s recommendation, the President shall confer with the  
   Committee, indicating the reasons for the disagreement, before sending the recommendations 
   to the Board. 
 7.4.3 If the Committee does not recommend permanent tenure, the recommendations will not be 
   submitted to the Board of Trustees. The President will notify the faculty member of the  
   decision. After receiving notification of the final decision, the faculty member may ask the  
   President for an opportunity to review the recommendations submitted by the Dean of the  
   college and by the Faculty Personnel Committee. If requested, the President shall provide  
   access to the recommendations and give whatever explanation the President deems   
   consistent with the confidential nature of the material submitted and the right of the faculty 
   member to know. 
 
7.5 TERMINAL APPOINTMENT 
If the Faculty Personnel Committee does not recommend or if the Board of Trustees does not approve 
permanent tenure, and this was the faculty member’s last opportunity to apply for permanent tenure, the 
faculty member will be given a terminal appointment for the following academic year. If a non-tenured 

                                                             
32 Amendments to furnish more information to the applicant made here and below passed by the Faculty in April 2007, 
and approved by the Board of Trustees in May 2007. 
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Faculty member does not apply for permanent tenure during the last year in which an application may be 
submitted, the faculty member will be given a terminal appointment for the following academic year. 
 
7.6 REVIEW OF TENURE APPLICATION DECISION 
If the faculty member believes her or his application for permanent tenure has been given inadequate 
consideration by the Faculty Personnel Committee, he or she may request a review by the Faculty Review 
Committee. 
 
7.7 DISMISSAL 
The faculty member to whom the Board of Trustees has granted permanent tenure will, unless she or he 
resigns, be retained on the Faculty until reaching retirement age, or being dismissed for extraordinary 
financial exigency, or for cause – cause to be interpreted as incompetence in the performance of one’s duties 
as a teacher and faculty member, lack of scholarly objectivity or integrity, serious misuse of the classroom or 
of academic prestige, gross personal misconduct, or conduct which demonstrates that the faculty member 
lacks the ability or the willingness to meet his or her responsibilities to the College. In cases of dismissal for 
cause, the procedures set forth in the 1958 Statement on Procedural Standards in Faculty Dismissal 
Proceedings of the AAUP shall be followed (see Academic Freedom and Tenure, A Handbook of AAUP, Louis 
Joughin, ed., University of Wisconsin Press, 1967, pp. 34-45, 52-54.) 
 
7.8 TERMINATION  
In the event that the College must resort to termination of tenured or other faculty members before their 
current appointments have expired, or the discontinuance of an academic program because of 
retrenchment, the procedures for declaration, development of termination criteria, and the decision-making 
process are as found in the “Procedures and Information” section of the Faculty Handbook [Section IV:  11]. 
 
7.9 PROMOTIONS 
The following provisions are intended to assure St. Norbert College of the services of a strong and effective 
Faculty. They apply only to those with full-time faculty contracts and describe general policies that shall 
govern administrative practice. The President of the College may make exceptions to these policies when 
strict implementation of any provision might produce a result contrary to its purpose. Such exceptions will be 
made only after consultation with the Faculty Personnel Committee and with the Dean of the College. 
 
General requirements for promotion to the various ranks are as follows: 
 7.9.1 A faculty member is automatically promoted from the rank of Instructor to Assistant Professor 
   upon completion of the terminal degree in her or his field. 
 7.9.2 A faculty member is automatically promoted from the rank of Assistant Professor to Associate 
   Professor when he or she is granted permanent tenure. 
 7.9.3 A faculty member is eligible for promotion from Associate Professor to Professor after   
   completing six years as an Associate Professor and at least three years of full-time service at 
   St. Norbert College. 33  An Associate Professor may apply for early promotion, but is still limited 
   to one application during the first six years as an Associate Professor. Promotions are not  
   automatic, but dependent upon the fulfillment of particular academic criteria given in   
   “Criteria for Promotion,” listed in [Section II: 7.11] below. These criteria should be understood 
   within the context of St. Norbert as a small, Catholic, liberal arts college. The Mission   
   Statement articulates this character and identity. Serving the Mission is accomplished by  
   meeting the expectations set out in the evaluation guidelines. In the course of meeting those 

                                                             
33 Amended by the Faculty on April 24, 2014. 
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   expectations,  faculty members should reflect upon and articulate how their accomplishments 
   contribute to that Mission (see “Formation and Evaluation of Faculty” in Faculty Handbook  
   [Section IV: 3]).34 
 
7.10   THE PROMOTION APPLICATION 
The process of promotion from Associate Professor to Professor is initiated by the faculty member desiring 
promotion through submission of her or his application for promotion to the Dean of the College through the 
Associate Dean. The Associate Dean shall, in turn, authenticate the faculty member’s eligibility for promotion 
and add a letter of evaluation before submitting it to the Dean. The Dean of the College will transmit this 
recommendation and all pertinent documents, including those prepared by the candidate in support of her 
or his own promotion (e.g., cover letter, curriculum vitae, letters from colleagues, evidence of teaching 
effectiveness – including general evaluations of her or his courses and methods by students and alumni) to 
the Faculty Personnel Committee. Applicants will include a list of the names of all who have agreed to submit 
letters on their behalf. Applicants should invite all full-time colleagues within their discipline to submit 
letters.35  With the candidate’s permission there should also be included with these documents a report of all 
academic counseling rendered the faculty member during his or her probationary period if such counseling 
has occurred. The Committee will consider the application and make appropriate recommendations in each 
case to the Dean of the College, who will forward them to the President of the College for final approval. 
 
7.11   CRITERIA FOR PROMOTION 
Criteria are established below for promotion to Professor and, in applying these criteria, the Faculty 
Personnel Committee should focus primarily on the applicant’s performance since promotion to Associate 
Professor. In addition to evidence supplied initially by the applicant, the Faculty Personnel Committee may 
obtain additional evidence using procedures developed by the Committee and approved by the Faculty. The 
following sources may be considered: the applicant; the Dean of the College; the applicant’s associate dean; 
colleagues, including those teaching in the same discipline; students; and alumni. 
 
Promotion from the rank of Associate Professor to the rank of Professor shall result from significant 
achievement in the following areas, with particular but not exclusive attention to achievement since 
promotion to Associate Professor. 36 
 7.11.1 Teaching Effectiveness 
   The applicant shall submit evidence of a sustained record of effectiveness as a teacher and a 
   continuing pattern of professional growth, which contributes to the curricular enhancement of 
   the College. Examples of such growth could include, but are not limited to, mastery of content 
   and technique, development of integrative courses, and appropriate versatility in course  
   offerings. 
 7.11.2 Scholarly Achievement 37 
   The applicant shall submit evidence of sustained scholarly achievement related to her or his 
   field as recognized by peers both within and without the College. Expected indicators include 
   contributions that have been favorably evaluated by a jury of one’s peers, such as publications, 

                                                             
34 Amended by the Faculty in October 1997, and approved by the Board of Trustees on February 5, 1998; amended by 
the Faculty in September 2006, and approved by the Board of Trustees in October 2006. 
35 Amended by the Faculty in November 1999, and approved by the Board of Trustees on February 3, 2000. 
36 Amended by the Faculty on April 21, 1998, and approved by the Board of Trustees on May 19, 1999. 
37 Amended by the Faculty on December 1, 1992. 
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   presentations, performances, exhibitions or other scholarly works.  This criterion should be  
   evaluated with reference to the appropriate disciplinary statement on scholarship.38 
 7.11.3 Advisement of Students 
   The applicant shall provide evidence of continued success in serving students as outlined in the 
   tenure criteria. 
 7.11.4 Collegial Performance 
   The applicant shall indicate the means by which he or she has continued to serve with   
   distinction the collegial needs of the College and the community. 
 
7.12 Some faculty members serve in academic administrative positions that include reallocated time from 
teaching. Applicants will cite typical evidence of teaching effectiveness, scholarship and professional 
productivity, advisement of students, and collegial service. Some applicants may also choose to cite relevant 
academic administrative activities and accomplishments, including those related to their administrative 
position description, as evidence that they have met the criteria for promotion. 
 7.12.1 Teaching Effectiveness 
   Applicants will provide evidence of the quality of their own teaching consistent with the  
   criteria for the rank for which they are applying. Applicants may also demonstrate how they 
   have, in their administrative role, successfully enhanced the quality of teaching at the College. 
 7.12.2 Scholarship and Professional Productivity 
   Applicants will present evidence of their contributions to their fields consistent with the  
   criteria for the rank for which they are applying and with the College’s definition of   
   scholarship. Applicants may also cite grant applications, presentations and publications that 
   address academic administrative issues and practices or issues in higher education at   
   professional and scholarly meetings or related journals, or other work related to their role as 
   academic administrators as evidence of successful scholarship or professional productivity. 
 7.12.3 Advisement of Students 
   Applicants will provide evidence of the quality of their own academic advising consistent with 
   the criteria for the rank for which they are applying. Applicants may also demonstrate how  
   they have, in their administrative role, successfully enhanced the quality of academic advising 
   at the College. 
 7.12.4 Collegial Activities 
   Applicants will provide evidence of effectiveness in meeting the collegial expectations of the 
   College. Academic administrators lead and serve within specified domains of the College. They 
   also are, by virtue of their positions, members or leaders of standing College committees,  
   appointed to special working groups or task forces, and representatives of the College. 39 
 
Applicants may also provide evidence of the quality of their performance in these roles as evidence of having 
met the collegial expectations of the College.  
 
7.13 Applications for promotion, together with all supporting documents, shall ordinarily be in the hands of 
the Dean of the College by February 1. Recommendations of the Faculty Personnel Committee shall be 
reported to the Dean of the College by the Wednesday prior to Commencement. 40  Each recommendation 
should be presented to the Dean with supporting reasons. 41 

                                                             
38 Amended by the Faculty on April 24, 2014. 
39 Amended by the Faculty on October 23, 2007, and approved by the Board of Trustees on February 8, 2008. 
40 This reporting date was amended by the Faculty on April 24, 2012. 
41 Amended by the Faculty on April 25, 1995, and approved by the Board of Trustees on May 15, 1995. 
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7.14 The Dean of the College will keep the applicants informed as to the status of their applications. The 
Dean shall transmit the Committee’s recommendation and the Dean’s own to the President who shall take 
action. When the two recommendations do not agree, the chair of the Committee and the Dean will meet 
with the President to discuss the recommendation letters submitted by the Committee and the Dean. In the 
event that the President does not agree with the Committee’s recommendation, the President shall confer 
with the Committee, indicating the reasons for the disagreement, before sending the recommendations to 
the Board of Trustees. The President shall notify the candidate of the final decision. After receiving 
notification of the final decision, the faculty member may ask the President for an opportunity to review the 
recommendations submitted by the Dean of the College and by the Faculty Personnel Committee. If 
requested, the President shall provide access to the recommendations and give whatever explanation the 
President deems concordant with the confidential nature of the material submitted and the right of the 
Faculty member to know. 
 
7.15 Faculty members who believe that their requests for promotion and/or tenure have been given 
inadequate consideration by the Faculty Personnel Committee are entitled to review by the Faculty Review 
Committee. 
 
 

8 FACULTY PERSONNEL COMMITTEE 
 

The Faculty Personnel Committee shall consist of eight members:  seven faculty members elected by the 
Faculty, and the Dean of the College as an ex-officio member, without vote. The faculty members must have 
permanent tenure and have been employed full-time with faculty status for two years at St. Norbert College.  
 
The slate of elected members shall be retired in the following manner: three the first year, two the second 
year, and two the third year. Thereafter members shall be elected for three-year terms to fill the offices 
vacated. Each year the Committee shall select its chair from among the seven elected members. 42 
 
The Committee makes recommendations on promotion and tenure of faculty according to the policies and 
procedures outlined in Articles 6 and 7 of the Faculty Policy Statement [Section IV:  6 and 7].  The Committee 
also acts on cases of termination for cause. When the Committee is so acting, the Dean does not function as 
a member of the Committee. Its functions, however, will not be limited to the above. Faculty members may 
not apply for promotion while serving on the Committee.  
 
 

9 FACULTY REVIEW COMMITTEE 43 
 

9.1 FUNCTIONS 
The primary function of the Faculty Review Committee is to determine whether a recommendation of the 
Faculty Personnel Committee was the result of following procedures and applying standards consistent with 
the requirements stated in the Faculty Handbook, with the understanding that the Review Committee will 
not substitute its judgment on the merits of the case for that of the Faculty Personnel Committee. 
 
 
                                                             
42 Amended by the Faculty on March 19, 1996, and the Board of Trustees on May 13, 1996. 
43 Amended by the Faculty on November 30, 2004, and the Board of Trustees on February 11, 2005. 
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9.2 MEMBERSHIP 
The Faculty Review Committee shall consist of three elected tenured members at the rank of Associate or 
Full Professor 44 (at least one of whom shall be a former member of the Faculty Personnel Committee). The 
term of service shall be three years, with one term coming to an end each year. Members should be 
prepared for the possibility that the Committee may occasionally meet during the summer.  
 
9.3 THE REVIEW PROCESS 
Prior to appealing to the Faculty Review Committee, and within fifteen days of being informed of the denial 
of promotion and/or tenure, the applicant who may wish to appeal must request from the President a formal 
letter explaining the rationale for the denial (see Section II:  6.4.3 and Section II:  7.5, above). If the applicant 
then wishes to appeal, she or he must submit a letter explaining the reasons for the appeal, a copy of the 
President’s letter, and any other pertinent information to the Faculty Review Committee within thirty days of 
the applicant’s receipt of the President’s letter.  
 
The Faculty Review Committee, after due consideration, may decide that there are insufficient grounds for 
further action and so notify the applicant. On the other hand, the Faculty Review Committee may decide that 
there are sufficient grounds for further enquiry, in which case it will notify the applicant, the Chair of the 
Faculty Personnel Committee, the Dean, and President. 
 
In response to this notification, the Faculty Personnel Committee (comprised of the members serving when 
the decision in question was made) is required to provide the Faculty Review Committee with: 1) a copy of 
the Faculty Personnel Committee’s letter informing the Dean of its decision; 2) a description of the 
procedures and chronology of events leading to the decision; and 3) and interview with the Associate Dean 
and one other member of the Faculty Personnel Committee (to be determined by the Faculty Review 
Committee in consultation with the Faculty Personnel Committee).  
 
At this point, the Faculty Review committee may determine: 1) that the Faculty Personnel Committee did 
follow procedures and apply standards consistent with the requirements stated in the Faculty Handbook, and 
no further action is required; or 2) that the Faculty Personnel Committee that made the original decision 
must reexamine the application, focusing on the point or points in dispute. In the first case, the Faculty 
Review Committee will notify the applicant, the Dean, and the President of its decision. In the second case, 
the Faculty Personnel Committee will notify the Faculty Review Committee, the Dean, and the President of 
its action either affirming or reversing its original decision. In either case, the Faculty Personnel Committee 
will provide the Faculty Review Committee with a justification for its final decision. The Faculty Review 
Committee will then notify the applicant. 
 
With the exceptions implied by the communications mandated above, the Faculty Review Committee will 
regard all deliberations and notes as confidential. 
 
 

10 ASSOCIATE DEANS, PROGRAM DIRECTORS, AND DISCIPLINE COORDINATORS 45 
 
10.1   ASSOCIATE DEANS 
Associate deans are appointed by the President of the College on the recommendation of the Dean of the 
College and Vice President for Academic Affairs after consultation with the division. Prior to the search 

                                                             
44 Amended by the Faculty on September 20, 2011, and the Board of Trustees on October 15, 2011. 
45 Amended by the Faculty on November 30, 2004, and the Board of Trustees on February 11, 2005. 
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process, a division and the Dean will agree on the process that allows the division to offer advice on the 
choice or its associate dean. 
 
The associate dean is responsible to the Dean of the College for the policy and conduct of the division. He or 
she shall act as the spokesperson for the division in its relations with the Dean of the College and with the 
other divisions. The associate dean of a division is responsible for (1) working with the disciplines in recruiting 
new faculty, (2) mentoring and evaluating faculty 46 and making recommendations for tenure, promotion, 
and sabbatical leaves, (3) supervising divisional staff as appropriate, (4) coordinating and monitoring of 
courses and class schedules, (5) working with the Director of Advisement with the disciplines on assessment, 
strategic planning and program review, (6) working with the Director of Advisement on the assignment of 
advisees, (7) calling and presiding over divisional meetings, (8) working with the divisional advisory council on 
grade appeals and other matters, (9) promoting collaborative research projects between faculty and 
students, (10) promoting the development of grant proposals, (11) monitoring of budgets, and (12) attending 
to other matters as assigned by the Dean of the College.  
 
10.2   DISCIPLINE COORDINATORS 
 10.2.1 The office of discipline coordinator rotates among tenured and tenure-track faculty for a two-
   year term. This term can be renewed with the support of the discipline Faculty and the  
   consent of their associate dean. 
 10.2.2 A discipline coordinator is responsible for facilitating the completion of the following   
   disciplinary tasks: (1) regular meetings of the discipline Faculty, (2) coordinating scheduling of 
   courses, (3) the on-going processes of assessment of student outcomes, reviews of the  
   discipline program, and strategic planning, (4) working with the Admissions Office, (5)   
   supervising student assistants, , (6) monitoring the discipline budget, (7) and filing the   
   discipline’s annual assessment report with the Office of institutional Effectiveness, and a more 
   general annual report with the associate dean. 
 
10.3  PROGRAM DIRECTORS 
The directors of Business Administration, Education, and Music are appointed by the Dean of the College and 
Vice President for Academic Affairs for set terms upon the recommendation of the associate dean of the 
division after consultation with the discipline Faculty. In addition to the responsibilities of the discipline 
coordinators, the directors have specific duties as spelled out in their letters of appointment. 
 
 

11 OFFICIAL LEAVES OF ABSENCE 
 
11.1  SABBATICAL LEAVES 
 11.1.1 Sabbatical leaves are intended to promote the professional growth and effectiveness of a  
   faculty member by affording her or him intellectual stimulation in the form of study, research, 
   travel, or other creative intellectual activity. Although supplementary fellowships and grants 
   may be accepted by a faculty member on sabbatical leave, remunerative employment is  
   permitted only with the approval of the President of the College and the Dean of the College. 
 11.1.2 Sabbatical leaves are not granted automatically. They are granted upon application and upon 
   the basis of an approved program of activity. Faculty members who have been granted tenure 
   and completed three academic years at St. Norbert College on full-time appointments are  

                                                             
46 See Section V on evaluation procedures. 
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   eligible to apply for their first sabbatical leave.47  Additional sabbatical leaves may be awarded 
   upon completion of six additional academic years at St. Norbert College. Every eligible faculty 
   member is encouraged to apply for sabbatical leave as soon as possible after becoming  
   eligible. 
 11.1.3 Sabbatical leaves for one semester shall be at full salary, including usual fringe benefits.  
   Sabbatical leaves for one year shall be at half salary, including usual fringe benefits. The  
   College requires that a faculty member will return for a minimum of one year of full-time  
   appointment following a sabbatical leave, or reimburse the College for salary, replacement  
   costs, and non-salary expenses awarded to support the sabbatical project.48 
 11.1.4 A faculty member who meets all requirements for promotion and tenure and who is on  
   sabbatical leave is eligible for promotion and/or tenure. 
 11.1.5 Faculty members who believe that their requests for sabbatical leaves have been given  
   inadequate consideration by the Sabbatical Committee are entitled to review by the Faculty 
   Review Committee. In this case, the Review Committee will function as described in the  
   Faculty Policy Statement [Section II:  9]. 
 
11.2  NON-SABBATICAL LEAVES 
 11.2.1 Leaves without compensation may be granted for approved purposes, but not until after three 
   years of full-time service at St. Norbert College and ordinarily not for more than one year. 
 11.2.2 Time spent on non-sabbatical leaves will not count toward eligibility for promotion, sabbatical 
   leaves, or tenure. 
 11.2.3 A faculty member on non-sabbatical leave will be given usual consideration for advancement 
   in rank and salary. 
 
11.3  PROCEDURE FOR OBTAINING LEAVES 
   See also “Sabbatical Leaves” in Procedures and Information [Section IV:  6] 
 
 11.3.1 Sabbatical applications shall be submitted to the Dean of the College and Academic Vice  
   President through the appropriate associate dean by September 30. 
 11.3.2 Formal applications for unpaid leaves, which do not need the approval of the Sabbatical  
   Committee, should be submitted as early as possible, but no later than the semester prior to 
   the leave requested. Approval of a leave will depend upon a judgment as to whether or not 
   the leave will significantly diminish the educational program or finances of the College, as  
   determined by the Dean of the College and the appropriate associate dean. 
 11.3.3 All applications for leaves of any type must include a program of proposed activities. 
 11.3.4 After consulting the Associate Dean of the appropriate division and the Sabbatical Committee, 
   the Dean of the College will make a recommendation to the president of the College. Leaves 
   will be granted by the Board of Trustees upon recommendation of the President of the  
   College. 
 11.3.5 In the case of academic administrators at or above the Divisional level who have completed a 
   full term of office (five years or more) and intend to return to full-time teaching , the President 

                                                             
47 Approved by the Faculty on December 1, 2009. 
48 Approved by the Faculty on October 28, 2008. If the Faculty member accepts a position at another institution or 
organization, which would preclude fulfilling the obligation of returning to St. Norbert College for at least a year 
following the sabbatical, the faculty member would be expected to negotiate full reimbursement to St. Norbert College 
as part of the compensation package. 
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   may grant a sabbatical leave based upon the administrator’s proposal and the    
   recommendation of the Dean of the College. The President would identify the funding source 
   not to include the Faculty Improvement Fund. 49 
 11.3.6 The faculty member shall submit a written report to the Dean of the College after completion 
   of any leave. 
 
 

12 PROFESSOR EMERITA AND EMERITUS50 
 
The rank of Professor Emerita or Professor Emeritus may be conferred by the Board of Trustees on a member 
of the Faculty at the time of her or his retirement as a teaching faculty member of the College if they have 
served with distinction for at least 10 years. The Dean of the College and Academic Vice President will make 
the recommendation to the Trustees in consultation with the candidate’s discipline and associate dean. The 
rank recognizes extensive and high quality service to the institution, and the rank is normally conferred at the 
commencement exercises held in the spring of the retirement year. 
The rank establishes appropriate privileges, including continued structural support, such as the use of office 
space (depending upon availability) and automatic retention of computer account, faculty I.D., and library 
card. Emeritae and emeriti are invited to use their particular talents in specific ways that benefit the College 
community. When desirable for both the individual and the College, they may teach, with the advice and 
consent of the respective discipline, associate dean, and Dean of the College. 
 
When a member of the Faculty intends to retire, their associate dean will be responsible for initiating and 
monitoring the process that leads to Emerita or Emeritus status. The Office of Faculty Development will be 
responsible for encouraging a continuing productive relationship between emerita and emeritus faculty and 
the College. 
 
Procedure:  The President recommends conferral of the rank to the board of Trustees, having consulted with 
the appropriate associate dean, the Dean of the College, and the Faculty Personnel Committee. 
 
 

13 RETIREMENT POLICY 
 

13.1  PHILOSOPHY 
The retirement program at St. Norbert College reflects two basic facts. First, individual faculty members have 
different retirement goals, objectives, and timetables. Second, there are substantial numbers of tenured 
senior faculty at the College. 
 
It is with these two considerations in mind that the College has developed a number of retirement options 
for senior faculty members that will serve as attractive alternatives to full employment. These options 
include a choice of early, phased, or full retirement. The options are designed to enable the individual faculty 
member to make the choice best suited to her or his own retirement needs and plans. 
 
 
 
 

                                                             
49 Approved by the Faculty on April 25, 1995, and the Board of Trustees on May 15, 1995. 
50 Amended by the Faculty in October 1997, and the Board of Trustees on February 5, 1998. 
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13.2   POLICY GUIDELINES 
 13.2.1 Age 65 will continue to be the normal retirement age for the College. However, this age is  
   subject to change depending on what the federal government may do regarding Social   
   Security, Medicare and National Health Care. 51 
 13.2.2 Anyone eligible for the phased or early retirement options will have been employed on a full-
   time appointment at St. Norbert College for a minimum of 10 years prior to age 65. 
 13.2.3 Faculty retired as of September 1, 1995, and faculty age 55 and older or having 30 years of  
   service as of that date will have no change in the benefits they receive when they retire except 
   the premium share which active employees must pay. This means that for faculty members  
   selecting retirement prior to age 70, the College will pay for health coverage health premium 
   costs at the same level as for active employees to age 65. After age 65, the supplemental  
   health coverage for the faculty member and eligible dependents will be provided to age 70  
   with cost sharing at the same rate as active employees. After age 70, retired faculty members 
   or surviving spouses are eligible to continue to participate in the group supplemental health 
   program at 50% of premium and any future increases. 
    
   Faculty under the age of 55 on September 1, 1995, will be eligible to begin early retirement at 
   age 55, and will pay 100% of all premium costs until age 60 at which time premium will be  
   based on age and years of service: 
    • Age 60 with 20 years – 45% of monthly premium 
    • Age 60 with 25 years – 40% of monthly premium 
    • Age 60 with 30 years – 35% of monthly premium 
   At age 65, a retiree’s share of the premium will be 50% of premium and any future increases.52 
 
 13.2.4 The selection of a phased retirement option must be endorsed by the Dean of the College,  
   recommended by the President, and approved by the Board of Trustees. Employment   
   assignments during phased retirement will be negotiated between the faculty member and  
   the Dean of the College in terms of the faculty member’s preferences and the staffing needs 
   of the College. The specific terms of the individual phased-retirement plan will be formalized in 
   a contractual agreement between the faculty member and the College.  
 13.2.5 Once a faculty member enters into a defined early or phased retirement agreement, the  
   amount of time worked cannot be increased in future years without mutual agreement  
   between the faculty member and the College. 
 13.2.6 The Benefits Manager will be available to interested faculty members. 
 13.2.7 For faculty electing early or phased retirement, the College will provide reasonable access to 
   College services and privileges. 
 13.2.8 Additional efforts will be made to maintain a continuing relationship between all retirees and 
   the College. 
 
13.3  PROGRAM PLANNING ASSUMPTIONS 
 13.3.1 Financial objectives in the various options are defined in terms of net pay (“take home pay”), 
   both before and after retirement. (Net or take home pay is the amount available to the faculty 
   member after usual deductions for withholding on state and federal income taxes, F.I.C.S.,  
   etc.) 
 13.3.2 TIAA-CREF 

                                                             
51 Amended by the Board of Trustees on May 15, 1995.  
52 Amended by the Board of Trustees on May 15, 1995. 
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  13.3.2.1 Annuity income usually begins at the normal retirement age, but may begin at any time 
    after age 55. 
  13.3.2.2 Retirement options are at the discretion of the owner of the annuity; an annuity plan  
    other than single life will reduce annuity benefits. 
  13.3.3 Social Security – please check with the current regulations at www.ssa.gov for benefits 
    and the most recent up-to-date rules and information. 
 
13.4   OPTIONS 
Based on the preceding assumptions, the following are employment and retirement options available to 
faculty members. Available benefits for each option will be identified by the following letters: 
 a1) Normal health insurance coverage 
 a2) Supplemental health insurance coverage with Medicare A and B also providing coverage 
 b) Life insurance based on the faculty member’s salary in accordance with College policy 
 c) Long-term disability insurance based on the faculty member’s salary in accordance with College  
  policy 
 d) Contributions to a retirement contract based on the faculty member’s salary in accordance with  
 College policy 
 e) FICA (Social Security tax based on the faculty member’s salary) 
 
 13.4.1 Available to Faculty Ages 60 to 65 
  13.4.1.1 Full Work Schedule with commensurate salary. 
    Benefits: a1, b, c, d, and e. 
  13.4.1.2 Phased Retirement  
   13.4.1.2.1 Reduced work schedules with commensurate salary. 
     • 2/3-time and benefits a1, b, c, d, e, with b and d equal in amount to what the 
      faculty member would have received with a full work schedule. 
     • 1/2-time and benefits a1, b, c, d, e, with b and d equal in amount to what the 
      faculty member would have received with a full work schedule. 
     • 1/3-time and benefits a1, b, c, d, e, with b and d equal in amount to what the 
      faculty member would have received with a full work schedule. 
     • 1/3-time with salary up to the Social Security annual earnings test maximum  
      and benefits a1, b, c, d, e, with b and d equal in amount to what the faculty  
      member would have received with a full work schedule. 
   13.4.1.2.2 Additional income options 
     • Retirement payments from TIAA-CREF. The dollar amount will be based on  
      accumulations at the time benefits begin, actuarial tables, and the personal  
      choice from among TIAA-CREF retirement options available. Concurrent   
      employment in a phased retirement option at St. Norbert College will allow  
      continuing payments by the College and faculty member into a TIAA-CREF  
      annuity plan. 
     • Social Security payments – please check with the current regulations at   
      www.ssa.gov  for benefits and the most up-to-date rules and information. 
  13.4.1.3 Full Retirement 
     Benefits a1 and b, with b equal in amount to what the faculty member would have 
     received with a full work schedule in the year prior to the date of full retirement,  
     plus an annual payment equal to the College’s retirement contribution in the final 
     year of the faculty member’s full-time employment. This annual payment will be  
     reported as taxable income. 
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 13.4.2 Available to Faculty Ages 65 to 70 
  13.4.2.1 Full work schedule and commensurate salary (if the faculty member was full-time from 
    age 60 to 65. 
    Benefits a1, b, c, d, and e. 
  13.4.2.2 Phased Retirement 
   13.4.2.2.1 1/3-time [see Section II: Article 13.2.5] with salary up to the Social Security  
      annual earnings test maximum and benefits a1, b, c, d, e, with b equal in  
      amount to what the faculty member would have received with a full work  
      schedule. 
   13.4.2.2.2 Additional income options 
     • Retirement payments from TIAA-CREF. The dollar amount will be based on  
      accumulations at the time benefits begin, actuarial tables, and the personal  
      choice from among TIAA-CREF retirement options available. 
     • Social Security payments – please check with the current regulations at   
      www.ssa.gov for benefits and the most up-to-date rules and information. 
  13.4.2.3 Full Retirement 
    Benefits a2, and b, with b equal in amount to what the faculty member would have  
    received with a full work schedule in the year prior to the date of full retirement. 
   
 13.4.3 Special Circumstance Options  
   In special circumstances, other options may be available after age 55. Individual cases may 
   be discussed with the Benefits Manager before submission to the Dean of the College. 
 
13.5  RETIREMENT COUNSELING 
The Benefits Manager in the Human Resources Office will be available to assist any faculty interested in 
investigating phased, early, or full retirement. The Manager will review the available options but will serve in 
an advisory capacity only.  Decisions about the advisability of phased, early, or full retirement and the specific 
option desired will be the responsibility of the individual faculty member. 
 
13.6   REVIEW OF PROGRAM OBJECTIVES 
This program was designed to achieve several objectives: 
 13.6.1 To offer faculty members the opportunity to elect an early or phased retirement. 
 13.6.2 To assure that reasonable “take home pay” objectives can be provided for faculty choosing  
   these options. 
 13.6.3 To provide for the hiring of new faculty to replace those who choose early or phased   
   retirement. 
 13.6.4 To assure that the total program operates on a fiscally sound basis. 
 
13.7  ANNUAL PROGRAM REVIEW 
This program will be reviewed annually by the President and the President’s Cabinet in terms of objectives 
stated above. Any appropriate policy adjustments or changes will be recommended to the Board of Trustees 
after having been announced and discussed at a regular Faculty Assembly. 
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14 ADDITIONAL BENEFITS 
 

Worker’s compensation and group life, medical, and income protection insurance are available for full-time 
faculty members. Complete details of these programs are available in the Office of Human Resources. 
 
 

15 FACULTY ENDOWMENT FUND GRANTS 
 

To provide grants, from time to time, for full-time faculty members not on a terminal contract for further 
professional growth, the Board of Trustees, acting on the recommendation of the Faculty Personnel 
Committee and the President of the College, for requests greater than $5,000 (or the President of the 
College, acting on the recommendation of the Faculty Personnel Committee, for requests less than $5,000) is 
empowered to assign monies from the Faculty Endowment Fund, according to the following principles: 
 • Do not invade the principal of the fund; expend interest only. 
 • One-third of the actual interest is to be allocated to the Faculty Development Fund and two-thirds 
  to the Faculty Personnel Fund. 
 • Residual earnings not currently used for the purposes specified below are to be returned to the  
  fund principal. 
 • Beyond the Leonard Ledvina Outstanding Teacher Award – which is a Presidential function – all  
  disbursements of interest from the fund should be made after consultation with either the Faculty 
  Personnel Committee or the Faculty Development Committee, depending upon whether the  
  disbursements are made through the Faculty Personnel Fund or the Faculty Development Fund. 
  for the following reasons: 
 • To further the education of faculty in relation to the needs of the College. 
 • To provide for replacement of faculty on leave, where necessary to maintain the quality of the  
  program. 
 • To support the annual Leonard Ledvina Outstanding Teacher Award, given annually to an   
  outstanding member or members of the Faculty. 
 • To provide support for professional growth activities and projects for faculty members. 
 • To fund other uses appropriate to faculty support as approved by the Board of Trustees. 
  and subject to the following conditions: 
 • It is understood that in accepting such a grant, the faculty member will return to St. Norbert  
  College upon completion of his or her work to resume a teaching assignment. In the event that the 
  faculty member does return to the College but fails to remain for five years following her or his  
  return, it is understood that the faculty member will repay one-fifth of the total of the grant for  
  each year of the five not served at the College. 
 • Exceptions to this provision include the following: all group projects, all projects for general Faculty 
  development, and all individual grants under $500. 
   
Guidelines for the awarding of these grants will be found in Section IV of the Faculty Handbook. 
 

16 FUNDS FOR FACULTY PROFESSIONAL DEVELOPMENT 
 

Each full-time faculty member shall be entitled to divisional funding for professional development, provided 
monies have been included in the annual divisional budget. The following are examples of requests that may 
be funded: 
 • Participation or attendance at a professional conference 
 • Field trips and research endeavors 
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 • Other, as negotiated with the appropriate associate dean 
 
 

17 FACULTY WORKLOAD POLICY 
 

17.1  NORMAL WORK LOAD 
The normal full-time teaching load shall be three courses per semester, scheduled in accordance with the 
standard course schedule grid. In disciplines where some instruction is delivered in segments that depart 
from the standard course schedule (e.g., Music, Natural Science, Art, Teacher Education), equivalent contact 
hours per week shall count as a standard teaching load. No more than five separate course preparations shall 
be expected during an academic year. 
 
17.2   SPECIAL ADJUSTMENTS TO WORKLOAD 
Special adjustments from this workload may be appropriate in cases where the class size is excessive or 
where there is an excessive commitment of a faculty member to advising, committees, and administrative 
work. It should be noted here that ordinary service in these latter areas, in addition to the teaching load 
described above, is a part of the faculty member’s normal workload. 
 
17.3  RESPONSIBILITY FOR WORKLOAD DETERMINATION 
Determination of workload in individual cases is the responsibility of the Associate Dean of the appropriate 
Division. Faculty members may appeal such decisions to the Dean of the College when there is question of 
their justice. 
 
 

18 POLICY ON FINAL EXAMINATIONS 
 

The system of scheduling final examinations during a special period set aside for this purpose has been 
developed for the benefit of the student. Departures from the schedule - - namely the giving of final 
examinations, whether cumulative or non-cumulative, prior to the assigned period - - creates problems for 
the student and interferes with the work of other faculty members. Under pressure to prepare for such 
examinations, students cut classes in other courses at precisely the time in the evolution of the course work  
when instructors are synthesizing the various ideas and techniques developed throughout the semester. This 
practice also deprives a student of time for the review and reflection that should precede final examinations. 
 
Whether or not a final examination is given in any particular course is a matter for the instructor to decide.  
When final examinations are given, however, the rule is clear: they must be given at the time assigned for 
them in the schedule. When take-home examinations are used, they should be scheduled for return to the 
instructor during the scheduled examination time; instructors cannot require an earlier return time. 
 
The last examination in a course may not be given during the last week of classes. A unit examination may be 
given during the last week of classes only if it is followed by a final examination given at the scheduled time. 
Violations of this policy should be reported to the appropriate Associate Dean. 
 
Any change in examination times must be approved by the Registrar or the Dean of the College. 
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SECTION III: ACADEMIC REGULATIONS 
 
 

1   COURSE SYSTEM 
 
St. Norbert College has a course system rather than a semester-hour credit system. For graduation each 
student must submit 32 successfully passed courses. All courses are to be transcripted as semester hours in 
which one full course is equivalent to four semester credits. 
  
 

2 CLASS SCHEDULES 
 
A primary purpose of the course system is that academic credit for courses be measured in terms of 
educational objectives rather than in terms of number of class meetings per week. To allow faculty members 
the maximum possible flexibility in planning patterns of class meetings, a schedule has been developed that 
allocates 180 minutes of class time, typically meeting either 2 x per week  for 90 minutes each or 3 x per 
week for 60 minutes each.   Each instructor will request the sequence that best fits his or her teaching needs. 
She or he is free to use the periods within the sequence assigned for a course as he or she judges proper, 
using all of them or some of them or none of them from week to week as the faculty member wishes. 
 
 

3 STUDENT COURSE LOAD 
 
A normal course load for a full-time student is three to four courses per semester. No student may take more 
than 4.5 courses in any given semester except by permission of her or his advisor. 
 
 

4 TRANSFER COURSES FROM OTHER INSTITUTIONS 53 
 
Once a student has been enrolled at St. Norbert College full-time, only three transfer courses from other 
institutions may count toward the 32 courses required for graduation unless (1) the courses are part of 
programs affiliated with the College, including SNC study abroad programs, (2) the courses are part of a non-
affiliated study abroad program that has been approved for a particular student by the International 
Education Committee and endorsed by the Dean of the College prior to the student’s departure, or (3) by 
special permission from the Dean of the College (or the Dean’s designee). 
 
 

5 GRADING SYSTEM 54 
 
The grading system at St. Norbert College is based on the assumption that a student either receives credit or 
does not receive credit for work undertaken. Credit can be earned for the same or equivalent course of study 

                                                             
53 Amended by the Faculty on January 25, 2005, and the Board of Trustees on February 11, 2005.  These requirements 
will apply to students entering the College in or after Fall 2005.  Students who entered before that time are governed by 
the previous policy. 
54 Amended by the Faculty on February 9, 1999, and the Board of Trustees on May 17, 1999.  Amended to include S/U 
and NT by the Faculty in October 2005, and the Board of Trustees in February 2006. 
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only once. The quality of a student’s work is expressed in grades and grade points.  A 4.0 grade point system 
is used under which a student earns grade points for each course successfully completed. If credit is denied, 
the marks of F, W, WF, U, NT, NR or I are shown next to the work undertaken. If credit is earned, a range in 
evaluation from A to D (letter grade mode courses) or S (S/U grade mode courses) is given to denote the 
quality of the work done. Grades in all courses attempted at or through St. Norbert College including WF shall 
be computed in the grade point average except those courses evaluated W, I, AU, NR, CT, TR, S, U, NT, or IP. 
St. Norbert College operates on a 4.0 grading system in which A signifies excellent performance marked by 
unusual ability and distinctive achievement; B signifies good performance marked by significant 
achievement; C signifies satisfactory performance; and D signifies marginal but passing work, and below the 
standard required for graduation. This grading system recognizes that student work may fall between the 
grades listed above. The intermediate grades of AB, BC, and CD can be given in such cases. When credit is not 
earned for a course, the following grades may be issued: F = Failure; W = Withdraw; WF = Withdrew Failing; I 
= incomplete; NR – Not Reported; U = Unsatisfactory; NT = Not Transferable. Audited courses, awarded and 
transfer credit are not calculated in the student’s grade point average and are designated AU = Audit; AW = 
Awarded, and TR = Transferred, respectively. Continuing courses and courses currently in progress are 
designated CT = Continuing, and IP = In Progress. 
Grade point per grade are awarded as follows: 

A = 4.0  C = 2.0 
AB = 3.5  CD = 1.5 
B = 3.0  D = 1.0 
BC = 2.5  F = 0.0 

A grade of S (Satisfactory) indicates satisfactory performance, and a grade of U (Unsatisfactory) indicates a 
non-passing grade. Master’s Thesis and Advocacy Projects are to be graded on a Satisfactory or Fail basis.55   
Grades of W, S, U, TR (during study abroad), and NT (issued for less than C graded courses during study 
abroad) are counted in a student’s attempted credit for academic progress evaluation. The Curriculum and 
Educational Policy Committee must approve the grade mode of all courses to be offered on an S/U/ basis.  
 
 

6 GRADING PRACTICES 56 
 
The following policy statement pertains to the assignment of grades by members of the Faculty: 
 
6.1 BASIS FOR GRADE 
A grade shall reflect a student’s achievement, performance, and mastery of a course. 
Other factors (such as effort, the self-esteem of the student, or the placement prospects of the student) shall 
not be important in the assignment of grades. 
 
6.2 GRADING STANDARD 
A grade shall be assigned in a manner consistent with the definition of the grade in the College Catalogue 
(e.g., an “A” shall be awarded only if a student’s performance achieved excellence). 
 
6.3 SYLLABUS GRADING STATEMENT 
Faculty members shall include a statement in each course syllabus which explains the expected levels of 
performance associated with each grade. 

                                                             
55 Amended by the Faculty on September 16, 2003, and the Board of Trustees on May 17, 2004. 
56 Amended by the Faculty on February 9, 1999, and the Board of Trustees on May 17, 1999. 
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7 GRADES OF INCOMPLETE 
 
The designation of “Incomplete” is used when a student has not completed some work or the final 
examination for a serious reason beyond his or her control. The work must be completed and a grade 
received by the Registrar within five weeks after the beginning of the following semester or the “Incomplete” 
will automatically become a “failure.” In rare cases, faculty may request and the Registrar may approve the 
extension of the five week due date up to the last class day of the current session. 
 
 

8 CHANGE OF GRADES 
 
Grades become final upon receipt in the Registrar’s office and may not be changed thereafter unless a 
clerical error was made in recording the grade originally, or upon successful appeal of a grade. No grade may 
be changed after one year from the date the grade is originally given. 
 
 

9 GRADE APPEALS 
 
9.1 PREFACE 
The purpose of the St. Norbert College policy on the appeal of grades is twofold: to protect the student from 
prejudiced and capricious academic evaluation, and to protect the professional rights and academic freedom 
of the faculty member in assigning grades. 
 
9.2 PROCEDURES FOR APPEALING GRADES  
 9.2.1 A student who feels he or she has received an inaccurate or unfair grade must first consult the 
   instructor. This consultation must take place and the appeal process begun, no later than six 
   weeks after the beginning of the semester following the assignment of the disputed grade. 
 9.2.2 The instructor should explain to the student the process of arriving at the grade. 
 9.2.3 If the issue remains unresolved, both the student and the instructor are required to put their 
   explanations in writing. 
 9.2.4 The written statements and any supporting documents are forwarded to the appropriate  
   associate dean who will convene the Divisional Advisory Council 57 to consider the appeal. The 
   Council will investigate the dispute and make a decision. The Advisory Council is free to consult 
   faculty and students from the discipline concerned, and the individual disputants, in arriving at 
   its decision. If the faculty member whose grade is being challenged is not a member of a  
   division, the appeal is sent to the Dean of the College. The Dean will convene the three  
   divisional associate deans who will act in lieu of an advisory council. If the appeal involves an 
   instructor in physical education, the Athletic Director will also be a member of the appeal  
   board. 58 
 9.2.5 A copy of the advisory council’s decision will be sent to the faculty member, the student, and 
   the Registrar. 

                                                             
57 Due to the professional nature of these deliberations, any student representatives to Divisional Advisory Councils do 
not attend grade appeals. 
58 Approved by the Curriculum Committee on October 31, 2000. 
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 9.2.6 If either party wishes to challenge the decision of the advisory council, an appeal must be  
   made directly to the Dean of the College as soon as possible after receipt of decision. Action by 
   the Dean on an appeal is final. 
 
9.3 POSTSCRIPT 
While a procedure for grade appeals is necessary, it is anticipated that most disagreements will be resolved 
at the first stage in the process  - the conference between the faculty member and the student. The burden 
of proof rests on the terms “prejudiced and capricious.” While the policy is intended to uphold the faculty 
member’s use of professional judgment, it also acknowledges the student’s right to know the basis upon 
which she or he was evaluated and to challenge a perceived injustice through an orderly set of procedures. It 
is, therefore, the faculty member’s responsibility to preserve records of grades, as well as students’ papers 
and examinations that were not handed back, at least until the end of the sixth week of the following 
semester. 
 
 

10 ACADEMIC HONOR CODE 59  
 
PREAMBLE 
The St. Norbert College experience is rooted in a deep sense of communio, and is characterized by 
relationships that are based on mutual esteem, trust, sincerity, faith and responsibility. Nowhere are these 
characteristics more important than in the rigorous pursuit of academic excellence. 
 
In that regard, academic honesty is one of our cherished values at St. Norbert College, and any form of 
academic misconduct is among the most serious of offenses. 
 
The members of our College community are committed to upholding the academic integrity of the institution 
by addressing matters of academic misconduct with a formative process that is transparent, unbiased, and 
timely in both its methods and its outcomes. The guiding principle of this process is accountability for the 
consequences of one’s choices, informed by dialogue, in the pursuit of truth. 
 
10.1   ACADEMIC MISCONDUCT 
Academic misconduct is broadly defined as the attempt to unfairly advance one’s academic performance. It 
should be understood as the granting to oneself any kind of advantage not offered or available to one’s peers 
and colleagues. Academic misconduct can take many forms, including but not limited to: 
 10.1.1 Submitting for academic credit any work without properly acknowledging and citing sources. 
 10.1.2 The submissions of another person’s ideas or written work as one’s own. This includes papers 
   purchased online, copied electronic spreadsheets, or any work that is created by anyone other 
   than the student presenting the work for credit, regardless of how the work is procured. 
 10.1.3 Cheating on an examination, including using “cheat sheets,” accessing formulas or notes that 
   have been stored on phones or other technology, or copying from peers. 
 10.1.4 Collaborating with others when it is contrary to the stated policy of the course. 
 10.1.5 Stealing examination or course materials or knowingly using such stolen materials. This  
   includes stealing library or other College resources and unauthorized access to electronic  
   materials. 

                                                             
59 Adopted by the Faculty on April 23, 2013, and approved by the Board of Trustees in May 2013. 


