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1.0  History, Mission, General Organization and Governance (Sept 18, 2009)
1.1  History
Sterling College began as Cooper Memorial College in 1887.  The original name honored a revered former leader of the Presbyterian Church of North America. The original curriculum offered four majors, and high school courses for students unable to attend such institutions in their home communities.  The majors included a liberal arts emphasis (called "the Classical Course"), a "Normal Course" for prospective teachers, an "English Course" designed to train future school administrators, and a business course.

These original curriculum choices remain the primary focus of the College today--liberal arts majors in a variety of fields: general liberal arts, teacher education, and business administration, with the addition of athletic training and sports management. In Fall 2007, the college organized its major offerings under two schools, the School of Professional Studies, and the School of Liberal Arts and Sciences.  In addition to its on campus offerings, since 2007, e.Sterling, the online learning division of Sterling College, provides online programs in Christian Ministry, Religion, and Teacher Education. Few other colleges in the United States have been able to retain their original focus while continually updating the content of courses and the techniques of teaching them.

Another distinctive aspect of Sterling College—renamed in 1920—is the emphasis placed on its status as a Christian College within the Reformed tradition.  Its faculty and staff have always been, and continue to be, believing Christians who strive to combine the concepts of faith and learning in their lives and in the classroom.

Many outstanding faculty members and administrators have served the College. In the early years, the President of the College also did a good deal of the teaching.  The first permanent president, Francis M. Spencer served for twenty years.  In addition to his administrative duties, he taught a variety of classes ranging from astronomy to psychology to literature.  Spencer Hall, home of Culbertson Auditorium, is dedicated in his honor.

An example of the dedication of faculty to the College is embodied in Talmon Bell.  Entering the college in 1890 as a senior preparatory student (taking high school courses), Bell began a career that lasted until after World War II.  One of his duties was the monthly public announcement of student grades in chapel.  This practice has since mercifully been dispensed with, but was handled with great seriousness and directness by the long-time mathematics professor.  Bell Hall in Thompson Hall of Science is dedicated to his memory.

Possibly the best known Sterling faculty member has been Dr. Ruth Thompson.  She originally graduated from Sterling College in 1918, took her M.A. course at Kansas University, and returned to teach Chemistry for 46 years until her retirement in 1966.  It is possible that more candidates for the Kansas University Medical School in Kansas City were tutored by Dr. Thompson than by any other faculty member in the state.  Thompson Hall of Science is her memorial.

Ross Turner Campbell served as President from 1910 through 1932, distinguishing himself as both a fund raiser and professor, as he regularly led the freshman Bible class required of every incoming student.  The venerable men's residence, Campbell Hall, is named for this leader of the College.
Administrators and staff provide leadership and continuity of support to the faculty.  The past presidents of the College, Francis Spencer (1889-1909), Ross Campbell (1910-32), Hugh Kelsey (1933-46), William McCreery (1946-73), Robert Baptista (1973-75), Charles Schoenherr (1975-83), and Robert Vietch (1984-88), Dr. Roger Parrott (1989-1995), Dr. J. Robert Campbell (Interim—1995-1997), Dr. Ed Johnson (1997-2003), Dr. Al Anderson (Interim—2004-2005), and Dr. Bruce Douglas (2005-2008) all lent significant talents to the perpetuation of excellence in this small Christian liberal arts college in Central Kansas.

Dr. Paul Maurer became the eleventh President of Sterling College in January 2009.  Dr. Maurer  received his Doctor of Philosophy in Political Science from the School of Politics and Economics at Claremont Graduate University, where he was named an H.B. Earhart Fellow. Dr. Maurer also earned his Masters of Divinity from Gordon-Conwell Theological Seminary in 1989, and his Bachelor of Arts from the University of Cincinnati in 1983. He has published in Presidential Studies Quarterly and contributed to a volume entitled The Moral Authority of the Government. Maurer is currently working on a book on the religious rhetoric of Jimmy Carter and Ronald Reagan.

Kansas, Colorado and Texas provide the largest number of students for Sterling College although the student body includes students from over half of the 50 states and several foreign countries.  This delightful mixture of historical background and interests combined with a Christian focus gives Sterling College a heritage and a future that promises each student a concerned and supportive learning environment.
1.2   Mission
(Approved by the Board of Trustees, April 2009)
Our Mission:  The purpose of Sterling College is to develop creative and thoughtful leaders who understand a maturing Christian faith.

Our vision: To be recognized as the finest Christ-centered, servant leadership development-focused, liberal arts experience in the Great Plains.
Our core values: In active, vital partnership with church, community and strategic partners, and ever striving for first-class quality in all that it does, the Sterling College community will be guided in all its work by the following intrinsic values:

· Faith: Faithful discernment of and response to God’s self-revelation in Christ in Scripture 

· Calling: Faithful discovery and pursuit of each person’s particular calling in life 

· Learning: A love of learning and a dedication to the pursuit of truth
Integrity: Integrity in scholarship, the arts, athletics, and all other co-curricular activities 

· Service: Faithful practice of redemptive servant leadership involving a vision of wholeness in a broken world 

· Community: Mutual respect amid diversity as members of the body of Christ 

Our relationships: Founded in 1887 by the Synod of Kansas of the United Presbyterian Church of North America, Sterling College continues to affirm its historical ties with the Reformed tradition. As an institution, the college nurtures and develops strategic partnerships within the Presbyterian Church (USA), and with evangelical organizations, in order to advance the mission and vision of the College. Accountability for the College’s mission and vision rests in governance by an independent self-perpetuating Board of Trustees. Sterling College holds strong the mandate of the original charter to be “thoroughly Christian, but not in any sense sectarian.” The diversity of God’s people is welcomed and the College respects the differences in denominational distinctive and worship traditions.
Our Statement of Faith The board, faculty, administration and staff possess an active and visible Christian faith which encourages the entire campus community in our pursuit of a wholesome and practical Christian life. We personally trust in and collectively bear witness to the one, eternal God, revealed as Father, Son and Holy Spirit.

· We believe in God the Father who created the heavens and the earth.

· We believe in God the Son, Jesus Christ, who was conceived by the Holy Spirit and born of the Virgin Mary. Jesus suffered, died, and was buried. He rose from the dead. Jesus ascended into heaven and remains with the Father and the Holy Spirit to judge the living and the dead. Jesus Christ alone is the way, the truth and the life. There is salvation in and through no other. 

· We believe in God the Holy Spirit who is the comforter, sustainer and sanctifier of all who profess faith in Jesus Christ as Savior and Lord.

· We believe that humanity has hope for redemption from sin by Jesus Christ’s life, death, and resurrection. It is by God’s grace alone that we joyfully receive our salvation through a personal faith in Jesus Christ.

· We believe that the Bible is God’s revealed Word. It is authoritative and infallible in all matters of faith and practice.

· We believe that the Church is the body of Christ and God’s witness in the world.

· We believe that Jesus Christ will return and claim his own, ushering in the new heaven and new earth in which righteousness will dwell and God will reign forever.

1.2.1   Educational Assumptions

The general education Core Curriculum addresses the college’s mission “to develop creative and thoughtful leaders who understand a maturing Christian faith.” These characteristics are realized in graduates who develop broad knowledge, skills for thinking and acting, and values that arise from our Christian heritage and that aim to build a better society. Knowledge, skills, and values should be integrated into a worldview from which graduates seek to serve God and the world. For current information regarding the specifics of Sterling College’s core curriculum, please see the most current issue of the Sterling College Academic Catalog and appendix 3.1.
1.2.2   Accrediting XE "Accrediting" 
Sterling College is accredited by The Higher Learning Commission and a member of the North Central Association (http://www.ncahlc.org/ (800) 621-7440 or (312) 263-0456). The College is approved for education of veterans under the G.I. Bill of Rights and is on the approved list of premedical schools of the American Medical Association. The athletic training program is accredited under the Commission on Accreditation of Athletic Training Education (CAATE) The teacher education program is accredited by the Kansas State Department of Education (KSDE) and by the National Council for the Accreditation of Teacher Education (NCATE). 
1.2.3   Associations XE "Associations" 
The College maintains the following memberships:
· Council for the Advancement of Small Colleges (CASC)
· National Council for Accreditation of Teacher Education (NCATE)
· Small College Consortium (SCC)

· Council of Christian Colleges and Universities (CCCU)
· Kansas Collegiate Athletic Conference (KCAC),

· Associated Independent Colleges of Kansas, and the Associated Colleges of Central Kansas (ACCK)
· National association of College and University Business Officers (NACUBO)
· KACRAO.
· Council for Higher Education Accreditation (CHEA)

· Council of Independent Colleges (CIC)

· Kansas Independent College Association (KICA)

· The Higher Learning Commission and a member of the North Central Association (http://www.ncahlc.org/ (800) 621-7440 or (312) 263-0456).

· National Association of Intercollegiate Athletics (NAIA)

1.2.3.1   Associated Colleges of Central Kansas (ACCK XE "ACCK" )

The Associated Colleges of Central Kansas, is a consortium of six private, liberal arts, four-year, church related, coeducational Colleges all located within 35 miles of McPherson, Kansas.  

The ACCK was founded in 1966 in response to the challenge for colleges and universities to cooperate in order to meet the educational needs of American youth.  Six colleges located in central Kansas (Bethany in Lindsborg, Bethel in North Newton, Kansas Wesleyan in Salina, McPherson in McPherson, Sterling in Sterling, and Tabor in Hillsboro) formed a legal consortium—The Associated Colleges of Central Kansas— dedicated to academic and administrative improvement through cooperative arrangements. 

Through the consortium, the College is able to offer expanded library facilities, specialized courses, and a wider spectrum of academic experiences than would be possible on its own.  The areas of cooperation have been unusually broad.  Cooperative programs have included the following: institutional research and development, administrative improvement, shared computer services, faculty development, curriculum improvement, special education programs, student services, minority programs and learning skills programs.

2.0   Faculty Employment Policies and Procedures XE "Faculty Employment Policies and Procedures" 
This Handbook contains the currently approved policies and procedures of Sterling College concerning the terms and conditions of faculty employment.  This handbook is considered an addendum to the individual contract of employment of each faculty member.   Where the terms and provisions of an individual contract of a faculty member are inconsistent with the general policies contained herein, the provisions of the individual contract shall supersede.  Otherwise, the provisions of this Handbook are legally binding on all parties for the specific period covered by a letter of appointment/contract and will not be changed during that period.  Any changes in the Handbook must be made according to section 2.18 and will take effect at the beginning of the following contract year.  Should there be any disagreement as to the application of specific provisions of this section, the faculty member involved in such a situation may refer actions taken by a chair, program director, Vice President for Academic Affairs or other officer of Sterling College to the Faculty Welfare and Fiscal Affairs Committee of the Faculty Council or may file a grievance under the Grievance Procedures found in Section 2.17. 

It is the policy of Sterling College not to discriminate against any employee or applicant for employment because of race, color, age, marital status, gender, national origin, ancestry, veteran's status, disability or other factors which cannot lawfully form the basis for an employment decision.

The Vice President for Academic Affairs, the Faculty Welfare and Fiscal Affairs Committee, and the Associate Deans periodically review the administration of faculty personnel policies and, where deemed necessary, implement changes which will eliminate any possibility of illegal or improper discrimination against employees or prospective employees of the College.

This policy includes, but is not limited to the following:

a. recruitment and employment of applicants who possess the necessary qualifications and/or experience for appointment to the faculty;

b. renewal of faculty contract, extended contract status, promotion, and separation from the College;

c. sabbatical leave or other leave with or without pay, faculty development programs, grants, awards sponsored by the College; and

d. establishment of salary, benefits, workload, and other rights belonging to a faculty member.

Moreover, it is the policy of the College that no employee shall discriminate against another employee on any of these grounds.

2.1   Definition of Faculty, Faculty Rank and XE "Faculty Rank and Titles"  Faculty Titles at Sterling College

The faculty is comprised of all persons having appointment for the instruction of students.  The faculty of Sterling College shall consist of four distinct groups: ranked full-time faculty, ranked pro rata part-time faculty, part-time per course faculty, and special appointment faculty.  Specific contract types (Section 2.4) and other specific contractual rights and responsibilities shall accrue to each specific group as defined in this Handbook.  In particular, part-time per course faculty and special appointment faculty have limited rights and responsibilities; these are fully defined in this section.

2.1.1   The Ranked Faculty

A ranked faculty member is a full-time or pro rata part-time employee of Sterling College who has been appointed to one of the four regular academic ranks or library faculty ranks: instructor, assistant professor, associate professor, or professor.  The perquisites and responsibilities of regular academic ranks and library faculty ranks are identical.

2.1.1.1   Full-Time Faculty XE "Full-Time Faculty" 
A full-time faculty member

a. ordinarily has full-time teaching and advising duties or has teaching and other duties (e.g., research, academic administration, counseling) equivalent to a full-time teaching load or has full-time professional library duties;
b. fulfills the duties and responsibilities of a faculty member;

c. holds academic rank as described in 2.2.2 and

d. holds a faculty contract.  Contracts for full-time faculty who have major administrative responsibilities may differ in identifying specific workload expectations (Section 2.12).

2.1.1.2   Pro Rata Part-Time Faculty XE "Pro Rata Part-Time Faculty" 
Pro rata part-time faculty are faculty members who are ranked as defined in Section 2.1.1 and who are given an appointment equivalent to half-time or more, but less than that of a full-time faculty member.  Such pro rata part-time faculty have pro rata contractual rights to pro rata promotion, pro rata sabbatical leave and pro rata fringe benefits as provided in this Handbook.

Additionally, they have, on a pro rata basis, responsibilities for advising, service on committees and all other responsibilities of full-time faculty members as detailed in this Handbook.

2.2   Search and Hiring Process and Appointment to Academic Rank XE "Search and Appointment Process" 
The quality of initial appointments is vital to the quality of teaching and scholarship to which Sterling College is committed.  The following statements are intended to aid department chairs, program faculty, associate deans, Faculty Welfare Committee, and the Vice President for Academic Affairs in making initial appointments.

The College gives notice of employment opportunities by appropriate publication and follows regular procedures in the evaluation of applicants.  Applications from women and members of minority groups are encouraged.

Under normal circumstances the procedure for hiring faculty is as follows:

a. The Board of Trustees sets policy regarding requirements and expectations of faculty members.

b. When an opening occurs, if needed, the Vice President for Academic Affairs, department chairperson, and Academic Affairs Committee of the Faculty Council, will confer to evaluate if the position should be filled.

c. If the position is to be filled, the Vice President for Academic Affairs, and the department chairperson, in consultation with the President, will develop a specific position description including an appropriate equal opportunity statement.

d. It is the policy of Sterling College not to discriminate against any employee or applicant for employment because of race, color, age, marital status, gender, national origin, ancestry, veteran's status, disability or other factors which cannot lawfully form the basis for an employment decision.

e. After the preliminary position description is developed, it will be circulated to members of the Faculty Welfare Committee and to the Faculty Council.  

f. The Vice President for Academic Affairs in consultation with the department chair prepares and implements an advertising plan and an aggressive recruitment strategy for the position.

g. As potential candidates are located and their files are completed, the Vice President for Academic Affairs and/or department chairperson will contact the candidate to arrange and conduct a telephone interview, at which time general salary guidelines will be discussed.  

h. Following telephone interviews, the Vice President for Academic Affairs and department chair will confer with the President and Faculty Welfare Committee to determine which candidates should be invited to campus for an interview.

i. Before a campus interview is extended, the Vice President for Academic Affairs or department chairperson will contact no fewer than three of the candidate's references.

j. During a campus interview the candidate should have individual time with the President, Vice President for Academic Affairs, Faculty Welfare and Fiscal Affairs committee of the Faculty Council, department chair and the faculty of the department.  Further, the candidate should make a teaching presentation open to faculty, administrators and students.  The candidate should have an open session with the faculty, and, if possible, another with students, particularly majors in the candidate's teaching field.  The visit should include time for a full tour of the campus and the community as well as time for meetings with campus and community leaders.

k. Following the campus interview, the Vice President for Academic Affairs will communicate with all who were involved in the interview process, then will meet with the President to recommend further action.

l. If a contract is offered, the President, Vice President for Academic Affairs and department chair will aggressively recruit the candidate. 

2.2.1   Authority to Hire XE "Authority to Hire" 
Sole authority to hire and retain faculty is vested in the Board of Trustees.  This authority is exercised through the President implementing procedures identified in the Faculty Handbook.

2.2.2   Procedures for Appointment to Ranked Faculty Status XE "Appointment to Ranked Faculty Status" 
At the time of initial appointment to a full-time or pro rata part-time faculty member, the Vice President for Academic Affairs, in consultation with the Faculty Welfare and Fiscal Affairs Committee make a judgment about rank for the initial contract using the criteria described below.  Written copies of the decision will be provided to the individual involved and the Faculty Welfare and Fiscal Affairs Committee.  Thereafter, rank changes are subject to Section 2.8.
Throughout these sections on specific ranks, a college/university of "recognized standing" shall mean a college/university accredited by one of the six regional accrediting associations, e.g., Higher Learning Commission of the North Central Association, or a college/university of international standing approved by the Faculty Welfare and Fiscal Affairs Committee.

The full-time and pro rata part-time ranks that follow are cumulative in their criteria, and the emphasis is specifically on the quality of teaching or, in the case of professional librarians, on librarianship.

2.2.2.1   Regular Academic Ranks XE "Academic Ranks" 
2.2.2.1.1   Instructor XE "Instructors" 
Instructors have minimum qualifications to teach at the College level but have teaching potential.
a. Shall hold a master's degree or its equivalent in their teaching field.

b. Shall be judged to have promise as scholars and teachers.

2.2.2.1.2   Assistant Professor XE "Assistant Professors" 
Assistant Professors have demonstrated appropriate preparation for teaching.

a. Shall hold an earned doctorate from a regionally accredited institution of higher learning or foreign equivalent; or


b. Shall hold at least the master's degree in their teaching field.

c. Shall have two years of full-time teaching experience at a regionally accredited institution of higher learning or foreign equivalent.

d. Shall have continually demonstrated effectiveness as scholars, teachers, and advisors.

2.2.2.1.3   Associate Professor XE "Associate Professors" 
Associate Professors have demonstrated an appropriate level of competence in the areas of teaching and scholarship.

a. Shall hold a terminal degree or 63 total graduate credits including a Master’s degree in their teaching field from a regionally accredited institution of higher learning or foreign equivalent.


b. Stated contribution to campus community


c. Seven years of full-time teaching experience at a regionally accredited institution of higher learning or foreign equivalent.


d. Research or publication – may include Doctoral Dissertation.


e. Three years full-time teaching at Sterling College.


f. Shall show evidence of the integration of Christian perspective within their academic discipline.


g. Shall have continually demonstrated effectiveness and development as teachers, scholars, and advisors.



2.2.2.1.4   Professor XE "Professors" 
Professors have consistently demonstrated command of teaching and scholarship.

a. Shall hold an earned doctorate in their teaching field from a regionally accredited institution of higher learning or foreign equivalent, or approved exception.1

b. Ten years of full time teaching experience at a regionally accredited institution of higher learning or foreign equivalent.


c. Stated contribution to campus community


d. Research or publication – may not include Doctoral Dissertation.


e. Three years of full-time teaching at Sterling College.


f. Shall show evidence of the integration of Christian perspective within their academic discipline.


g. Shall have continually demonstrated effectiveness and development as teachers, scholars, and advisors.
2.2.2.2   Library Faculty Ranks XE "Library Faculty Ranks" 
2.2.2.2.1   Instructors

Appointments at this rank shall require expectation of successful overall performance and the potential for a promising career in academic librarianship.

a. Shall hold a master's degree in librarianship.

b. Shall be judged to have promise as a librarian.

2.2.2.2.2    Assistant Professors

Assistant Professors have demonstrated appropriate preparation for librarianship.

a. Shall hold a master's degree in librarianship.

b. Shall have given evidence of effectiveness as academic librarians or scholars.

c. Shall have five years of full-time professional librarianship experience at a regionally accredited institution of higher learning or foreign equivalent.

d. Shall have continually demonstrated effectiveness as a librarian.

2.2.2.2.3   Associate Professors

Associate Professors have demonstrated substantial professional contributions to the library and to the institution and have demonstrated a high level of attainment in bibliographic activities, research, or other professional endeavors.

a. Shall have completed additional study in librarianship, information management or an academic discipline and have been an academic librarian for nine years, or five years if a doctor's degree has been earned.

b. Shall have continually demonstrated effectiveness and development as librarians.

c. Shall have demonstrated professional and personal responsibility.  

d. Shall have a record of scholarship and research recognized by the Vice President for Academic Affairs.

e. Shall show evidence of the integration of Christian perspective within their academic discipline.

f. Stated contribution to campus community

g. Nine years of full-time librarianship at a regionally accredited institution of higher learning or foreign equivalent.

h. Three years of full-time librarianship at Sterling College

2.2.2.2.4   Professors

Professors have demonstrated over an extended period of time that they are outstanding professionals.

a. Shall hold an earned doctor's degree in Library Science or its equivalent.

b. Shall have consistently demonstrated excellence as professional librarians and have demonstrated outstanding achievements in bibliographic work, or in research, or other professional endeavors which have gained recognition by competent professionals within and beyond the Sterling College campus.

c. Shall normally have completed a minimum of ten years as academic librarians in a college or university of recognized standing.

d. Shall show evidence of the integration of Christian perspective within their academic discipline in a written, publishable essay.

e. Stated contribution to campus community.

f. Three years of full-time librarianship at Sterling College

2.2.3   Part-Time Per Course Faculty XE "Part-Time Per Course Faculty" 
A part-time per course faculty member is usually a part-time temporary employee of the College, who has been assigned one of the following temporary academic titles: Lecturer; Senior Lecturer; or Adjunct Professor, Adjunct Associate Professor, or Adjunct Assistant Professor.

Part-time per course faculty:

a. usually teach six hours or fewer per semester.

b. usually have no other faculty duties and responsibilities, except those listed below and in 

c. Section 2.9.

d. meet or exceed the criteria of the appropriate temporary academic titles.

e. are selected in the manner set forth below in Section 2.1.3.1 - 2.1.3.4.

f. always receive a Term Contract (see Section 2.2.1).

g. receive no fringe benefits.

h. do not accrue time towards the focused review.

Part-time per course faculty are expected to be available at least 1-1/2 hours per week for each course taught to advise students regarding their course work.

2.2.3.1   Lecturer XE "Lecturer" 
Lecturers are selected by the Vice President for Academic Affairs in consultation with the department chair.  Lecturers are hired to teach specific courses on a term contract basis.  The position usually does not lead to or count toward three-year review, or lead to promotion to the regular academic ranks.

Selection of lecturers should be consistent with the academic and mission standards of the College.  A person assigned this title should meet or exceed the minimal requirements set forth for Instructor.  In lieu of these requirements, considerable experience in an appropriate technical, artistic, or professional field may be substituted.

2.2.3.2   Senior Lecturer

This title may be assigned to a part-time per course teaching faculty member in recognition of distinguished teaching service to the College, its students, and its faculty over a period of at least five years.  Assignment of this title is made by the President, upon the recommendation of the department chair and the Vice President for Academic Affairs.

2.2.3.3   Adjunct Professor by Rank XE "Adjunct Professor by Rank" 
A faculty member who teaches on a part-time per course basis for the College, and who is a full-time ranked faculty member of another institution of post-secondary education, will be assigned this rank by the College.  Such rank shall be equal to that at the other institution.  Should the institution not use rank, the title of Adjunct Professor will be used.

2.2.3.4   Special Case Administrator XE "Special Case Administrator"  or Staff Rank

Full-time administrators or staff who teach may be assigned faculty rank by the College based on teaching assignments, prior rank at a recognized college or university, or that rank which is commensurate with their qualifications.

2.2.4   Special Appointment Faculty XE "Special Appointment Faculty" 
2.2.4.1   Professor Emeritus/a XE "Professor Emeritus/a" 
This rank may be assigned to Associate Professors, Senior Associate Professors or Professors who have limited or terminated their responsibilities as a ranked faculty member for valid reasons (e.g., retirement, illness) after fifteen or more years of distinguished service to the College and having attained a minimum age of sixty years.  A Professor Emeritus is so designated and appointed by the Board of Trustees, after recommendation by the President, the Vice President for Academic Affairs, and the Faculty Welfare and Fiscal Affairs Committee.

No compensation accrues by virtue of this rank unless, by mutual agreement between the President and the individual, the faculty member is offered a part-time term contract by the President to teach or fulfill other duties.  In such cases, supplementary benefits, if any, will be set forth in the contract and such term contract is limited to less-than-half-time faculty status.

2.2.4.1.1   Status and Privileges of Emeriti Faculty XE "Emeriti Faculty" 
The College is committed to promoting close ties between itself and its faculty members who have reduced their teaching load or retired.  To this end, the following assistance and privileges are available to these faculty:

a. The College will provide meeting facilities for such former faculty members who may wish to meet as a group.

b. After retirement, a faculty member may receive an emeritus employee card at the Financial Services office.  This card will provide (subject to current policies, restrictions and fees applicable to full-time faculty) access to the College recreational and athletic facilities, library, bookstore, and cultural, athletic and educational events.

c. Such a faculty member may take any course(s) at the College tuition free.  Further, if a spouse and/or dependent is pursuing a degree program under the tuition remission plan specified in the Handbook in force at the time a ranked faculty member fully retires, such benefits will continue until the spouse and/or dependent(s) have completed the degree program.

d. The College, at the request of such a faculty member and provided that this person keeps a current address on file, will assure that notices of major campus activities are sent.

e. Emeritus faculty members may attend the meetings and other activities of their former departments.  However, only those who have active faculty status by current appointment may vote in these meetings and only in accordance with the voting rights attendant to the status they hold.

f. All such faculty members, if they so wish, may participate in the College Keynote Convocation, Baccalaureate, and Commencement exercises.

g. Emeritus faculty members may make use of the departmental secretarial services on a low priority basis.

2.2.4.2   Visiting Appointments XE "Visiting Appointments" 
All visiting appointments are for a limited period of time with no intent of on-going employment.  Visiting appointments are reserved for faculty members of other institutions, professors emeriti, and persons distinguished in their fields.

2.2.4.3   Artist/Writer/Scholar-In-Residence XE "Artist/Writer/Scholar-In-Residence" 
The College may appoint to the faculty distinguished artists, writers, poets, and scholars to the special faculty status of artist/writer/scholar-in-residence.  Such appointments shall be full-time or part-time depending on the needs of the College.  The appointments are term contracts with no intent of on-going employment with such benefits as specified in a contract.  The appointment of an artist/writer/scholar-in-residence does not prejudice the academic personnel rights of any other faculty member in respect to the contractual policies of this Handbook.

2.2.4.4   Replacement Faculty XE "Replacement Faculty" 
The College may appoint a replacement faculty member on full-time or pro rata part-time contract.  Service in such contracts does not count for three-year review, promotion, or sabbatical leave unless such service is recognized by the Vice President for Academic Affairs at the time of offering an initial contract.

2.2.4.5   Endowed Positions and Programs XE "Endowed Positions and Programs" 
In the event that resources of the College permit, specific faculty positions or programs may be endowed such that at least a portion of the expenses of the position or the program are provided by income from a designated continuing source.

Positions or programs may be endowed by significant gifts from benefactors of the College and the position or program name may well reflect the donor's intentions.  When positions to be endowed are selected, the needs of the College's departments and curriculum are to be paramount and conditions for the endowment cannot be set which are not consonant with the College's mission.

A written description of the nature of the endowed position will be published prior to the search for the holder, or on the occasion of its announcement if the endowment supports a position or program already filled.  The description will identify expectations for the holder of the position if any exist beyond the expectations in the Faculty Handbook and will identify any special arrangements attendant on the position.

If the income from endowment allows, there may be program perquisites or enhancements.  These might include resources for additional equipment or library holdings or services, travel for students, professional travel for the faculty member, support for scholarly activities, and so forth.  These arrangements will be published as a part of the description of the endowment plan.

Faculty appointed to the endowed position will undergo the evaluation process for new appointments and the contract sequence as described in Section 2.2.2 of the Faculty Handbook.  Appointment to an endowed position does not relieve the faculty member of any of the responsibilities nor remove any of the protection of the Faculty Handbook.

In some cases, the position might be defined to include special expectations for the faculty member.  This might include such activities as delivering a periodic scholarly lecture, publishing, scholarly activities, providing performances, or maintaining an academic research program.  These expectations will be published as a part of the description of the position.  

Special inaugural arrangements may be made when the position is established or filled.

2.3   Salary, Philosophy, and Worksheet XE "Salary" 
2.3.1   Salary Philosophy

In an effort to be as fair and equitable as possible, salaries of the full-time members of the Sterling College faculty are determined by the salary worksheet adopted by the faculty.  Each salary is determined by a base salary amount which is established by the Board of Trustees, multiplied by the total increment based upon the faculty member's formal education, experience, academic rank, and in rare and exceptional cases - market considerations.  The complete salary computation worksheet appears in section 2.3.2.

Education, experience and rank are straightforward factors.  Market factor will be used only in rare and exceptional cases when some positions are much harder to fill than others due to high demand and low supply in the particular field.  Consideration for market value will be determined by the Vice President for Academic Affairs, in consultation with the Associate Deans and the FWFA Committee.  This factor is an increment for the position, not for an individual.

The Vice President for Academic Affairs will determine, and the Associate Deans and FWFA will review, each new faculty member's total increment.  For continuing faculty, the Vice President for Academic Affairs will annually review each faculty member's total increment, update each with respect to formal education, experience, and academic rank, and send the new electronic Excel® worksheet calculation to the individual faculty member via email two weeks prior to contract issuance.  Faculty will have one week to notify the VPAA of discrepancies before receiving the new contract for the next academic year.  The VPAA will also inform the Financial Services office of the new salary value.

Each faculty member's total increment can be reviewed by the faculty member at any time.

Any alterations to the Sterling College Salary Worksheet will be reviewed and approved by the President, in consultation with the Associate Deans and the FWFA and the Faculty Council, and the Board of Trustees.  

2.3.2   Sterling College Salary Worksheet XE "Salary Scale" 
	
	
	Increment

	Formal Education
	
	

	
	MA or MS only
	0

	
	Grad. Hrs. beyond MA – to 50
	0.003

	
	Specialist: e.g. CPA
	0.1

	
	Terminal Degree; e.g. MBA MFA
	0.15

	
	Doctorate
	0.28

	
	
	

	Experience*
	
	

	
	Teaching:
	

	
	College 0 -10 years
	0.013

	
	11 – 20 years
	0.015

	
	21 + years
	0.017

	
	Non-college 0 – 10 yrs.
	0.01

	
	Prior non-instructional experience related to teaching (5 yr. max)
	0.005

	
	Prior research/scholarly activity in field (5 yr. max)
	0.007

	
	
	

	Rank
	
	

	
	Instructor
	0.01

	
	Assistant I 
	0.03

	
	Assistant II (Assistant I and three years Sterling College)
	0.05

	
	Associate I  
	0.075

	
	Associate II (Associate I and three years at Sterling College)
	0.10

	
	Senior Associate (For faculty granted this rank before 2009)
	0.145

	
	Professor
	0.145

	
	
	

	
	
	

	
	
	


* Should this NOT be followed for a year due to special circumstances, actual numbers must be shown in ( ) to aid in the next year’s adjustments.

2.3.3   Payday and Payroll

Salaries for full-time faculty members are payable in twelve equal installments on the fifteenth day of the month when the fifteenth falls on a regular work day.  If the fifteenth falls on a weekend or a holiday, payroll checks will be available on the previous workday.

Payroll checks are picked up at the Financial Services office unless other arrangements have been made.  Any payroll questions should be directed to the Financial Services office.

2.4   Types of Contracts XE "Contracts"  and Contract Definition Policies

All of the full-time faculty employment contracts at Sterling College make binding the principles and protections of this Handbook.  It should be noted that these particularly include the rights of academic freedom, the responsibilities of professional conduct, the protections of the grievance process (except as specified in section 2.2.2) the support of continuing professional evaluation.

2.4.1   Term Contracts

Term Contracts at Sterling College are given to part-time per course and special appointment faculty members, and are limited to the term of employment outlined in the letter of appointment.  Term Contracts do not confer upon a faculty member an entitlement to continued employment after the term specified in the letter of appointment expires.

Term Contracts may also be used with full-time and pro rata part-time ranked faculty in special circumstances as follows: all summer session contracts, for replacements for one semester or year for faculty on leave on a full-time or pro rata basis; or, for short-term curricular needs.  At the time of appointment, with the approval of the Vice President for Academic Affairs and after consultation with the Chief Administrative Officer, full-time or pro rata Term Contracts may be counted as teaching experience leading toward extended contract status.  No more than three consecutive academic year contracts of this type will be given a ranked faculty member with specific ranked faculty status (see section 2.1.2).

2.4.2   Initial Contracts

For the first four years of full-time faculty employment at Sterling College, faculty members work under annual contracts.  During the first three contract years, annual evaluations will be conducted (2.6, 2.7) to provide faculty members with timely information as to their demonstrated performance and fit with the mission of the College as established in this Handbook.  Renewal of these annual contracts is subject to the successful fulfillment of these expectations and the conditions and needs of the College.  Full-time faculty on an annual contract may be non-renewed during their first two years of employment without the right of grievance procedures described in Section 2.17.

A focused evaluation of the first three years' record will be conducted during the fourth year to determine eligibility for an extended contract.

It is the obligation of the Vice President for Academic Affairs to document annually for the faculty member all concerns that might preclude renewal of the annual contract or an offer of an extended contract.  It is the obligation of the faculty member to demonstrate competence and fit with the mission of the College.

2.4.3   Extended Contracts

After the focused evaluation; upon recommendation of the Faculty Welfare and Fiscal Affairs Committee, the Vice President for Academic Affairs, and the President; and with the approval of the Board of Trustees, the faculty member will be offered an extended contract.  The extended contract is the regular contract plus a commitment for two subsequent annual contracts.

This continuing relationship is both contractual and covenantal.  It represents a shared commitment by the faculty member and the institution.

Those holding extended contracts will be reviewed every sixth year with a developmental evaluation or, in special cases more often, under the provisions of 2.7.1, item d, if critical conditions are believed to exist.  When critical conditions are determined to exist, it is the obligation of the Faculty Welfare and Fiscal Affairs Committee and the Vice President for Academic Affairs, to communicate in writing to the faculty member the specific conditions and possible avenues of remediation.  No further commitments for renewal will be issued to such a faculty member until the critical conditions are corrected.

2.4.4 Probationary Annual Contracts

If, during the fourth year focused evaluation or during the sixth year developmental evaluation of an extended contract, specific deficiencies in professional performance are identified, an annual probationary contract may be offered.  This contract will enumerate the deficiencies and the expectations for improvement.  No faculty member will be continued on probationary annual contracts for more than three years.

2.4.5   Issuance and Receipt of Contract

All ranked full-time and pro rata part-time faculty contract offers for any academic year must be issued on or before March 15, and be returned within thirty days, or the first working day thereafter.  If the contract offer is not accepted on or before the deadline stated on the contract, or a special arrangement made in writing with the Vice President for Academic Affairs, the offer will automatically expire.

All Term Contracts are issued on an individual basis as the necessity arises.

2.4.6   Employment Conflict of Interest XE "Employment Conflict of Interest" 
It should be deemed a conflict of interest in employment at Sterling College for an employee to serve in a direct supervisory capacity over a relative or dependent.  In cases where a conflict of interest exists, the President or a designee will evaluate the situation and recommend an appropriate solution.

2.4.7   Faculty Administrative Appointments XE "Faculty Administrative Appointments" 
For the good of the College and efficiency of operations members of the faculty may be asked to take administrative assignments.  These may include participation on or chairing committees, fulfilling specific administrative assignments, or serving as a departmental chair.

2.4.7.1   Department Chair XE "Department Chair" 
The chair of a department or program serves as organizational/administrative needs dictate and is appointed by the Vice President for Academic Affairs in consultation with the President and the Associate Deans.  The department chair responsibilities include preparation of annual course schedules and annual assessment reports, budgeting, and development of department/program plans.  The chair has no direct personnel supervisory authority over full-time faculty within the department, but may be asked to participate in personnel evaluation.  The department chair is responsible for assisting the Vice President for Academic Affairs with the recruitment and hiring of faculty as necessary.  The department chair may also be asked to assist the Vice President for Academic Affairs in the supervision of adjunct faculty within that department.

2.4.7.2   Associate Dean XE "Division Chair" 
The associate deans serve as organizational needs dictate within a school's structure.  They are appointed by the President and Vice President of Academic Affairs.  The Associate Dean is the faculty administrative officer immediately responsible for the operation of the school--including budget, personnel, curriculum, and planning matters. The Associate Dean works with the school's department chairs so that each program maintains high academic standards. As such, he or she oversees development of curricula and selection of faculty. The Associate Dean reports to the Vice President for Academic Affairs.

Essential Functions:

1. Communicate frequently with the school’s faculty, and the faculty at large;

2. Keep department chairs informed about issues related to their programs and faculty;

3. Work with the VPAA on hiring and evaluating faculty;

4. Promote excellence in faculty teaching, service, professional growth/development, and the academic achievement;

5. Respond promptly to the needs of faculty, staff, and students;

6. Provide leadership for enrollment, retention and resource allocation for the school;

7. Work with the department heads to develop and manage the budget;

8. Lead faculty in the planning and process for academic program assessment, development and improvement;

9. Assist in institutional research and assessment.

Additional Responsibilities:

1. Gather data and prepare detailed documents as needed;

2. Teach classes;

3. Perform other duties assigned by the VPAA;

4. Work with the Faculty Council and Faculty Committees on matters pertaining to the advancement of the College.
2.5   Personnel Records XE "Personnel Records" 
Because appointment as a ranked faculty member may lead to a continuing relationship with the College, it is essential that there be adequate and detailed documentation to support every action involving each individual, especially those actions pertaining to appointment, promotion, extended contracts, layoff, and dismissal.

2.5.1   Official Personnel File XE "Personnel File" 
The following documents will normally be found in each faculty member's file in the Vice President for Academic Affairs' office:

a. letters of application (originals) and application resume;

b. appointment and acceptance letters (originals);

c. personal data information (race, gender, date of birth, marital status, etc.);

d. hiring transaction documents;

e. performance reviews, evaluations and self-reports generated as a result of reviews;

f. payroll change documents (salary increases or changes, changes in status);

g. official transcripts;

h. salary and fringe benefit data;

i. information the faculty member wishes to be included; and

j. documentation of required extra responsibilities.

Faculty files are available to people other than the faculty member only for purposes of appointment, evaluation, promotion or dismissal of faculty members or for review of information related to a faculty-initiated grievance contingent on the following provisions.  The faculty member may authorize in writing access to his or her file to persons that he or she may choose.  In addition, the Vice President for Academic Affairs is responsible for these files and has administrative access to them.  Any other access is limited to the President, representative(s) of the Academic Affairs Committee of the Board of Trustees upon designation by that committee and only for purposes of duly authorized review of faculty, the Mediation and/or Review Committee (see 2.17.2) involved in a faculty-initiated grievance, and legal counsel for the College.

The faculty member may examine the file in the presence of the Vice President for Academic Affairs and, for the cost of duplication, obtain copies of any matters in the official personnel file.  Any such copies will be made by a member of the Vice President for Academic Affairs' staff.

The official personnel file will be kept in strictest confidence and will be available for confidential use only to the individuals indicated above. These individuals may examine the file in the presence of the Vice President for Academic Affairs, but are not permitted, without the consent of the faculty member, to make or have copies made of any documents in the file.  A log shall be kept with each faculty file indicating the date, person and purpose of each examination of the file beyond administrative access by the Vice President for Academic Affairs.  
Further, the College may permit access to and copying from such files pursuant to lawful requests and identification of federal or state agencies relevant to investigations, hearings, or other proceedings pending before such agencies or the courts.

2.5.2   Personnel Files for Part-Time XE "Personnel Files for Part-Time Faculty"  Per Course and Special Appointment Faculty

The Vice President for Academic Affairs will maintain a separate file for each of these faculty which will normally contain the following:

a. a copy of the faculty member's term contracts;

b. the faculty member's official credentials and resume;

c. copies of any faculty evaluations;

d. information the faculty member wishes to place in this file on professional background or accomplishments;

e. personnel information.

Access to such files is defined in Section 2.4.1.

2.6   Faculty Responsibilities XE "Faculty Responsibilities" 
2.6.1   General Statement XE "General Statement" 
Membership in the academic profession carries with it responsibilities for the advancement of knowledge, the intellectual growth of students, and the improvement of society.  Faculty must order and evaluate their personal and professional development in terms of their commitment to these goals.

Sterling College is a Christian College, presenting a Christ-centered education as an essential part of its mission.  As a part of their professional responsibility, faculty, full- and part-time, are expected to demonstrate in both their personal and professional lives, a personal behavior and Christian faith in conformity with the mission of the College.  Further, faculty, both full- and part-time, are expected to engage in professional and scholarly activities exploring the relationships of their Christian faith with their discipline.  The faculty have a special obligation to understand and support Sterling College and to appreciate its unique characteristics.  

Sterling College has certain legitimate expectations about the conduct of academic professionals.  The following statements outline these obligations. 

2.6.2   Teaching and Advising as Principal Responsibilities XE "Teaching and Advising as Principal Responsibilities" 
Faculty members are appointed with the expectation that they will be principally occupied with the academic growth and development of students during all terms of the academic year.  The paramount responsibilities of the faculty member are teaching and advising and to emulate the core values of Sterling College: service, faith, integrity, calling, learning and community. Faculty are encouraged to communicate with Department Chairs, Associate Deans, and Vice President of Academic Affairs for encouragement, guidance and support in these areas.

2.6.2.1   Teaching Expectations XE "Teaching Expectations" 
Since teaching requires a continuing concern for the students’ learning, each faculty member is responsible for the following:

a. selecting materials, planning course activities, and aligning assessment that meet the department approved objectives (goals or outcomes)

b. providing a copy of course syllabi within the first week of the start of classes each semester (using required Sterling College template, appendix 3.2) to the Academic Affairs Office, department chairs and the students

c. informing students of course outcomes, objectives, and requirements in a syllabus;

d. planning and implementing instructional activities which fulfill the outcomes and objectives and promote learning; 









e. evaluating student progress.

f. providing reasonable accommodations to students who have provided the Sterling College accommodations officer with the appropriate documentation in order to be identified as requiring reasonable accommodations for a recognized learning disability

g. keeping regularly scheduled and posted office hours. Faculty are expected to keep a minimum of 10 hours per week (two hours per day advised), to be available to students, colleagues and administration. Virtual hours are also highly recommended for effective communication between faculty and students. All office hours should be highlighted in each syllabus, listed on schedule sheets filed with the Academic Affairs office and posted on the instructor’s office door.

2.6.2.2   Advising Expectations XE "Advising Expectations" 
Advising requires a genuine and sustained concern for the students' academic, personal, and professional growth, each faculty member is responsible for the following:
a. advising new students of the essentials of the academic liberal arts program, planning class schedules, and monitoring their adjustment to the College setting;

b. advising departmental majors in setting academic and professional goals, ensuring that the College and departmental requirements are understood and met, and overseeing their professional and personal development; and

c. directing all students who need professional and/or academic assistance to the appropriate office or person.

2.6.3   Support Responsibilities

Activities under this section support general institutional well-being so that teaching and advising may continue as primary institutional activities.  The supportive status of these activities does not mean they are unimportant or optional.  Faculty members are required to assist the College’s professional staff in recruiting and retention efforts.

2.6.3.1   Student Recruitment XE "Student Recruitment" 
Student recruitment is essential to the life and well-being of Sterling College.  Faculty members are required to participate in activities, efforts, and other programs of student recruitment, including visiting with prospective students while they are on campus, calling prospects interested in their programs when leads are provided by the admissions staff, recommending students for appropriate scholarships, and generating interest in their programs among prospective student pools.  Faculty will document their recruiting support activities, and documentation will become part of faculty employment evaluation.

2.6.3.2   Student Retention XE "Student Retention" 
Student retention is vital to the program and mission of Sterling College.  Faculty are to work to strengthen the retention efforts of the College, without compromising the integrity and quality of their courses.

2.6.3.3   Scholarship and Creative Work XE "Scholarship and Creative Work" 
Effective teaching necessitates active involvement in the intellectual and scholarly developments in a discipline. Because what is considered appropriate research may vary from discipline to discipline, research, performance or creative work should be evaluated in terms of its quality.  Indications of quality may be its level of recognition among peers and its significance to the particular discipline.

2.6.3.4    Service XE "Service"  to the College

Faculty members participate in shared decision-making and community life of the college. They are encouraged to attend chapel, convocations, performances, athletic events, and other campus activities.  They are expected to participate in the following:

a. regularly attending and taking part in meetings of the department, school and the Faculty Council;

b. being available for the work of departmental, school and College committees outside of faculty governance.

c. completing required assessment responsibilities.

d. attending baccalaureate, commencement, and similar all-College events;

e. participating fully as needed in all accreditation reviews and related ongoing responsibilities such as those of the Higher Learning Commission, Kansas State Department of Education, etc.;

f. performing any reasonably expected assigned additional duties which will be approved by the Faculty Welfare Committee.

2.6.3.5   Service to the Profession

All faculty members have an obligation to maintain a high level of professional competence and to keep abreast of developments in their field.  Faculty members are encouraged to support and be active in appropriate professional organizations.

2.6.3.6   Service to the Student Body

In addition to their responsibilities in advising, faculty members are also encouraged to serve the student body in other ways when appropriate.

2.6.3.7   Service to the Community

Faculty members may provide service to the community by working with people and/or organizations who are not in their professional field.
2.7   Evaluation XE "Evaluation" 
The evaluation of professional performance is essential to the life of the College.  The purpose of evaluation is to assess faculty performance and to provide information to the faculty member to assist in professional growth and improvement.  Evaluation also provides information to the College through the office of the Vice President for Academic Affairs so that appropriate decisions can be made about contractual status and faculty rank.

Evaluations should address both the professional competence of the faculty member on those factors identified below and the fit of that faculty member with the mission of the College.  The results of evaluations shall be communicated fully to the faculty member.

2.7.1   Types of Evaluations

While the evaluation processes all incorporate similar data and involve the Faculty Welfare and Fiscal Affairs Committee, Associate Deans, the Vice President for Academic Affairs and the faculty member, the specific purposes of the evaluations differ.

a. Initial evaluations, conducted in each of the first three years of full-time employment, are designed to determine the compatibility of the faculty member with the College, the faculty member's ability to meet the performance expectations of the College as identified in this Handbook, and to provide guidance for improvement to the faculty member.

b. Focused evaluations, conducted in the fourth year or on the occasion of review for promotion, are designed to determine whether the faculty member meets the criteria established in this Handbook so successfully that he or she is eligible for recommendation to the President and Board of Trustees for the extended contract or promotion.  The burden of proof is on the faculty member to make the case for eligibility.

c. Developmental evaluations, conducted every third year for faculty on extended contracts, are to provide each faculty member an occasion for a self review, and for the Vice President for Academic Affairs to note the faculty member's development as a professional, for registering concerns of the faculty member or the Vice President for Academic Affairs, for determining the faculty member's progress on personal and professional goals, and for affirming the faculty member's contribution to the life of the College community.

d. Other evaluations may be conducted when special circumstances indicate a serious condition may exist (Section 2.8.3).  The Associate Dean and Vice President for Academic Affairs will inform the faculty member that problems have been identified.  The Vice President for Academic Affairs, in consultation with the President and Chief Administrative Officer, will determine the scope and focus of the evaluation.

2.7.2   Faculty Experience XE "Faculty Experience" 
The ordinary, full-time ranked faculty experience required for each rank is described in Section 2.2.2.1.  A year of full-time, ranked faculty experience means that an individual has fulfilled the duties and responsibilities of a ranked faculty member for a complete academic year (as defined in Section 2.12.1.1.1).

2.7.3   Effective Teaching XE "Effective Teaching" 
Sterling College recognizes that effectiveness in teaching is one of the most important attributes of a faculty member.  Teaching effectiveness is defined as follows:

a. developing, organizing, and implementing course outcomes which are independently judged to be significant in that discipline;

b. providing appropriate, timely, understandable feedback to students about their progress on stated objectives;

c. consistency among course outcomes, objectives, class activities, and evaluations; and

d. positive response to the course experience among students.

Teaching effectiveness will be assessed by evidence generated from the following sources:

a. self-evaluation;

b. peer evaluations;

c. student evaluations;

d. student interviews;

e. a review of course syllabi by peers inside or outside the College; and

f. classroom observations conducted by the Vice President for Academic Affairs or his or her designee.

2.7.4   Effective Advising XE "Effective Advising" 
Faculty members have an obligation to serve as academic advisors for students.  Faculty members are responsible for careful and professional advising, for acting as initial advisors to the students for selecting courses, and for guiding them in selecting a major.

A good advisor will:

a. initiate advising contacts and be available for student initiated contacts;

b. demonstrate a genuine personal interest in the student's total experience at Sterling College;

c. clearly communicate general education and major requirements to his/her advisees;

d. allow students freedom of choice in decision making, even to leaving the program if they so desire.

Effectiveness in advising will be assessed by evidence generated from the following sources:

a. self evaluation;

b. advisee evaluations;

c. evaluation by Registrar and Vice President for Academic Affairs.

2.7.5   Effective Recruiting XE "Promotion Policies and Procedures" 
The role of faculty is pivotal to a successful enrollment services program. Not only are teaching methods and styles important, but how faculty communicate with students, their peers, and staff, and how actively faculty participate in retention programs are essential to building successful programs that are attractive to students and parents seeking a college which meets their requirements and expectations.

Key indicators of effectiveness include, but are not limited to;

a. records of willingness to meet with prospects when asked; 

b. records of following up with leads via telephone calls, mailings, or email; 

c. records of nominations for scholarship opportunities for qualified students; 

d. indications by enrollment staff of a cooperative role played by the faculty member;

e. indicators that faculty efforts are well-received by prospective students and/or their families.

2.7.6   Effective Retention

Faculty members are expected to work with the Vice President of Student Life in activities, efforts, and other programs of student retention. 

2.7.7   Effective Librarianship XE "Effective Librarianship" 
The primary function of a College librarian is to bring the student together with the resources that are needed or wanted.  The librarian will effectively carry out this function by the following: 

a. developing objectives reflective of the education program of the College and ongoing advances in the theory and practice of librarianship;

b. establishing and maintaining a range and quality of services to promote the academic program and encourage optimal library use;

c. administering the library in a manner which permits and encourages the fullest and most effective use of available library resources;

d. helping students learn to use the library effectively and efficiently by giving individual and expert reference service and carefully planned instruction.

Librarian effectiveness will be assessed by the use of standard library evaluation tools as well as appropriate teaching effectiveness evaluation sources as identified in 2.7.7.

2.8   Promotion Policies and Procedures XE "Promotion Policies and Procedures" 
Sterling College seeks to sustain and improve its academic stature.   Maintaining and improving the quality of the faculty is a primary means of achieving these ends.  Promotion in academic rank is a means by which the College encourages, recognizes, and rewards faculty members for excellence in the performance of their profession.

2.8.1   Eligibility for Promotion XE "Eligibility for Promotion" 
Faculty are promoted on the basis of the fulfillment of their qualifications discussed in this section, in Section 2.7, "Evaluation" and in Section 2.2, "Definition of Academic Faculty."

A faculty member ordinarily is not eligible for advancement until the minimum length of time in current rank has been completed (Sec. 2.2.2.1); however, the Vice President for Academic Affairs and the President may recognize superior service by recommending an earlier advancement in rank.  Sabbatical leave and leave with pay will count in the satisfaction of years in rank toward promotion (See Section 2.10).

2.8.2   Procedures for Promotion Review XE "Promotion Review" 
The Vice President for Academic Affairs will notify faculty members by September 1 when they first become eligible for advancement in rank.  Each notified faculty member seeking promotion must then write a letter by September 15 to the Vice President for Academic Affairs making application for advancement.  Upon receipt of such letter, the Vice President for Academic Affairs will notify all candidates of their responsibilities concerning the review file and the deadlines to be met.  Finally, the Vice President for Academic Affairs, in consultation with the Associate Deans and The Faculty Welfare and Fiscal Affairs Committee, will conduct a focused evaluation of all candidates who apply for advancement.  

2.8.2.1   Promotion Review Files

The Faculty Welfare and Fiscal Affairs Committee of the Faculty Council will review the evidence from the focused evaluation and other documentation included in the promotion file. The review file shall contain evidence that the criteria commensurate with the sought rank have been met (sections 2.2.2.1 and 2.7), including resume, student class evaluations (both quantitative and qualitative data) and performance evaluations by the Vice President for Academic Affairs and/or the appropriate Associate Dean.  The file should also contain reports of student and colleague interviews, evidence of scholarly activity, peer classroom visits, and outcome evaluations of student learning.  The review file may also contain testimonials from experts in the candidate's field (and other supporting evidence) solicited by either the Faculty Welfare and Fiscal Affairs Committee or the candidate.  At no time will the material in the Review File be available to anyone other than those who have a procedurally defined right to access and the candidate. The promotion file will become part of the personnel record of the faculty member at the conclusion of the review process.

2.8.2.2   Action on Promotion

Recommendation for promotion is based on a judgment by the Vice President for Academic Affairs and the Faculty Welfare Committee of whether the individual meets the criteria established in Sections 2.2.2.1 and 2.7.
The Vice President for Academic Affairs transmits the recommendations of the committee to the President along with his or her own evaluation.  The President then makes known his or her recommendation to the Board of Trustees.   Following the action of the Board of Trustees, the President will notify the candidate.

When an application for promotion is approved, the promotion in rank will take effect on the beginning date of the next academic year.

2.9   Separation

2.9.1   Resignation XE "Resignation" 
Normally, a resignation will occur when a contract offered for the next academic year is not accepted.

A faculty member employed on a term contract may resign prior to the end of the term only with the consent of Sterling College.  Should the faculty member terminate the contract and/or fail/or refuse to fulfill responsibilities as set forth in the contract and this Handbook during the academic year, the College may withhold all sums due the faculty member through the expiration date of the current contract.

Should the faculty member sign an employment contract for the upcoming academic year and then break the contract prior to the upcoming academic year, the College may charge, as a penalty, an amount equal to 10% of the faculty member’s total salary stipulated in his or her contract.  

However, it is understood that the faculty member may petition the College that all or part of such penalty be waived. Upon receipt of such request for waiver of the penalty, the President of the College and the Vice President for Academic Affairs, shall determine whether the penalty or any part thereof shall be charged.  Such factors as timeliness of the notice to dishonor, good faith of the employee, and other relevant circumstances will be considered.

A faculty member’s contract will remain in force until that faculty member is officially released by Sterling College.  In general, the faculty member will be released from his or her contract upon the hiring of a qualified replacement who meets all of the criteria for recruitment outlined in this handbook.

2.9.2   Retirement XE "Retirement" 
Normal retirement may take place at the end of any contract term and normally takes place at the end of the contract term in which the faculty member reaches the age of 70.  Employment beyond that date will be at the discretion of the College or according to applicable law.  Faculty who intend to retire should notify the Vice President for Academic Affairs in writing at least eight months in advance.

2.9.3   Dismissal for Cause XE "Dismissal for Cause" 
Any employment contract agreement may be terminated by the College for just cause at any time during the school year, subject to the College grievance procedure.

2.9.3.1   Criteria

The contractual rights of a faculty member may be terminated by the College for just cause.  Just cause shall include, but not be limited to incompetence; dishonesty, including but not limited to plagiarism, falsification of academic credentials and misappropriation or misapplication of funds; failure to perform assigned duties; breach of the terms and conditions of employment; knowing or reckless violation of established legal rights of students or employees of the College; knowing or reckless violation of the canons of professional ethics of the Faculty or of recognized canons of ethics of the faculty member's discipline or profession; moral turpitude; or behavior that is fundamentally inconsistent with the mission, vision, and/or values of the College. 

2.9.3.2   Notice XE "Notice" 
If the College determines to terminate contractual rights of a faculty member pursuant to this Section, the College shall provide the faculty member with written notice of such determination no less than thirty (30) calendar days prior to the effective date of such termination.  If, however, the College determines that an immediate termination is necessary in order to safeguard the health and safety of the faculty member, students or employees of the College, or in order to prevent the disruption of the normal operations of the College, the termination may be made effective without prior written notice so long as written notice is provided as soon after the termination as is reasonably practicable.  The notice shall contain a specification of the cause for the termination, a summary description of the evidence relied on by the College in specifying the cause, and a reference to the faculty member's right to process a grievance pursuant to Section 2.17.  Notice shall be sufficient if placed in the ordinary U.S. mail, first class, postage prepaid and addressed to the faculty member at the last address provided by the faculty member to the Financial Services office of the College.

2.9.3.3   Review XE "Review" 
If the College notifies a faculty member of termination of contractual rights pursuant to this Section, the faculty member may file a grievance under Section 2.17.  In any grievance of a termination for cause, the College has the responsibility to demonstrate that just cause existed for the termination.  The faculty member will be given an opportunity to respond to the College's explanation for the termination, and to explain her/his version of the circumstances.  The faculty member may at the same time file any other grievance he/she may have at the time of termination.  Other grievances will also be subject to the procedures in Section 2.17.

2.9.4   Retrenchment XE "Retrenchment" 
2.9.4.1   Criteria

The College may determine not to renew contracts of faculty members when the Board, in consultation with the President, determines it is necessary to alleviate a financial exigency within the College, or a subunit thereof, or to effectuate a reorganization, elimination or curtailment of academic program or courses of study of the College.  Financial Exigency is defined as the critical, pressing or urgent need on a part of the institution to reorder its monetary expenditures within the institution in such a way as to remedy and relieve the state of urgency within said institution created by the inability of the institution to meet its annual monetary expenditures with sufficient revenue to prevent a sustained loss of funds.

2.9.4.2   Preparation of a Plan

Standing committees of the Faculty Council may be requested to make recommendations to the Vice President for Academic Affairs and the President regarding faculty reduction.  The responsibility for drafting a plan for faculty reduction lies with the Vice President for Academic Affairs and the Associate Deans.
2.9.4.3   Notice

If the College determines not to renew the contract of a faculty member pursuant to this section, the College shall provide written notice by March 1 of the current contractual year.  The notice shall specify the cause of the termination or reduction, provide a summary description of the facts relied on by the College in specifying the cause, and a reference to the faculty member's right to process a grievance pursuant to Section 2.17.  Notice shall be sufficient if placed in the ordinary U.S. mails, first class, postage prepaid and addressed to the faculty member at the last address provided by the faculty member to the Financial Services office of the College.

2.9.4.4   Alternative Positions XE "Alternative Positions" 
Faculty members whose employment contracts are terminated or who are reduced in FTE will be eligible to transfer to any other vacant position at the College for which he/she is qualified, subject, however, to the terms and conditions of employment attendant to that position.  A faculty member's qualification for a vacant position shall be determined by the President based upon the job description for the position, if any, and after consultation with the supervisor of the administrative unit within which the position is located.  A faculty member who exercises the rights accorded under this paragraph and who is determined by the President to be qualified will have a pre-emptive right to the position over any other applicant except another faculty member exercising the rights accorded under this paragraph who is also qualified and has greater length of service with the College.  Length of service will be equivalent to the years of service credited to the faculty member under the College retirement plan.
2.9.4.5   Review

If the College notifies a faculty member of termination or reduction of contractual rights pursuant to this section, the faculty member has the same recourse to review and grievance procedures described in Section 2.8.3.3.

2.9.4.6   Recall XE "Recall" 
Faculty members on extended contracts who are terminated due to a reduction in force shall be retained on a recall list for a period of two years from the last date of contracted employment with the College.

Individuals on the recall list shall be given first right of refusal for any faculty position at the College which is opened for hiring by the College provided the individual is qualified to perform the duties of the position as determined by the Vice President for Academic Affairs, at his/her discretion, after comparing the position description and the complete credentials of the individual.

If more than one individual is qualified for the position the Vice President for Academic Affairs shall offer the position first to the best qualified individual, as determined in his/her discretion.  If the offer is declined, the position shall be offered to the next best qualified individual in descending order until the position is accepted or until all qualified individuals have been offered the position, whichever occurs first.   If one or more individuals are equally qualified, the position shall be offered first to the individual with greater length of service to the College as determined by the President of the College.  Service shall include years of service in an administrative position after an extended contract has been awarded, but shall not include time on unpaid leave of absence.

Offers shall be presented to individuals on the recall list in writing, mailed first class, return receipt requested, to their last known address as contained in the Financial Services office of the College.  The offer must be accepted by written notification to the President, which must be received in the President's office no later than the close of business of the twentieth calendar day after delivery of notice to the individual, as evidenced by postal receipt.

Any individual who is offered a position under this provision and who declines the offer or fails to properly respond shall be removed from the recall list and all his/her rights under this provision shall end.

Individuals on the recall list shall be obligated to maintain on file with the President's Office at all times during the recall period their current mailing address, telephone number and resume.

An individual who is re-employed under this provision shall be restored to the rank, contract status, and salary scale level which he/she held at the time of termination.

2.10   Academic Freedom and Professional Ethics

2.10.1   Academic Freedom XE "Academic Freedom" 
Academic freedom is essential 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 duties correlative with rights.

The faculty member is entitled to full freedom in research and in the publication of the results, subject to the adequate performance of required academic duties.

The faculty member is entitled to freedom in the classroom in discussing his or her subject, and is supported in introducing controversial issues relevant to the course, but should take care when introducing material that may be interpreted by some as irrelevant.

The faculty member is a citizen, a member of a learned profession, and an officer of an educational institution.  When he/she speaks or writes as a citizen, he/she should be free from institutional censorship or discipline.  When appropriate, the faculty member should indicate that he/she is not an institutional spokesperson.

2.10.1.1   Special Academic Freedom Considerations for Librarians

Librarians are free from fear of dismissal or reprisal for carrying out job-related tasks such as those listed below:

a. the selection of publications, including determination of what to discard from an existing collection and what to accept or refuse from donors;

b. determination of restrictions on circulation or on access with regard to library materials;

c. the determination of the degree of prominence in the shelving of selected library materials;

d. the issuing of bibliographies that might include controversial publications; and

e. the advising of students as to what to read or study.

2.10.2   Code of Professional Ethics XE "Code of Professional Ethics" 
Although no set of rules or professional code can either guarantee or take the place of the faculty's personal integrity, the faculty of Sterling College believe that a written code of ethics may serve as a reminder of the variety of obligations assumed by all members of the academic profession. The Code of Professional Ethics found in appendix 3.2 was originally adopted by the Faculty Assembly November 19, 1986.
2.10.3   Use of Copyrighted Material XE "Use of Copyrighted Material" 
Each faculty member is responsible for knowing and observing the laws concerning the use of copyrighted material (including video taping of television programs and the use of materials downloaded from the internet).  A current explanation of those laws, is available at the Mabee Library.

2.10.4   Harassment and Discrimination XE "Discrimination" 

 XE "Harassment" 
The College seeks to create and maintain an academic environment in which all members of the community are free of harassment and discrimination.  Sterling College espouses values which infuse the academic and residential life on its campus.  Under-girding community life must be the awareness, on the part of every member, of the rights and human dignity of every member.  Attitudes of condescension, hostility, role-stereotyping, and gender innuendo weaken the health of the community.  Furthermore, harassment compromises the integrity of a liberal arts education, because it makes the learning and working environment hostile, intimidating and offensive; it destroys opportunities for students to develop strong, positive self-concepts and the sense of self-confidence which is essential to living out the ideals of a liberal education.  In addition, persons who harass others compromise their own integrity and credibility.  Consequently, no form of harassment can be tolerated on the Sterling College campus.

2.10.4.1   Sexual and Gender Harassment 


Gender harassment is defined as unwelcome gender advances, communications or actions which interfere with an individual's work or academic environment, or as coercive behavior which threatens an academic reprisal or promises rewards contingent upon obtainment of favors, or as spreading false stories about a person's gender conduct, or as falsely accusing someone of sexual harassment.  Gender discrimination is defined as derogatory references to gender.

2.10.4.2   Civil Rights Harassment

Sterling College is committed to maintaining a humane atmosphere in which the race, color, marital status, national or ethnic origin, physical or mental handicap or veteran status of an individual or group are respected and not disparaged.  Furthermore, the procedures explained and enumerated in Sec. 2.9.4.3, below, will be followed should any member of our community feel that such an atmosphere is not being maintained.

2.10.4.3   Complaint, Investigation and Appeals Procedures XE "Complaint, Investigation and Appeals Procedures" 
Faculty, staff or students who believe they have been the object of any discrimination or harassment based upon gender, race, color, age, marital status, national origin, ancestry, veteran's status, disability or any other class protected by law should inform the President, Vice President for Academic Affairs, or the Chief Administrative Officer.  Investigation of a complaint will be conducted by the President and/or Vice President for Academic Affairs and will be undertaken immediately and conducted in an expeditious manner, assuring maximum confidentiality consistent with principles of due process and fundamental fairness as follows:

a. The formal complaint must be in writing with sufficient specificity.

b. A person bringing a complaint founded in good faith will suffer no retaliation.

c. The person charged will be notified at an appropriate time in the investigation and given an opportunity to respond.

d. If a formal complaint is found to be valid, appropriate counseling may be made available to the offender and/or disciplinary action or dismissal consistent with the degree of seriousness of the harassment or discrimination may be instituted.  Discipline or dismissal of a faculty member will follow the procedure outlined in this Handbook (see Sections 2.8.3).  The faculty member may invoke the Grievance Procedure explicated in Section 2.17 of this Handbook in response to the decision and results of the findings of the complaint.

Any person will have up to 180 calendar days after the alleged occurrence to file a complaint.  It must be recognized, however, that a lengthy period of time between an alleged occurrence and an investigation may make fact-finding extremely difficult or impossible.

2.10.4.4   Violations of Academic Freedom or Professional Ethics

Disputes involving a charge that a faculty member's academic freedom has been abrogated or that professional ethics have not been maintained are to be settled through the established Grievance Procedures (Section 2.17).

2.11   Faculty Development

2.11.1   Sabbatical Leave XE "Sabbatical Leave" 
A faculty member will become eligible for a Sabbatical leave after six years of continuous service at Sterling College, provided he or she shall not have been granted a leave of absence during that time period.   Finances permitting, a faculty member normally will not be employed for more than ten years without taking a sabbatical leave.   The sabbatical must be for one or several of the following purposes:

a. research,

b. academic improvement,

c. other approved project.

The outline of study shall be approved by the Academic Affairs Committee or the Faculty Welfare and Fiscal Affairs Committee, the Vice President for Academic Affairs, and the President.

The faculty member may choose one of two plans:

a. one academic year at one-half salary, or

b. one semester plus an interterm at full salary, the salary being based on that of the year of leave.

The sabbatical salary is paid on a loan basis to the faculty member at an annual interest rate equal to the prime rate at the beginning of the sabbatical.  If the faculty member returns to the College and continues to serve the College in an acceptable manner for two more years, the loan will be canceled along with the interest thereon.  In the event the faculty member chooses to resign before the two full year period is completed, his or her obligation to the College shall be reduced by one-half for each full year of service rendered after the sabbatical.
2.11.2   Faculty Development Funds

Faculty development funds are provided by the College to facilitate and nurture the professional growth and academic enrichment of faculty members.  In collaboration with the VPAA and the Associate Deans, the Faculty Welfare and Fiscal Affairs committee is responsible for the allocation of these funds.  The committee will have discretion in determining individual allotments from the total annual allocation so as to facilitate an equitable distribution over time.

 Applications for attending professional conferences must be received in the VPAA office at least one month prior to any disbursement. A travel expense report and a professional development report also need to be filed with the VPAA office. (These forms are available on the SC website).

Allocations may also be used for membership dues in professional or academic organizations or the purchase of books and journals for academic and research purposes, related to the respective fields of faculty members. Faculty need to submit copies of expenses for membership dues and academic purchases to the VPAA office for approval by the Welfare Committee and subsequent reimbursement.

(If faculty members wish to assure prior approval for their purchases they may submit their list of books and journals to the committee before purchasing them.) 
2.11.3   Educational Leave XE "Educational Leave" 
After three years of full-time faculty employment at Sterling College, a faculty member is eligible to apply to the Vice President for Academic Affairs for a leave of absence of no more than one year for the purpose of pursuing an advanced degree.

The outline of study shall be approved by the Faculty Welfare and Fiscal Affairs Committee, the Vice President for Academic Affairs, and the President.

The faculty member may choose one of two plans:

a. one academic year at one-half salary, or

b. one semester at full salary, the salary being based on that of the year of leave.

The educational leave salary is paid on a loan basis to the faculty member at an annual interest rate equal to the prime rate at the beginning of the educational leave.  If the faculty member returns to the College and continues to serve the College in an acceptable manner for three (3) more years, the loan will be canceled along with the interest thereon.  In the event the faculty member chooses to resign before the full three (3) year period is completed, his or her obligation to the College shall be reduced by one-third for each full year of service rendered after the educational leave.

2.11.4 Study Credit  XE "Interterm Study Leave" 
Full-time faculty are eligible to receive 3 study credits after teaching full-time for three years, and will be given notice of eligibility by the Vice President for Academic Affairs.  After notification, faculty members should present a study plan for approval by the Faculty Welfare and Fiscal Affairs Committee and the Vice President for Academic Affairs.  Study credits may be taken in units of 1, 2, or 3 credits during a regular semester or other term.  Study credits should engage the faculty member in research, writing, or preparation of new classes.  Other academic projects may qualify for study credits but these will be approved by the Faculty Welfare and Fiscal Affairs Committee and the Vice President for Academic Affairs on a case-by-case basis.

2.11.5   Other Development Leave XE "Development Leave" 
From time to time, full-time faculty members may have special opportunities to contribute their expertise in mission, church, government, scholarly or other service deemed consonant with the mission of Sterling College which would benefit both the faculty member and the College and require the faculty member to be absent from teaching at Sterling College for a period of time.  In such instances, a plan for leave, including a request for non-salary benefits, shall be submitted by the faculty member for approval by the Vice President for Academic Affairs.  The faculty member is expected to return to Sterling College after the leave and be a contributing member of the College community.  In no case shall this leave of absence exceed two consecutive academic years.  Time spent on this type of leave does not count toward the six year requirement for sabbatical leave.

2.11.6   Forgivable Loan for Faculty Graduate Degrees XE "Forgivable Loan for Faculty Graduate Degrees" 
(Original policy approved by the Faculty Assembly on May 7, 2003, and by the Board of Trustees on May 22, 2003.)

2.11.6.1   Forgivable Loan Policy Philosophy

To recruit, retain, and develop competent faculty, Sterling College endeavors to encourage its faculty members to continue studies for advanced degrees in their respective fields.  Consequently, a moderate amount of financial help is made available to faculty members who undertake a program of graduate study applying directly toward a graduate degree.  

2.11.6.2   Forgivable Loan Information

Full time faculty who are enrolled in a graduate degree program which has been approved by the college as meeting the terminal degree requirements needed for a specific department and for the faculty member, can apply for financial assistance for direct costs associated with the degree program.  

a. Funds will be available after the first year of service at Sterling College and a favorable review by the Vice President for Academic Affairs (VPAA).
b. Expenses can include tuition, fees, books, supplies, and travel.

c. The maximum amount an individual can borrow may be negotiated between the VPAA, the Faculty Welfare Committee, the Chief Financial Officer, and the faculty member making the request.  
d. Documentation of projected and actual expenses to be covered by the loan must be provided by the faculty member on the “Application for Forgivable Loan for Faculty Graduate Degrees” form shown below. 

e. If a faculty member is employed after a terminal degree program has already begun, retroactive payments will not be made by the college for portions of the program which are already completed.

f. The loan may not be used to earn a second master’s or second doctor’s degree.

g. The loan will be forgiven at the rate of 10% ($500/$5000 borrowed) per completed year of college service while the participant is earning the degree.

h. The loan will be forgiven at the rate of 20% ($1000/$5000 borrowed) per year of college service following the completion of the degree.

2.11.6.3   Forgivable Loan Procedures

The following procedures will be observed in administering the Forgivable Loan Program:

a. The faculty member desiring to benefit from the forgivable loan program should complete the “Application for Forgivable Loan for Faculty Graduate Degrees” (section 2.11.5.5) form and submit it to the office of the Vice President for Academic Affairs.

b. The Chief Administrative Officer and the Vice President for Academic Affairs, upon receipt and evaluation of the faculty member’s application, will grant or deny approval of the application. 

c. Upon approval of the application, each request from the faculty member for disbursements of loan funds should be processed through the office of the Vice President for Academic Affairs.

d. As long as the faculty member remains in good standing with the college, the loan forgiveness as outlined above in 2.11.5.2 G and H will be followed. 

2.11.6.4   Forgivable Loan Alternative Repayment Guidelines 

A faculty member, for a variety of reasons, may choose to end his/her relationship with the college.  In that event and if he/she has benefited from the forgivable loan program, the following guidelines will be used to insure repayment of the loan.

a. If the faculty member leaves the college at any time after receiving funds from the forgivable loan program but before the completion of the loan’s forgiveness, the balance of the loan must be repaid.  The college and the faculty member will negotiate a repayment schedule for the amount borrowed to date.  Interest reflective of the prevailing rates will be charged on the unpaid balance.

b. If the faculty member withdraws, with the approval of the college administration, from active pursuit of the degree program and continues to teach at Sterling College, the amount loaned will be forgiven at a rate of $500 per year of full-time teaching.  

c. If the college initiates termination of a faculty member who has benefited from the forgivable loan program but before the completion of the loan’s forgiveness, the remaining unforgiven loan balance will be fully forgiven. 

2.12   Workload and Outside Activities

2.12.1   Primary Work Load

2.12.1.1   Teaching Duties


2.12.1.1.1   Academic Work Year

 XE "Academic Work Year" 
The contract year is August 1 – May 31.  Full-time faculty members are paid on the basis of a 12-month year. Faculty members, if available, are expected to perform shared governance duties, as well as interviewing prospective faculty members and student recruitment/registration occurring in June and July.  Nine months constitutes the normal academic year when faculty teach, advise, recruit, and participate in shared governance activities.  The 10th month is a designated time for individual faculty to be involved in professional and/or institutional development.  This development period for pro rata faculty will be determined by the pro rata status.

The weeks prior to the beginning of fall semester are considered an essential preparatory time for the upcoming academic year.  Events will include such things as new faculty orientation, departmental planning and assessment, curriculum development, workshops to prepare for freshman and senior seminars, advisor training, and new student orientation.  The weeks following the end of the spring semester will provide time for closure to the academic year.  Among other things, recruitment, summer advising and registration, institutional assessment reports, and next year’s professional and department goals will receive attention.

The specific duties for the 10th month assignments and the time frame for completing them will be determined between each individual and the Vice President for Academic Affairs annually prior to the end of the academic year.

If any teaching member of the faculty is asked to be on duty for a longer period than is customary with the present 10-month period of instruction, he or she will receive additional compensation.

2.12.1.1.2   Standard Workload XE "Classroom Load" 
Faculty workload requirements are based primarily on credit hours taught. The credit hour load reflects actual time in class with students, preparation for that class work, and time outside of class providing feedback on student assignments. Furthermore, general professional involvement in the discipline contributes to student learning by modeling professional activity for students and providing a continuing learning context for the faculty member from which to improve one’s ability to convey concepts and skills to students. 

In addition, the college recognizes that some faculty members provide leadership in administration and faculty governance beyond what is expected of all faculty. 

Given these understandings, the standard expectation for workload units is 27 units per academic year. These units are normally distributed as 12 teaching units per semester and 3 teaching units per interterm. Additional workload units may come from professional and scholarly activities as described in Section 2.12.1.1.3. 

2.12.1.1.3 Load Equivalencies

Faculty members may receive additional workload credits annually for professional activities and services to the college. The faculty approved the load equivalencies document in appendix 3.4, which may serve as a guide.
2.12.2   Use of College Facilities and Services XE "Use of College Facilities and Services" 
College facilities may be used by faculty members in connection with the academic and scholarly activities described above without being subject to the requirements of prior approval and reimbursement.

While faculty members may utilize the services of secretarial staff to assist in the preparation of professional articles, papers, reviews, and so forth, such clerical assistance should not interfere with official responsibilities.

Except for the use of office space assigned to the faculty member and available library services, College facilities (including, with limitation, computers and other equipment) may be used by faculty members in connection with outside activities and professional activities only after written approval by the Vice President for Academic Affairs and the person responsible for operating the facility or equipment.  In all cases, the faculty member or his or her outside employer or sponsor will pay the rate established by the College for the use of the facility, equipment, materials or services and shall be responsible for extraordinary or excessive costs to the College.

2.12.3   Use of the College Name, Seal, Crest, and Logo XE "Use of the College Name, Seal, Crest, and Logo" 
The Sterling College name, seal, crest, and logo are the exclusive property of the College and, consequently, may not be used in connection with goods or services offered by any outside organization without the prior permission of the Vice President for Academic Affairs.

Faculty members publish a number of reports in the form of bulletins, circulars, scientific articles, monographs, and books.  Recognition should be given to the College in such publications.

Official stationary may be used only in connection with outside professional activities described above.

2.12.4   College Assumes No Responsibility

The College assumes no responsibility for the competence or performance of outside activities engaged in by a faculty member, nor may any responsibility be implied in any advertising with respect to such activities.  In outside activities faculty members may not represent themselves as acting on behalf of the College without the express written authorization of the President.

2.12.5   Political Activity XE "Political Activity" 
Faculty members, as citizens, are free to engage in political activities.   Any faculty member who wishes to engage in direct political activity involving a substantial amount of time away from the primary work load (e.g., holding or running for political office, managing a campaign, directing group action on behalf of a political candidate or issue) is expected to work out a mutual agreement for leave of absence with the department chair and the Vice President for Academic Affairs before undertaking such an activity.

The terms of such leave of absence will be set forth in writing.  Time spent on this type of leave does not count toward the six year requirement for sabbatical leave. 

2.13   Creative Works XE "Creative Works" 
2.13.1   Interest in Creative Works

It is the policy at Sterling College not to interfere with the long-standing and traditional rights of the faculty members to write, create, produce or otherwise generate works or products on their own initiative which are copyrightable, patentable, or of commercial value (hereafter referred to as "creative works").  Any such creative works shall remain the exclusive property of the faculty member, and that person shall have the sole right of ownership and disposition, unless the creative works were generated "for hire" by the College.

Works generated "for hire" by the College are defined as inventions, creations, manuscripts, or other works or things of commercial value which are created by persons who

a. are engaged by the College specifically to write, create, produce or otherwise generate such materials or to conduct the research or other activity which produced anything included in the material(s),

b. use substantial College resources in developing these works.

2.13.2   Sale of Faculty Created Materials XE "Sale of Faculty Created Materials"  to College Students

Faculty members may have created materials in which they hold commercial interests and which might be used in courses or programs which the faculty member is teaching or administering for the College.  It is the policy of the College that faculty members may require students to purchase such materials.  In this situation, however, the faculty member shall assign to the College all profit for all said materials sold.  Any income received from such sales shall be placed in a special fund that will then be made available by application to all faculty members in order to promote research, publication, and/or other creative efforts.

2.14   Other Considerations

2.14.1   Fund-raising Policy  XE "Fund-raising Policy" 
While the College encourages fund-raising on its behalf, proper coordination and approval is necessary.  Therefore, all fund-raising and solicitations conducted on behalf of or in the name of the College must be approved in writing and coordinated by the Vice President for Institutional Advancement.  Grant proposals in the name of the College must have the written approval of the President of the College.  All cash gifts must be receipted through the Advancement Office.  All gifts-in-kind must be evaluated by an outside appraiser.  Note that gifts cannot be tax deductible if they are made in the name of a specific student or employee, although gifts can be designated to a program of the College.

While on College property faculty members may not solicit funds on behalf of any organization not associated with the College, unless prior approval is received from the President's office.  While on College property or on work time, faculty members may not sell, or solicit the sale of, products not approved by the College.

It is unlawful for faculty members to appropriate the College name, logo, seal, emblem, crest, or any other trademarks or service marks of the College for personal use without the written permission of the President. 

2.14.2   Academic Regalia XE "Academic Regalia" 
Faculty members are expected to provide academic attire for the annual Keynote Convocation, Baccalaureate and Commencement exercises, and other academic or formal College events as scheduled by the President.

Information regarding the purchase or rental of academic regalia is available from the Office of the Vice President for Academic Affairs.

2.14.3   Hazardous Waste Disposal XE "Hazardous Waste Disposal" 
Faculty who handle toxic or hazardous substances on behalf of the College are required as a condition of their employment, to maintain, use, and dispose of such substances in accordance with applicable state, federal and local laws and regulations.  The faculty member may obtain assistance in ascertaining his/her obligation under these laws and regulations from the Chief Administrative Officer.  Anyone who violates such laws (unless such violation occurs despite reasonable reliance upon advice given by the College), shall be deemed to have acted outside the scope of their authority.

2.15   Leaves XE "Leaves" 
2.15.1   Disability XE "Disability Leave" /Sick Leave XE "Sick Leave" 
Faculty members are professionals and are expected to manage both their time and College obligations in such a manner.  In the case of illness or leave as stipulated under the "Family and Medical Leave Act of 1993,” appropriate arrangements should be made with the office of the Vice President for Academic Affairs.

In the case of excessive absences from the classroom or long term disability, the Vice President for Academic Affairs may consult with the Chief Administrative Officer in order to seek an equitable arrangement between the faculty member and Sterling College.

2.15.2   Civil Duty Leave XE "Civil Duty Leave" 
A full-time College faculty member who is subpoenaed or summoned to involuntarily appear or serve as a juror or is compelled to appear before a judicial, legislative, or administrative body with civil power to compel attendance during his or her scheduled class time, shall be entitled to receive leave with pay for a period of time necessary for such appearance.  Civil duty leave must be approved in advance by the Vice President for Academic Affairs.

2.15.3   Bereavement Leave XE "Bereavement Leave" 
A faculty member will be given time off without loss of pay, to make arrangements for and/or to attend the funeral of a family member or friend.

2.15.4   Maternity Medical Leave XE "Maternity Medical Leave" 
A faculty member will be given up to two weeks without loss of pay for medical care during pregnancy and childbirth.  If medical complications arise from pregnancy or childbirth for either mother or child, Section 2.14.1 on Disability/Sick Leave will apply.

2.15.5   Infant/Family Care Leave XE "Family Care Leave" 
A leave of absence for purposes of infant and family care as outlined in the Family and Medical Leave Act of 1993 is available to all full-time faculty, both male and female, and to adoptive parents.  As may be needed, a full or part-time leave may be arranged with the Vice President for Academic Affairs in consultation with the Chief Administrative Officer.  In unusual circumstances, a further leave of absence of up to one year may be taken without pay.

2.15.6   Military Leave XE "Military Leave" 
Any full-time permanent faculty member who is inducted into or called to active duty
 in the Armed Forces (the organized militia, National Guard, or a reserve component of the Armed Forces) for training and service and must therefore temporarily leave his or her faculty position, will be considered to be on a leave of absence as long as

a. A certificate of satisfactory completion of military service is received, and

b. application for re-employment with the College is made within ninety calendar days after being relieved from such training and service or from hospitalization continuing after discharge, for a period of not more than 365 calendar days.

The returning faculty member, if still qualified to perform the duties of the position left, shall be restored to said position or to a position of like seniority, status and pay.  If the faculty member is no longer qualified to perform the duties of the former position but may be qualified to perform the duties of another position at the College, the College will offer employment in a position with the nearest approximation in seniority, status, and pay to the position left, but with duties more in keeping with the faculty member's current abilities or inabilities.

The College may be released from this obligation only if the College's circumstances have so changed as to make it impossible or unreasonable to make such employment offers.  The College will reinstate faculty members returning from military leave in accordance with current federal and state law.

2.16   Benefits
The College reserves the right to modify coverage, change carriers, or cancel benefits as is determined appropriate to the best interests of the College, provided that the dollar value of College payments to provide the benefit shall not be reduced during any contract term. If for reasons of financial exigency, unavailable coverage, or changes in federal or state law which require substantial changes in the benefits program are required, faculty will be notified of the changes.
 XE "Benefits" 
2.16.1   Statutory

2.16.1.1   Worker's Compensation XE "Worker's Compensation" 
The College provides worker's compensation coverage for employees in accordance with the laws of the State of Kansas.  For details concerning coverage and benefits, contact the Chief Administrative Officer.

Faculty members are required to report any job-related illness or injury to the Chief Administrative Officer immediately and fill out an accident/injury report as soon as it is feasible after an accident or injury occurs.

2.16.1.2   Unemployment Compensation XE "Compensation" 

 XE "Unemployment Compensation" 
The College provides unemployment insurance coverage for employees in accordance with the laws of the State of Kansas.  For detailed information concerning coverage and benefits, contact the Financial Services office of the College.

2.16.1.3   Social Security

The College provides social security insurance in accordance with the laws of the United States.  For details concerning coverage and benefits, contact the local office of the Social Security Administration or the Financial Services office of the College.

2.16.2   Insurance XE "Insurance" 
The following benefits are provided to all full-time College faculty.   The descriptive statement provided for each benefit is a summary statement.  Details of the coverage and benefits can be obtained from the Financial Services office.

2.16.2.1   Health Insurance XE "Health Insurance" 
Full-time faculty and their dependents are provided the opportunity to participate in health coverage, effective the first day of the faculty member's employment and ending their last contract day with the College.  For more details concerning this coverage, refer to the provided health care materials, or inquire at the Financial Services office.

2.16.2.2   Life Insurance XE "Life Insurance" 
Full-time faculty are provided basic life insurance coverage on themselves and may purchase more life insurance coverage for themselves and their dependents via a payroll deduction. For details concerning coverage and benefits see the Financial Services office. 
2.16.2.3   Retirement XE "Retirement" 
Sterling College participates in the TIAA/CREF retirement program and matches up to 4% of each employee’s elected contribution of their base salary. For example, if the eligible employee elects to contribute 1% of their base salary, the College would also contribute 1% of the eligible employee’s base salary to the retirement plan, if 2% then 2%, and so on up to 4%. The employee can elect to contribute an amount in excess of 4% of their base salary but the College’s matching contribution would not exceed 4% of the employee’s base salary. Full-time and part-time (i.e. 21 or more regularly scheduled work hours), age 23 and older are eligible to participate in the plan.
2.16.2.4   Long-Term Disability

Sterling College provides disability insurance.  Faculty members are covered by this insurance after working for the College for one year.  For detailed information concerning coverage and benefits, contact the Financial Services office.

2.16.3   College Sponsored Benefits

2.16.3.1   Tuition Remission XE "Tuition Remission" 
(approved by Board of Trustees February 9, 2001)

The College provides a tuition remission program for all full-time faculty and staff and their dependents under the age of 24.  Tuition to Sterling College will be waived equal to 33% after one full year of service, 67% after two full years of service, and 100% after three full years of service.  New faculty and staff with one to three years of service with another CCCU/ACCK institution are immediately eligible for 50% tuition waiver, such waiver increasing to 100% for three or more years of current and prior institution service.  This policy is effective beginning Fall Semester 2001 with the understanding that the current faculty and staff will have a grandfather clause that will allow them to continue under the prevailing policy (which stated: The College provides a tuition remission program for all full-time and pro rata part-time faculty and their eligible spouses and dependent children in which scholarships are awarded to cover the direct tuition costs for course work taken at Sterling College.  Availability of the tuition remission benefit coincides with employment at Sterling College.)  

For detailed information concerning this program, contact the Financial Aid Office.

2.16.3.2   Facilities XE "Facilities" 
College faculty are entitled to use facilities of the College for personal activities provided the facilities are not reserved for another use, and the faculty member registers in advance with the Financial Services office.  Use of facilities is subject to terms and conditions established by the College.  For further information, contact the Financial Services office.

2.16.3.3   Activity Pass XE "Activity Pass" 
During the academic year, the faculty members and their immediate families (spouses and children) will be admitted without charge to all campus activities sponsored by the College, such as music, theatre, and athletic events.

2.17   Review and Grievance Procedures XE "Grievance Procedures" 

 XE "Review and Grievance Procedures" 
2.17.1   Intent

The faculty recognizes the importance of the systematic review of grievances and of handling grievances without fear of prejudice or reprisal.  The faculty expects the College to cooperate in efforts to encourage the informal and prompt settlement of grievances and in making relevant information which it holds readily available for grievance reviews.  Attempts at reconciliation should guide all grievance negotiations.  All parties should prayerfully seek justice in the context of Christian community as they work to solve the problem.  Grievance procedures are designed to facilitate resolution promptly, at the lowest possible level of formality, while maintaining confidentiality.

The faculty accepts these procedures as a means of problem-solving short of resorting to civil law or involvement of other outside agencies.  Faculty members are encouraged to informally seek reconciliation with any group regarding any decision or action before initiating these grievance procedures.

When a complaint has been filed with an outside agency that is substantially similar to a grievance under this procedure, this procedure shall not continue, unless there is evidence that continuation would facilitate resolution of the complaint.  Additionally, any complaint which has been filed and resolved by an outside agency cannot then be presented as a grievance.

2.17.2   Definitions

A grievance is an allegation by a faculty member or a group of faculty members (hereafter collectively called grievants) that there has been a misapplication of Handbook policy or procedure or that a faculty member's rights, detailed in the Handbook, have been infringed.

The parties involved are the grievants, the persons or groups against whom the grievance is filed and the persons who are at the time negotiating or hearing the grievance.

The Mediation Committee, in accordance with Article VI of the Constitution of the Faculty Council, is the Faculty Welfare and Fiscal Affairs Committee of the Faculty Council, unless the grievance arose from a recommendation or decision of the Faculty Welfare and Fiscal Affairs Committee.  In that case, the Mediation Committee will be the Academic Affairs Committee of the Faculty Council.  Any Mediation Committee member who is named in the grievance or who otherwise has a conflict of interest in the case will be excused from serving on the committee.

The Review Committee is an ad hoc committee selected from the full-time faculty members.  Two members will be selected by the grievants; two members by the Mediation Committee; one member will be selected by the first four.

2.17.3   Filing a Grievance XE "Filing a Grievance" 
The grievance procedure begins when grievants present written notice of a grievance in the office of the Vice President for Academic Affairs.  The notice should set forth, in detail, the parties against whom the grievance is directed, the alleged infringement of rights or misapplication of the Handbook, the relief and/or remedy sought by the grievants and any other data which the grievants deem pertinent.

Grievances must be filed within ten working days after the alleged offense or notification of the event(s) upon which the grievance is based has occurred.  The time period for the receipt of written grievances may be extended up to an additional ten working days if a written notice of intent to file a grievance is filed within the first period specified above.

Within three working days of receiving a grievance, the Vice President for Academic Affairs will send a copy of the grievance to the members of the Mediation Committee

2.17.4   The Work and Role of the Mediation Committee XE "Mediation Committee" 
Within three working days of receiving a copy of the grievance from the Vice President for Academic Affairs, the Mediation Committee will send a copy of the grievance to all involved parties.  Within fifteen working days of receiving a copy of the grievance, the Mediation Committee will try to resolve the grievance informally.  The Mediation Committee's role is to facilitate reconciliation between the parties and to effect a mutually agreeable resolution of the grievance.  In this informal procedure, no advisors for any party will be present, no judgment of the merits of either argument will be made by the committee and strict confidentiality will be maintained.  

The Mediation Committee chair will announce to the Committee and to grievants when it has concluded the work that it feels it can do.

2.17.5   Informal Resolution of Grievance XE "Grievance, resolution" 

 XE "Resolution of Grievance" 
When a grievance is resolved through the informal work of the Mediation Committee, the resolution shall be put in writing by the Committee and given to all involved parties and the President of the College.  Such a resolution shall not constitute a binding precedent in the disposition of subsequent grievances.

2.17.6   Grievances XE "Grievances, unresolved"  Unresolved by Informal Process

If a grievance is unable to be resolved through the informal channels of the Mediation Committee, the grievants may request in writing to the Chair of the Mediation Committee his or her desire to receive a more formal hearing from the Review Committee.  The request for a formal hearing must come within five working days of the concluding meeting of the Mediation Committee.

In the event that a grievance cannot be settled through the informal process, neither any offer of settlement of the grievance nor a suggested resolution by the Mediation Committee will be admissible as evidence in any subsequent grievance proceedings.

2.17.7   The Work of the Review Committee XE "Review Committee" 
2.17.7.1   Convening the Review Committee

The Review Committee will convene and elect its own chair within five working days of the receipt of the request for a formal hearing.

2.17.7.2   The Formal Hearing

Within fifteen working days after the Review Committee is constituted, the Committee will conduct a formal hearing.  At least five working days prior to the formal hearing, the Committee will notify in writing the President and all parties directly involved of the date and time when the hearing is to be conducted.

During the proceedings grievants will be permitted to have (a) peer advisor(s) whom they have chosen from within the College community.  This provision specifically excludes formal legal counsel.  Only individuals specifically invited by the parties involved may attend the formal hearing.  

The Review Committee will not be bound by strict rules of legal evidence.  Every possible effort will be made to obtain the most reliable evidence.  All parties to the grievance will have the right to hear and respond to the evidence from all witnesses.  Where a witness has made a statement and cannot or will not appear, but the Review Committee determines that the interests of justice require admission of this statement, the Committee will identify the witness and make his or her statement available to all parties involved in the grievance.  The Committee will grant appropriate continuances to enable either party to investigate evidence, or for any other appropriate reason.  

The proceedings shall be tape-recorded by the College and be made accessible at College expense only to parties involved in the grievance.

2.17.7.3   The Decision of the Review Committee

The Review Committee will present a formal decision within five working days of its final hearing to all involved parties and the President.  This decision shall be based upon the evidence presented and the guidelines set forth in this handbook.  The decision will be accompanied by a recommended disposition or remedy of the grievance.

2.17.8   Grievants' Response to the Decision of the Review Committee

Grievants should notify the Chair of the Review Committee of their acceptance or rejection of the decision and recommendation within five working days after receiving them.  If the grievant does not notify the Review Committee within five working days of receipt of the Committee's decision, it is understood that the grievant accepts the decision and recommendation of the Review Committee.

If the grievant rejects the decision and recommendation of the Review Committee, the grievant may appeal the decision of the Review Committee to the President of the College.  If, however, the President of the College is the party against whom the grievance is filed, the appeal should be filed, through the Office of the Vice President for Academic Affairs, directly with the Chairman of the Board of Trustees as per Section 2.17.11, beginning with sentence two.

The named parties in the grievance may also appeal the decision of the Review Committee to the President of the College.  

2.17.9   Appeal to the President

The appeal of the Review Committee's decision and recommendation must be made to the President of the College within five working days of the receipt of the Review Committee's decision.

2.17.10   Presidential Review XE "Presidential Review" 
The President shall review the grievance, the informal attempts at mediation and the Review Committee's formal decision and recommendation and will communicate his/her decision in writing to all involved parties within five working days of the filing of the appeal, not including time when the President is away from the College.

2.17.11   Board Appeal XE "Board Appeal" 
If the decision of the President is unsatisfactory to the grievant, the grievant may appeal the President's decision to the Board of Trustees.  Such an appeal must be filed through the Office of the Vice President for Academic Affairs within five working days of the last decision.  The appeal should be directed to the Chairman of the Board of Trustees.  The Board of Trustees will process the appeal according to its rules and procedures.  The decision of the Board of Trustees shall be final.

2.17.12   General Provisions

Neither the filing of a grievance, nor the fact that a grievance is in process in the above review system, prohibits the College from proceeding with and implementing the aggrieved action.

Failure at any step of this procedure to communicate the decision on the grievance to the grievants within the specified time limits (or such additional period of time as may be mutually agreed upon in writing) shall permit grievants to proceed to the next step.

Failure at any step of this procedure to appeal a grievance to the next step within the specified time limits (or such additional period of time as may be mutually agreed upon in writing) shall be deemed to be acceptance of the decision rendered at that step.

Extensions of time will normally be granted for good and sufficient reasons (e.g., illness) by mutual agreement.

2.18 Amendment Procedure

Amendments made by either the Board of Trustees or Faculty Council must be agreed upon by both parties prior to final approval.  Representatives of the Faculty Council will have the right to present views to the Board of Trustees at a board meeting.  Faculty initiated amendments must be passed by two-thirds vote of the Faculty Council and submitted to the Board of Trustees for approval.  Final approval of all amendments is determined by Board action.

3.0   Appendices


3.1   General Education Core Curriculum

The General Education Core Curriculum

The general education Core Curriculum addresses the college’s mission “to develop creative and thoughtful leaders who understand a maturing Christian faith.” These characteristics are realized in graduates who develop broad knowledge, skills for thinking and acting, and values that arise from our Christian heritage and that aim to build a better society. Knowledge, skills, and values should be integrated into a worldview from which graduates seek to serve God and the world. More specifically, students should gain:

1. Knowledge of the world and its human cultures 

· Sciences

· Mathematics

· Social sciences

· Literature

· Religion

· Philosophy

· History

· Fine Arts

2. Intellectual and practical skills

· Inquiry and reflection 

· Critical and creative thinking 

· Written and oral communication

· Quantitative literacy

· Information literacy 

· Teamwork and problem solving

3. Personal and social responsibility

· Civic knowledge and engagement—local and global

· Intercultural knowledge and competence 

· Ethical reasoning and compassionate action 

· Foundations and skills for lifelong learning 

4. Integrative learning

· Synthesis of general and specialized studies

Core Curriculum Course Requirements

Academic programs at Sterling College fall under two schools—The School of Liberal Arts and Sciences, and the School of Professional Studies. The Core Curriculum goals as stated above are the same for the two schools. However, the course requirements differ. Students earning majors in the School of Liberal Arts and Sciences will have broader content exposure in the arts and sciences than students earning majors in the School of Professional Studies.  

Knowledge goals

Sciences

Notes: 1) Natural Science majors (Biology and Chemistry) meet this requirement with courses in their major. 

Professional Studies requirement: Take one lab class from the following courses:

BI 101/L 
Principles of Biology



4

BI 110/L
Human Anatomy and Physiology

5

BI 125/L
Environmental Science



4

BI 170/L
Zoology




4

CH 151/L 
General Chemistry I



5

PH 110 
Physical Science



5

Liberal Arts and Sciences requirements: Take one life science and one physical science course. One course must include a lab.

Life Science

BI 100

Principles of Biology



3

BI 101/L 
Principles of Biology



4

BI 110/L
Human Anatomy and Physiology

5

BI 125/L
Environmental Science



4

BI 170/L
Zoology




4

Physical Science

CH 110/L
Introduction to General Chemistry

3

CH 151/L 
General Chemistry



5

PH 108

Introduction to Physical Science


3

PH 110 
Physical Science



5

Mathematics

Notes: 1) Mathematics majors meet this requirement with courses in their major. 2) Professional Studies and Liberal Arts and Science requirements are the same.

Take one of the following courses:

MA 105

Intermediate Algebra



3

MA 108

Contemporary Mathematics


3

MA 109 A&B
College Algebra with Review


6
MA 110

College Algebra




3

MA 150 
Pre-Calculus




4

MA 200

Calculus I




5

MA 240

Elementary Statistics



3

BS 196

Statistics for the Behavioral Sciences

3

Social Sciences

Note: Professional Studies and Liberal Arts and Science requirements are the same.

Take one course selected from the following:

BU 103

Economics




3

BS 115

Principles of Sociology



3

HG 240

World and Regional Geography


3

HG 255 
Comparative Government


3

HG 262

World Religions




3

HG 272

International Relations



3

CT 365

Gendered/Intercultural Communication

3

And take one of the following: 

BS 125 
General Psychology 



3


BS131

Self and Society



3

Literature

Notes: 1) Language and Literature majors meet this requirement with courses in their major. 2) Professional Studies and Liberal Arts and Science requirements are the same.

Take one of the following courses:



LL 151

Introduction to Literature


3



LL 166

American Literature II



3



LL 251

World Literature I



3



LL 252

World Literature II



3

Note: The HR courses are only open to Honors students

HR 201

Non-Western Culture & History I

3



HR 202

Non-Western Culture & History II

3

Religion

Note: Professional Studies and Liberal Arts and Science requirements are the same.
Take 7 hours:


TM102

Introduction to the Old Testament

2


TM103

Introduction to the New Testament

2



TM 266

Basic Christian Doctrine



3


Philosophy 


Note: Professional Studies and Liberal Arts and Science requirements are the same. 

Take the course: 

TM440

Philosophy for Faith and Life


3 

History

Notes: 1) History majors meet this requirement with courses in their major. 2) Professional Studies and Liberal Arts and Science requirements are the same.
Take one of the following courses:



HG 101

History of World Civilization I


3



HG 102

History of World Civilization II


3

Note: The HR courses are only open to Honors students


HR 201

Non-Western Culture & History I 

3



HR 202

Non-Western Culture & History II

3

Fine Arts

Professional Studies requirement: Take one of the following courses:

AR 105

Art Appreciation



3

AR 211

Art History I




3

AR 212

Art History II




3

CT 105

Introduction to the Theatre


3

CT 230

Musical Theatre




3

CT 351

Theatre History I



3

CT 352

Theatre History II



3

MU 100

Music Appreciation



3

MU 354

Music History and Literature I


3

MU 355

Music History and Literature II


3

Liberal Arts and Science requirement: 

Note: Fine Arts majors meet this requirement with courses in their major. 

Take six credits from two departments. At least three credits must be from non-applied course.

Non-applied courses:

AR 105

Art Appreciation



3

AR 211

Art History I




3

AR 212

Art History II




3

CT 105

Introduction to Theatre



3

CT 351

Theatre History I



3

CT 352

Theatre History II



3

MU 100

Music Appreciation



3

MU 354

Music History and Literature I


3

MU 355

Music History and Literature II


3

Applied courses:

AR, CT, MU 
Any combination of 3 credits


3

from applied courses for which

the student is eligible 

Intellectual and practical skills goals

Inquiry and reflection

Embedded in existing Core Curriculum courses

Critical and creative thinking

Embedded in existing Core Curriculum courses

Written and Oral Communication 

Note: Professional Studies and Liberal Arts and Science requirements are the same.
Take one course from:



CT 101

Public Speaking



3



CT 130

Oral Interpretation



3

BU 140

Business Communication


2 

Note: This course option is open only to Business majors.
TM 245 
Homiletics




3

Note: This course option is open only to Religion & Philosophy and Christian Ministries majors.
And 

LL 101
 
College Composition I



3


And

Two courses identified as “writing intensive courses” spread throughout a student’s semesters at Sterling College. At least one of the writing intensive courses should be in the student’s major, if the major has a designated writing intensive course. 

Quantitative literacy

This skill is embedded in the Mathematics requirement stated above under Knowledge Goals.

Information literacy

Embedded in existing Core Curriculum courses

Teamwork and problem solving

Embedded in existing Core Curriculum courses

Personal and social responsibility goals

Civic knowledge and engagement 

Note: Professional Studies and Liberal Arts and Science requirements are the same.
Take the course:

GD 105

Foundations of Servant Leadership

1

Additional development toward this goal is embedded in additional Core Curriculum courses and through the student’s service project in the major.

Intercultural knowledge and competence

Embedded in existing Core Curriculum courses

Ethical reasoning and compassionate action

Note: Professional Studies and Liberal Arts and Science requirements are the same.
Take the course:

GD 190

Chapel





0

Additional development toward this goal is embedded in additional Core Curriculum courses.

Foundations and skills for lifelong learning

Note: Professional Studies and Liberal Arts and Science requirements are the same.
Take the course:

ES 101

Concepts of Physical Fitness and Health
2

Additional development toward this goal is embedded in additional Core Curriculum courses.

Integrative learning goal

Synthesis of general and specialized studies

Note: Professional Studies and Liberal Arts and Science requirements are the same.
Take the course:

GD 190
Chapel






0

In addition, this skill is developed through the Philosophy requirement stated above under Knowledge Goals.

Standards for Writing Intensive Courses

Each course approved as a writing intensive course must:

· Provide direct writing instruction

· Require a final written paper

· Establish sequential steps for completing the written paper

· Identify a formal style manual

· Evaluate the writing according to the adopted style manual standards

Instructional components 

· Assume students can produce complete sentences and coherent paragraphs

· Assume students write with appropriate grammar and spelling

· Instruct students about components of style relevant to the professional standards adopted for 
the class

· Require at least one draft manuscript (written with expectation that all format components must 
be followed) on which students receive feedback before the final manuscript is due

· Instruct students about the process of collecting information for the paper. This will include 
library search strategies. 

· Provide students with clear guidelines about what constitutes plagiarism.

3.2   Syllabus Template



__________________ DEPARTMENT

Course Number:________________   
Name:_______________________________

Credit Hours:__________________    
Semester/Year:________________________
Meeting Place:_________________    
Time:_______________________________


Instructor
Name:________________________

                  
Office Location: ________________

     
Phone:________________________ 

                     
E-mail:________________________   

Textbooks___________________________________________________________

                 ___________________________________________________________

                 ___________________________________________________________

                 ___________________________________________________________

COURSE DESCRIPTION (Should match the current catalog)
PERFORMANCE OUTCOMES

	Course Objective
	KNW, SKL, or VAL
	Activities 
	Assessments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


GRADING POLICY

ACADEMIC INTEGRITY: Sterling College faculty and students form an academic community committed to the Biblical principles of justice and honesty and to the core values of faith, calling, learning, integrity, service and community.  With this in mind, the policy in the most recent copy of the Sterling College Academic Catalog will be followed.

ATTENDANCE POLICIES

LATE WORK

SPECIFIC EXPECTATIONS

ELECTRONIC COMMUNICATION

COURSE OUTLINE/DAILY SCHEDULE

ADDITIONAL INFORMATION

STATEMENT OF NONDISCRIMINATION

Sterling College does not discriminate on the basis of race, color, national origin, sex, disability or age.  The policy in the most recent copy of the Sterling College Academic Catalog will be followed for this class.  

3.3   Code of Professional Ethics

We, the faculty of Sterling College, recognizing that the education profession must accept responsibility for the conduct of its members, agrees to judge our colleagues and be judged by them in accordance with this Code.
We adopt the following three statements edited from the Council of the American Association of University Professors as premises for our Code:

1. The faculty's responsibility to defend its freedoms cannot be separated from its responsibility to uphold those freedoms by its own actions.

2. Membership in the academic community imposes on students, faculty members, administrators and trustees the following obligations:

a. to respect the dignity of others;

b. to acknowledge the right of others to express differing opinions; and

c. to foster and defend intellectual honesty. freedom of inquiry and instruction, and free expression on and off campus.

3. Students are entitled to an atmosphere conducive to learning and to evenhanded treatment in all aspects of the teacher-student relationship.

We affirm that the spirit of this Code is grounded in the Christian ethic of love for all persons and in individual responsibility to God and people.  To this end, the aim of the Code is to encourage responsible actions, sensitivity, and mutual support among all members of the academic community.

ARTICLE I.
THE FACULTY MEMBERS' RESPONSIBILITIES XE "FACULTY MEMBERS' RESPONSIBILITIES" 


Section 1.
To Students
1. Faculty members should base evaluation and credit on academic performance professionally judged and not on matters irrelevant to that performance, whether personality, race, religion, degree or nature of political activism, or personal beliefs.

2. Faculty members should teach the assigned subject and not intrude irrelevant material.

3. Faculty members should present the subject matter of courses as announced to students and as approved by the faculty in their collective responsibility for the curriculum.

4. Faculty members should adequately prepare for classes.

5. Faculty members should announce and maintain office hours on campus.

6. Faculty members should adequately advise students.

7. Faculty members should be punctual in starting and ending classes and should not cancel classes except infrequently and for compelling reasons.

8. Faculty members should not exploit students for private advantage.

9. Faculty members should adequately acknowledge significant assistance from students.

10. Faculty members should acknowledge that term papers and other comparable projects are the property of students who prepare them.  They should be returned to students who ask for them, and those which are not returned should be retained by the instructor for one term or a reasonable period considering the problem of storage.  Faculty members who desire to retain a copy for their own files should state their intention to do so and prepare additional copies for themselves.

11. Faculty members should take care that their personal relationships with students do not develop in ways that: a) could jeopardize objectivity of evaluations, and b) create a situation where the student becomes an instrument in personal conflicts or professional disagreements with colleagues or administrators.  Item b), however, should be interpreted in a manner consistent with the statement concerning freedom of expression found in premise number two of this Code.

12. Faculty members should maintain confidentiality in regard to student performance.  Specific critiques of performance should not be discussed, even with colleagues, unless there is an academically grounded reason for that discussion.


Section 2.
To other Faculty members
1. Faculty members should not solicit criticisms of colleagues from students.

2. If appropriate, faculty members should refer voluntary criticism of a colleague by students to the faculty member being criticized or the Vice President for Academic Affairs.

3. Faculty members should not comment on teaching methods of a colleague in a manner that could undermine the colleague's efforts.

4. Allegations of unprofessional conduct either to other colleagues or to the students are themselves unprofessional; the proper vehicle for complaints against faculty members is the Vice President for Academic Affairs or the established faculty grievance committee.  Moreover, faculty members should consider an honest discussion with the allegedly erring colleague as a possible first step in resolution.

5. Faculty members should acknowledge indebtedness to colleagues and other scholars by proper citation.

6. Faculty members should strive to be objective in professional judgment of colleagues.

7. Faculty members should accept a fair share of faculty responsibility for governance of the institution.


Section 3.
To the Administration
1. Faculty members should notify the administration about work done outside the institution with due regard to their paramount responsibility within it.  They should demonstrate to the administration's satisfaction that extra employment will not interfere with contractual obligations.

2. Faculty members should promptly fulfill their administrative obligations.

3. When considering termination of service, faculty members should recognize the effect of their decision upon the program of the institution and give due notice of their intentions.


Section 4.
To the Institution as a whole
1. Faculty members have full freedoms as citizens, but conflict may arise between claims of politics, social action, and conscience, on the one hand, and the contractual obligations to the institution on the other. If such conflicts become acute, and citizen and moral obligations preclude fulfillment of substantial academic obligations, faculty members should request a leave or resign.

2. Faculty members, when speaking or acting as private citizens, should avoid creating the impression that they speak or act for the College.

3. Materials purchased with institutional funds should not be converted to personal profit by faculty members without reimbursement of the College for those materials.  This refers to raw materials, not finished products which are the result of scholarly effort working upon the materials supplied by the College.

Article II.
WHAT FACULTY MEMBERS EXPECT FROM ADMINISTRATORS REGARDING THE ETHICS 
CODE


Section 1.
To Faculty
1. Administrators should give timely notification to faculty about judgments concerning their performance and about perceived violations of professional ethics or the employment agreement.

2. Faculty members should be given the opportunity to inspect files and evidence concerning performance and professional ethics upon request.  The material in the files shall be gathered in a manner that protects students and colleagues whose input is necessary for administrative decisions.

3. Administrators should respect the confidentiality of information concerning faculty members' performance and violations of the Code of Ethics.  Access to faculty personnel files is limited to those people and for those purposes described in Section 2.4.1 of this Faculty Handbook.

4. Sanctions other than dismissal, such as written warnings and reprimands, should be developed as intermediate disciplinary measures.

5. There should be due process and faculty participation in all disciplinary procedures, including any placing of negative comments in a file, other than the regularly conducted student evaluation polls.

6. Administrators should respect the right of faculty members to criticize and seek revision of institutional regulations.


Section 2.
To Students
1. Administrators should employ faculty members qualified to teach the subjects assigned.

2. Administrators are responsible for evaluation of faculty members in accordance with established criteria.

3. Administrators are responsible for enforcement of professional ethics in cooperation with the appropriate faculty committees.


Section 3.
To the Institution as a whole
 
Administrators are responsible for accurate and complete record keeping of all actions taken to enforce the 
Code of Professional Ethics.

3.4   Faculty Load Equivalencies Sheet



	Category
	 
	 

	 
	Load Calculation
	Comments / Example

	Normal Courses
	1 per credit hour
	 

	Lab Courses
	 
	 

	   per hour of lecture
	1 per hour of lecture
	4 credit science course w/ 3 hour lab = 3 + (.67x3)=5

	   per hour of lab
	.67 per hour of lab
	 

	 
	 
	 

	Education
	 
	 

	  Student Teaching Supervision
	.67 per student
	Mandated by accrediting body

	 
	 
	 

	Independent Study
	.5 per student up to course credit
	 

	 
	 
	 

	Internships
	.25 per student; up to course credit
	 

	 
	 
	 

	Practicum
	.25 per student; up to course credit
	 

	
	
	

	Art - Exhibitions
	0 -2 per exhibit
	

	 
	 
	 

	Music
	 
	 

	   Private Lessons
	.33 per hour (weekly) of instruction
	 

	   Concert Band
	3 per term
	 

	   Choir
	3 per term
	 

	   Small Ensemble
	1 per term
	 

	 
	 
	 

	Theatre
	 
	 

	    Lab
	.2 per term    Per student
	 

	 Major Play Production
	 
	 

	    Direct
	3 per term
	 

	    Design- Technical Director
	2 per term
	 

	    Costume
	2 per term
	 

	    Music Director
	2 per term
	 

	   Choreography
	 2 per term
	 

	
	
	

	Phys Ed
	 
	 

	  Activity Course
	1 per course credit
	 

	 
	 
	 

	Courses Meeting at the Same Time
	Courses meeting concurrently count as a single course
	A 3 credit course with three levels of students (concurrent) counts as 3 hours of load

	   Art Studio
	
	 

	   Other
	
	 

	 
	 
	 

	Team Teach
	per portion they each teach; faculty report
	e.g teach half of a 3cr course = 1.5 load

	 
	 
	 

	Forensics Coach
	3 per term
	 

	 
	 
	 

	Administrative Duties
	 
	 

	   Academic Advising
	".1 per student per semester over 15, assuming all other faculty in the dept are advising at least 15.  Any load earned in advising is handled in the following term - either by overload compensation or reduction of load"
	Required in contract, but very uneven burden among faculty and departments 

	   Dept Head
	1- 2 per semester; or additional pay
	

	   Committee Work
	Serving on one is expected
	

	Faculty Council, FWFA, AAC, TEC  and other major committee assignments.
	I credit hour/committee and 1.5 for committee chair/year
	

	 
	 
	 

	Adjustment for class size
	course credit hours + students in excess of the Max  x 0.1
	Maximum class size to be determined by instructor in consultation with academic dean, associate dean and department chair.

	 
	 
	 

	Recruiting
	1 hour/term
	Required per contract, but very uneven in burden among faculty and departments 

	 
	 
	 

	Program Director
	As mandated by accrediting body
	

	 
	 
	 

	Online Course
	Same as on site course
	

	 
	 
	 

	Service to a regional or national professional association in one’s teaching field


	(1-3) depending on responsibilities
	

	
	
	

	Preparation of manuscripts (book or journal article) for publication in one’s teaching field


	(1-5) Based on proposal submitted to the Academic Dean to determine level and length of article, probability of publication, etc.
	Books may require more leave time.

	
	
	

	Management of curriculum-related programs required for generally expected experiences of students in that major.


	
	

	
	
	

	Administrative duties required by external accrediting agencies


	
	

	
	
	

	Advanced coursework related to teaching assignments


	
	

	
	
	

	Other professional experiences acknowledged by Faculty Council and the VPAA as worthy of credit


	
	

	
	
	

	
	
	

	 
	 
	 


Office Hours


Monday	    


Tuesday	   


Wednesday   


Thursday	    


Friday	    














     � Active duty shall be defined to include participation in assemblies or annual training in accordance with any valid order of the command under which the faculty member serves, or attendance at service schools conducted by the Armed Forces of the United States for a period not to exceed ninety calendar days in any 365 calendar day period.
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