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FOREWORD

The Faculty Handbook is designed to provide members of the WKU faculty with
information about policies and procedures, faculty responsibilities and benefits, and various
services and facilities. In the interests of brevity and economy, duplication of information
available from other University resources is held to a minimum, and references and/or links are
made to those other resources when practical.

This Handbook is subject to review and revision annually by the University Senate and
its subcommittees. The official Handbook shall also be continually posted at:
https://www.wku.edu/senate/documents.php and
https://www.wku.edu/academicaffairs/resources/faculty handbook.php.

This Handbook is for informational purposes only and does not constitute a contract of
employment for WKU faculty.
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[. UNIVERSITY ORGANIZATION AND ADMINISTRATION

ILA.  Administration: The current organizational structure for WKU is available at:
http://www.wku.edu/admin/.

1.B. Major University Committees:

I.B.1. University Senate: This body is the committee for the articulation and presentation of the
views of the faculty within a collegial system of University governance. In a collegial system authority and
responsibilities are shared among colleagues, some of whom have duties as faculty and others as
academic administrators. The University Senate functions as the official representative voice of the
faculty, advising and making recommendations to the President and Provost and Vice President for
Academic Affairs (“Provost”) concerning academic programs, requirements and policies, faculty
responsibilities and welfare, and other matters of importance to the faculty. The Senate’s membership is
derived from full-time faculty members, staff, administration and students. The Senate shall have standing
committees, which may include the University Curriculum Committee, the General Education Committee,
the Faculty Welfare and Professional Responsibilities Committee, and the Academic Quality Committee.
Information regarding this body including the Charter of the University Senate can be found at:
http://www.wku.edu/senate.

I.B.2. Graduate Council: This body is composed primarily of elected faculty members and has
general supervision and control over matters of graduate instruction, including admission and degree
requirements, curricula, and general academic regulations. The Graduate Council submits
recommendations concerning initiation or revision of graduate courses and programs through the
University Senate to the Provost. The Graduate Council also supervises and oversees membership in the
graduate faculty. For more information on the Graduate Council visit its web page:
https://www.wku.edu/graduatecouncil/.

I.B.3. Professional Education Council (PEC): The PEC has as its purpose to provide planning,
oversight, and direction for all of the University’s professional education programs. Its functions include,
among others:

e Considering proposals for required or restricted courses and programs that lead to teacher
certification;

¢ Making recommendations to appropriate bodies and/or officials regarding academic programs,
academic policies, and scholastic regulations pertaining to professional education courses and
programs at Western Kentucky University;

e Initiating studies and developing policies pertaining to the curriculum, to scholastic regulations, or
to other matters referred to the Professional Education Council by the Dean of the College of
Education and Behavioral Sciences, the Provost, or the University Senate;

¢ Recommending to appropriate bodies and/or officials the establishment of new programs for the
preparation of students to meet professional, state, and institutional standards for practice in
Preschool through Grade 12 settings; and

¢ Receiving and reviewing annual reports regarding the use of assessment data in programs leading
to certification by Kentucky’s Education Professional Standards Board.

For more information on the functions and composition of the PEC, as well as the PEC’s role in the
curriculum process, refer to the Undergraduate Curriculum Committee guidelines and procedures, contact
the CEBS Dean’s Office, or visit the PEC web page:
http://www.wku.edu/cebs/peul/.
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I.B.4. College Undergraduate Curriculum Committees: These bodies consider proposals for
curriculum expansion or revision from academic departments or curricular areas within the undergraduate
colleges. Each college curriculum committee is composed of the dean of the college (or designee), the
department heads within the college, the directors of other offices within the college, and one elected
faculty member from each department in the college. The college undergraduate curriculum committees
make recommendations to the University Undergraduate Curriculum Committee or the University General
Education Committee, and then to the University Senate.

Colleges may also have a graduate curriculum committee to review graduate-related curriculum
matters and make recommendations to the Graduate Council and then to the University Senate. Or,
colleges may choose to have one curriculum committee to review both graduate and undergraduate
proposals.

Numerous other departmental, college and University committees also function as part of the
academic organization of the University. Information concerning these can be obtained from the
administrative offices involved.

I.C.  University Ombuds Officer: The Ombuds Officer serves as an available information source and
point of communication for faculty and staff who believe they may have a personal grievance regarding an
alleged violation, misinterpretation or improper application of University policies and procedures or alleged
improper treatment. For information on the Ombuds Officer follow this link:
http://www.wku.edu/admin/index.php.
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[I. FACULTY APPOINTMENTS AND RESPONSIBILITIES

As members of a global community, faculty members at WKU recognize that we are role models
as academics and as citizens. The following sections represent the faculty code of conduct, rights and
responsibilities. It is the intent of the faculty code to protect academic freedom, to help preserve the
highest standards of teaching and research/creative activities, and to advance the mission of the
University as an institution of higher learning.

ILA. Faculty Appointments:

WKU prohibits and will not tolerate any act of discrimination or harassment on the basis of race,
color, religion, national origin, ancestry, sex, age, marital status, familial status, sexual orientation,
disability or military status. The University will strive to create an environment of equal opportunity and
respect for diverse faculty populations in accordance with local, state and federal law. For more
information and official policy statements, visit the Office of Equal Opportunity’s site:
https://www.wku.edu/eeo/ .

ILA.1. Generally: Faculty members are employees of WKU who teach and assume other
academic responsibilities commensurate with the missions and goals of the University. Faculty members
are expected to demonstrate competence in their discipline, the ability to impart knowledge through
effective teaching, and to engage in research/creative endeavors.

Faculty and staff member appointments are governed by HR Policy on Recruitment and Selection
— see HR policy 4.220V on the Human Resources Policies page. The faculty search process provides that
the Chair of the Search Committee (after consultation with the Search Committee) will forward the
strengths and weaknesses of each interviewed candidate for a faculty position to the Department Head,
without selecting, ranking, or recommending any single candidate. The Department Head is authorized to
forward a recommendation for appointment through administrative channels in accordance with the
University's policies and procedures. The University President is authorized to recommend to the Board of
Regents good faith offers of employment to prospective employees contingent upon subsequent approval
by the Board of Regents.

Unless otherwise specifically stated in writing, new faculty members are appointed with a
probationary period leading to tenure. During the probationary period they receive continuance reviews as
per section IV. Full-time, tenure eligible faculty hold the academic rank of assistant professor, associate
professor, or professor and teach a full course load as stipulated by the University, or have an academic
assignment that is more than fifty percent (50%) within an academic department or program. Department
heads/chairs/directors who hold faculty status are full-time, tenure eligible faculty. Reassigned time does
not remove a person from full-time, tenure eligible faculty status. For Pedagogical Track Faculty members
see academic policy 1.199V on the Academic Affairs Policies page.

Full-time, non-tenure eligible faculty may receive annual or multi-year appointment and shall
perform all duties as required by the University in their letter of appointment. Notice of appointment is by
letter to the faculty person. Full-time, non-tenure eligible faculty are not appointed to a probationary or
tenured position, and may not accrue time toward tenure. There is no provision for “transfer” from a non-
tenure eligible faculty appointment to a tenure-eligible faculty appointment. Appointment to a tenure-
eligible faculty track requires appointment de novo in that position and resignation from any previously
held position at WKU.
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I.LA.2 Lecturer Appointments

When a search for a tenure eligible faculty position results in the hire of an individual with the
status of All But Dissertation (ABD) or the equivalent for the discipline, the individual selected should be
appointed as a Lecturer. Lecturer positions are non-tenure-eligible. Lecturer positions are not eligible to
vote in Regent’s Elections, as per Kentucky statute KRS 164.321.

Lecturer appointments are made for one year, renewable annually up to a maximum term of three
years. A decision on renewal appointments shall be made by the dean, upon recommendation by the
department head, at least four months prior to the end of each year of the appointment and communicated
to both the candidate and the department head.

When the doctoral degree is completed, as evidenced by appropriate documentation (such as an
official academic transcript), within the first two years of the Lecturer appointment, the individual will be
appointed to the rank of assistant professor at the beginning of the immediately following academic term
and the probationary period, not to exceed six years, will commence at that time. If no such evidence is
presented, the third year of the Lecturer appointment will be the final year of employment.

II.LB. Faculty — Workload: Among the components of the total workload of the faculty member are
classroom and laboratory instruction; scholarly activities including research and creative endeavors;
student consultation and advising; assisting in the administration of the work of the department or college;
service on departmental, college or University committees; representing the University in a service or
consultative role to schools, governmental or outside agencies; and other duties incidental to the above or
as assigned by the head of the department, dean of the college, Provost, or the President. Faculty
members will participate in the evening, weekend and/or regional instructional program(s) upon request of
the department head.

The letter of appointment requires faculty members to fulfill completely their responsibilities to the
academic objectives of the University, college, department, and discipline. Outside responsibilities or
personal activities and interests must in no way conflict with the primary obligations of the faculty member
to the University. Personal obligations that interfere with faculty members’ ability to fulfill their professional
responsibilities must be avoided unless provision is made in a special, less-than-full-time letter of
appointment. For more information on consulting work and outside employment, see the Outside
Employment and Consultation policy description in Section 1l.W. of the Handbook.

The University provides faculty members with office space to facilitate meeting professional
responsibilities. These responsibilities include: participation in departmental and college business;
consulting with, assisting, and advising students; and research/creative activities. The maintenance of
office hours for these purposes is a professional responsibility, and hours should be sufficient to fulfill the
aforementioned obligations.

Full workload assignments for full-time faculty members are distributed across teaching,
research/creative activities and service. The department head and college dean in accordance with the
published guidelines/policies of the college determine specific individual assignments.

Graduate faculty members may request reduced teaching assignments. Reduced teaching loads
must be justified by productive research or research/creative activity equivalent to the load reduction
involved. Graduate faculty members requesting load adjustments must present to the department head a
comprehensive written outline and statement of objectives for the research or research/creative activity on
which the adjustment is to be based. The department head and college dean will assess the proposed
project according to the specific criteria applied to research and creative achievements.
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At the conclusion of the academic year in which a load adjustment has been granted, the faculty
member must submit a full progress report to the department head and college dean. This report will be
included as a part of the faculty member's annual review and will be taken into consideration when further
load adjustments are under discussion.

Teaching load for laboratory courses and for special instructional programs in which semester hour
equivalents are not applicable is computed according to an approved formula established by the
department head and college dean after the circumstances of the particular course of study are evaluated.
Factors taken into consideration are the supervision required of the instructor, the number of laboratory
assistants available, the level of instruction, and similar factors. Load assignment is awarded for direction
of theses, dissertations and special projects. The college dean shall make the determination of load
assignment after thorough review of the project with the faculty member. For more on workload and
compensation see academic policy 1.209V on the Academic Affairs Policies page.

For the improvement of instruction and for the professional advancement of the faculty through
research/creative and service activities, special faculty assignments may be approved on a limited basis in
accordance with the following guidelines:

¢ In evaluating the justification for teaching load adjustments or assignment of special assistance
as a means of instructional improvement, the department head and dean of the college may
consider such factors as total student load, level of instruction, contact hours, number and
complexity of course preparations, and other similar factors. The department head shall initiate
and justify all recommendations for load reductions in this category that are submitted to the
dean of the college for approval. The dean of the college shall carefully evaluate the impact of
such assignments on the educational program and class schedule of the department. If it is
determined that a direct budgetary allocation is necessary, the approval of the Provost will be
required.

e Requests for a special assignment for research/creative activity or service activity are initiated
by the faculty member, who is required to present to the department head a comprehensive
outline and statement of objectives for the proposed project. At the conclusion of a semester
during which a special assignment has been pursued, the faculty member shall submit a full
progress report to the department head and the college dean. For the guidance of the
department head and the dean of the college the following factors are to be considered in
addition to more specific merits of the research/creative or service proposal:

e The contribution that the activity will make to the professional career of the individual or
to the educational mission of the University.

e The usefulness of the project for teaching, including the involvement of students in an
educational context.

e The benefit of the proposal to the University community or to the service region and the
patrons of the University.

e The potential for acquiring outside financial support for the project as a result of the
special assignment.
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e To ensure relative uniformity of the application of these guidelines, the following provisions
shall apply to this category of faculty assignments:

e Within a month after the conclusion of registration, all such assignments shall be
reported to the Provost by the dean of the college.

o All special assignments for research/creative activities and service activities shall be
made on a tentative basis not later than two months prior to the registration date for the
next semester. Such assignments may be finalized during the registration process.
Preference shall be given to those projects that may be pursued during the semester of
least enrollment for the particular department.

e Special faculty assignments that involve an adjustment of teaching load for administrative
responsibilities within a department or college fall in a separate category and must be approved
in advance by the dean of the college and the Provost.

Full workloads for department heads and deans are distributed across teaching, research/creative
activities, service and administrative duties. The college dean in accordance with the published
guidelines/policies of the college determines specific individual assignment for department heads and
assistant/associate deans.

For details of summer teaching load and compensation see academic policy 1.212V on the
Academic Affairs Policies page. Faculty members are reimbursed for teaching during the summer
according to the current rate published by Academic Affairs.

Il.C. Academic Freedom: The University subscribes to the following principles: (1) faculty members
are entitled to freedom in the classroom in discussing their disciplines and in selecting teaching aids and
library materials; (2) faculty members are entitled in their areas of specialization to freedom in research
and investigation and in the publication of results; and (3) faculty members are entitled to freedom in
participating as responsible citizens in community affairs.

Academic freedom is the freedom to teach, both in and outside the classroom, to research and to
publish the results of those investigations, and to address any matter of institutional policy or action
whether or not as a member of an agency of institutional governance. Professors should also have the
freedom to speak to any matter of social, political, economic, or other interest to the larger community,
subject to the academic standard of conduct set forth in paragraph D below.

The above statement is not to be interpreted as protective of an incompetent or negligent faculty
member, nor does it prevent the University from evaluating the work of each faculty member according to
the published criteria and guidelines of the University and college.

I.LD. Professional Conduct:

Faculty members are an essential component of the University’s mission to produce academically

prepared graduates. Faculty members must understand and accept their role in the educational process

and recognize that with that role come certain responsibilities to its constituency. At WKU, faculty must
strive to:

e encourage free exchange of ideas;
e protect academic freedom;

e demonstrate respect for students and colleagues as individuals;

9
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o foster academic integrity and assure students are being appropriately evaluated on the merits of
their performance;

e adequately communicate expectations in the classroom;

¢ maintain a classroom environment conducive to learning and free from intimidation and disruption;
e respect the confidential relationship between the faculty member and the student;

¢ avoid exploitation, harassment or discrimination in the performance of professional responsibilities;
e acknowledge significant research assistance from students;

e serve as an intellectual guide and academic counselor; and,

e abide by Kentucky law and University rules and regulations.

(Adapted from 1966 Statement on Professional Ethics, issued by the American Association of University
Professors, revised 1987).

IlLE. Professional Growth: It is the policy of the University to encourage the continuous professional
growth and development of its faculty members through additional graduate study, research/creative
activity, membership in professional organizations, and attendance at professional meetings and
workshops. Requests for leaves of absence for continued study or professional improvement are carefully
considered. Persons with less than the generally recognized terminal degree in their area of specialization
are encouraged to continue work toward that degree whenever possible. In general, the University expects
individual faculty members to take the initiative in identifying and meeting their own professional growth
needs.

Il.LF. Professional and Learned Societies: The University encourages faculty members to join and
participate in the activities of professional organizations, associations, and societies.

It is not the policy of the University, however, to allow departmental funds to be used for individual
membership fees, dues, or other assessments of such groups.

I.G. Research/Creative Activity and Publication: The University encourages faculty members to
engage in research/creative activity, and to publish their research efforts whenever possible. Faculty
members are completely free to undertake research investigations in their area of specialization. However,
research for outside agencies and for pecuniary return must not interfere with regular University duties,
and the department head and the college dean should be informed of such activities. In the case of
Pedagogical Faculty appointments see academic policy 1.199V on the Academic Affairs Policies page.
For information relating to research funding options, visit the Office of Sponsored Programs web page at:
http://www.wku.edu/sponsoredprograms/.

Il.H. WKU’s Regional Stewardship Program: This program emphasizes student or civic engagement
as an essential component for success in a global society. This important component is one that
enhances the education offered by the University faculty and provides a distinguishing student learning
feature to the “WKU experience.” Faculty accept the responsibility of encouraging students to view their
education as directly tied to their own lives beyond the classroom and for students to see their continuing
responsibilities as citizens of a broader community.
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ILL Faculty and Staff Meetings: Meetings of the faculty and staff are held periodically.

These meetings are devoted to matters of professional interest, announcements, and business affairs of
concern to the University. Called meetings are held as circumstances require. It is an assigned
responsibility for each member of the faculty and staff to attend these meetings in person or electronically
as authorized.

II.J. Commencement and Other Convocations: All faculty members are expected to participate in
the formal convocations of the University and to wear academic regalia when appropriate. Specifically,
each full-time faculty member should participate in at least one of the annual commencement ceremonies.

LK. Course Syllabi and Student Performance Procedures: Course syllabi serve an important role in
providing students with information about the scope, objectives, and expectations of a course as well as
providing basic schedule and instructor information.

The University’s syllabus policy (No.1.406V) can be found on the Academic Affairs policies page.
Major components of the policy are summarized below.

Faculty members should make basic information about their courses available to students online,
on the University’s official course registration website, at least one week prior to the start of the semester
in which the course is to be taught. This information should include:

contact information for the instructor

general course goals

major topics to be covered in the course

prerequisites, if any

if applicable, the ways in which the course fulfills general education requirements

A printed or printable syllabus containing more detailed information must be made available to students, in
class and/or on the University’s official course registration website, within one week of the start of the
pertinent semester/term/summer session. More detailed information should include the following
information as appropriate:

instructor’s office hours

required materials (e.g., textbooks, calculators, readings, etc.)

title and/or brief description of graded assignments

attendance policies

performance expectations

the factors to be considered in determining grades and the specific weight to be assigned to each
of these factors

e student learning outcomes

Syllabi may be modified due to extenuating circumstances (e.g., cancelled classes). A revised
syllabus should be posted on the University’s official course registration website as soon as practicable.

A guide to an effective syllabus is available on the WKU Center for Innovative Teaching and
Learning website: https://www.wku.edu/citl/resources/newfaculty/index.php.

Il.LL. Summary Class List: Summary class lists are made available on TopNet. Students whose
names do not appear on the class list are not officially registered. If a student is attending class and the
name is not on the class list, it is extremely important that the instructor advise the student to register for
the course.
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ILM. Grading System: In the system of grading employed by the University, the letters A, B, C, D, F,
and X are used by faculty members to indicate the achievement or status of students in their courses.

In addition, the letters W, NR, NG, P, IP, FN and ER are used in certain specific circumstances. These
letters have the following meanings:

Excellent, valued at four quality points for each semester hour

Good, valued at three quality points for each semester hour

Average, valued at two quality points for each semester hour

Below average, unsatisfactory, indicates deficiency, valued at one quality point for each

semester hour, but gives credit for graduation provided that with such credits the student's

overall scholastic standing is 2.0 or more. In some departments, a course in which a grade

of D was awarded may not be counted toward major or minor requirements.

F Failure, valued at no semester hours completed and no quality points

X Incomplete

w Withdrew

NR No report (A grade was not submitted by faculty member. Due to extenuating
circumstances, the instructor was unable to submit final grades for the entire class. The
designation "NR" is not to be used as a grade for individual students).

NG Used for certain laboratory experiences and for maintaining matriculation during the thesis
writing process.

P Pass, Credit is awarded toward a degree, but no quality points are assigned.

IP In Progress, restricted to specific courses designed to span more than one term. An IP
grade unresolved at the end of 3 years after its assignment will be converted to an F.

FN Failure due to non-attendance (no semester hours earned and no quality points).

ER Error in reporting, this designation is used by the Office of the Registrar when a final grade

is not reported for an individual student.

o0Ow>»

Credit for a course in which a grade of "F" has been received can only be earned by repeating the
course in residence at WKU unless the head of the department in which the course is taken gives prior
approval.

A grade of X (incomplete) is given only when some relatively small amount of work is not
completed because of illness or some other reason satisfactory to the instructor. A grade of X (incomplete)
will automatically become an F unless removed within 12 weeks of the beginning of the next full semester
regardless of whether the student re-enrolls. The grade is not to be used under any circumstances as a
substitute for F.

At the graduate level, grades lower than C may not be used in meeting degree or non-degree
program requirements. Except in the case of theses or specialist projects, the grade of X (incomplete)
becomes F on the student's transcript if the work is not completed within 12 weeks of the beginning of the
next full semester. Thereafter, the grade point average will include the F. In the case of theses (599) and
specialist projects (699), a grade of IP must be reported for each enrollment period prior to submission of
the approved thesis or specialist project to the Office of Graduate Studies and Research, after which the
grade may be changed.

A student's grades become a part of the official record at the University and are treated
confidentially. Except at the student's request, grades will be available only for faculty advisement or other
professional uses.

ILN. Grade Reporting: It is the responsibility of each faculty member to assign and report a grade for
each student who is enrolled in class by the deadline specified on the semester calendar. Final grades
are reported electronically via TopNet in accordance with instructions and deadlines issued by the
Registrar.
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Typically, once reported, a grade may be changed only in case of error in reporting by the
instructor and the change must have the approval of the department head. Such changes must be made
on the official form provided by the Registrar's Office and made available in the college dean or
department office.

Grades will be recorded in the Registrar's Office as reported by the instructor. Students who drop a
class within the period indicated for this purpose in the University Calendar will have no grade recorded.
After the date on which students may withdraw from a class without a grade, they will be given W or F for
the time during which they were in the class as reported by the instructor. In the absence of an official
withdrawal, a grade of F will be recorded regardless of the quality of work being done by the student at the
time of withdrawal.

Faculty teaching freshmen will also be required to complete a Fifth Week Freshmen Assessment to
report freshman performance and attendance status. It is therefore recommended that some graded
evaluation for freshmen be accomplished by the end of the first five (5) weeks of the fall and spring
semesters to assist faculty with this assessment.

In accordance with the Family Educational Rights and Privacy Act (FERPA), grades may not be
posted using the student's name, identification number or other personally identifiable information.
Instructors who desire to post final grades or grades for an assignment in some public form must use a
system by which the student's unique identifier is known only to the student and the instructor. For
additional information on FERPA, see: http://www.wku.edu/registrar/

Grades are a part of the official class record of each instructor. It is a policy of the University that
an accurate account is kept of the attendance, grades, and other data of the instructor’s choosing that will
account for student progress. Grade records should be turned in to the department head if work at the
University is terminated. Grade records must be retained for one year and then may be destroyed.

I.LO. Tests and Examinations: During the semester, testing and examination procedures for individual
courses are left largely to the discretion of an individual faculty member.

The University provides a schedule of final examinations. All finals must be conducted at the
periods scheduled unless different arrangements have been made with the department head and
approved by the dean of the college concerned.

Il.LP. Academic Advising: Advisors are assigned to new students after completing the Topper Orientation
Program (TOP). Advisors within the Advising and Career Development Center (ACDC) or select academic
departments assist students who have chosen a major field of study.

Advisors assist students in selecting courses each semester to fulfill general education requirements, pre-
major requirements, and major and minor requirements for graduation. Advisors may also provide career
counseling and information relating to professional/graduate school. Advising appointments may be
scheduled online through TopNet or another advisor-authorized method.

Students are expected to work with an advisor in conducting an iICAP audit to review progress toward a
selected degree. The audit shows all the requirements needed to fulfill a major, minor, or concentration
and displays the transfer and WKU courses that have been used to satisfy those requirements. iCAP
audits do not apply to students who entered WKU prior to the fall of 2005, students using coursework
taken prior to 1990, and/or students who have a degree program already on file. Information and
instructions regarding iCAP can be found at: https://www.wku.edu/reqgistrar/icap.
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Students desiring to change majors and/or change advisors should complete a Change of Major/Advisor
Form on TopNet located under the “Student Services/Student Records” menu. This form may require the
signature of the advisor and department head.

Additional information on academic advising can be found at: http://www.wku.edu/advising.

I.Q. Off Campus Learning Experiences:

1.Q.1. Field Trips: Faculty-led field trips sponsored by WKU require compliance with the WKU
Field Trip Policy: https://www.wku.edu/policies/docs/190.pdf.
In addition, faculty must obtain pre-travel authorization regardless of whether WKU reimbursement is
involved by completing the Employee Travel Authorization Form, which can be found at
https://intranet.wku.edu/php/prod/WKUForms/source/WKUFormsList.php.

1.Q.2. Study Abroad: Faculty-led study abroad trips sponsored by WKU require compliance with
the WKU Faculty-Led Study Abroad Policy Manual: http://www.wku.edu/studyabroad/faculty/faculty led.

In addition, faculty must obtain pre-travel authorization regardless of whether WKU reimbursement is
involved by completing the Employee Travel Authorization Form which can be found at:
https://intranet.wku.edu/php/prod/WKUForms/source/WKUFormsList.php.

1.Q.3. Insurance: General information regarding faculty and student insurance coverage
provided by WKU for approved off-campus learning experiences can be found at:
http://people.wku.edu/deborah.wilkins/StudyAbroadOffCampusLiabilityStatement.pdf.

In addition, insurance information relevant to study abroad experiences only can be found at:
https://www.wku.edu/studyabroad/exchange/insurance.php.

Faculty members are strongly encouraged to review these WKU policies in their entirety before embarking
on any off-campus learning experience.

Il.LR. Extracurricular Duties: Faculty members are expected to contribute to the University community
by participating in extra-curricular functions, by serving on campus committees, and by acting as faculty
sponsors and advisors to student organizations.

I.S. Office Hours: Faculty members are expected to post class schedules and office hours. Faculty
members have a responsibility to provide to the department head and students each semester their office
hour schedule. Inability to meet classes or to maintain office hours should be reported to the department
head.

ILT. Notification of Absence: All faculty members are expected to meet their classes regularly and
promptly at the scheduled time. The department head should be notified immediately of iliness, death in
the family, or other emergencies necessitating absence from the campus. For additional information
regarding WKU’s policy for medical leave, see Policy 4.620V on the Human Resources Policies page.

IlLU. Faculty/Student Relationships: Sexual relations between students and faculty members are
fraught with the potential for exploitation, and therefore expressly prohibited. The respect and trust
accorded a professor by a student, as well as the power exercised by the professor in an academic or
evaluative role, make voluntary consent by the student suspect. Further, these relationships might be less
consensual than the individual whose position confers power or authority believes.

Even when both parties initially have consented, the power differential between faculty and student
may make it difficult for the student to end a relationship for fear of retribution. The development of a
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dating and/or sexual relationship renders both the faculty member and the institution vulnerable to
possible later allegations of sexual misconduct (e.g. sexual harassment, sexual assault) due to the
significant power differential that exists between faculty members and students.

In their work-related relationships with students, members of the faculty are expected to be aware of
their professional responsibilities and avoid apparent or actual conflict of interest, favoritism, or bias. A
relationship between a faculty member and a student whom the faculty member evaluates, advises, or
supervises, is expressly prohibited. A relationship between a student and a faculty 2 member in their
department who does not directly evaluation, advise, or supervise or in another department at WKU is
strongly discouraged.

Pre-existing relationships (e.g. marital or Other Qualified Dependents) as defined by HR policy
4.230V are subject to the reporting requirements in Section Il and may present a conflict of interest.

For pre-existing relationships that exist between a faculty member and a student whom the faculty
member is subsequently assigned to evaluate, advise, or supervise, the faculty member must disclose the
consensual relationship to their immediate superior (normally the department head/chair or college dean)
and make arrangements to avoid the-advising, supervising, evaluating, or grading responsibilities for the
consensual partner as described in HR Policy 4.230V. If a dating or sexual relationship develops between
a faculty member and a student for whom the faculty member does not advise, supervise, or evaluate, the
faculty member needs to report the relationship to their department head.

This policy should not be construed to supersede any existing, applicable federal or state
statutes.

Consensual and non-consensual relationships are addressed in the University’s Discrimination and
Harassment Policy (0.204V), and Title IX Sexual Misconduct/Assault Policy (0.207V).

Failure to act in accordance with this policy may result in personnel and/or disciplinary action.
Confidentiality regarding consensual relationships will be maintained in so far as possible.

ILV. Sexual Harassment Education/Training: WKU is committed to providing a working and learning
environment that is free from sexual harassment, and it is the policy of this University that sexual
harassment in any form will not be tolerated. Management and supervisory personnel, at all levels, are
responsible for taking reasonable and necessary action to prevent sexual harassment. All members of the
University community, employees, and students are required to promptly report conduct that could be in
violation of this policy. The University policy and reporting procedures (Policy 0.204V) can be found on the
Human Resources Policies page: https://www.wku.edu/policies/human-resources/.

ILW. Outside Employment and Consultation: Normally, the primary responsibilities of the faculty
member include classroom teaching, student advisement, research/creative activity, work on faculty
committees and similar duties. However, faculty members may undertake responsibilities above and
beyond these duties with disclosure to the University. It is assumed that preparation for and involvement in
such activities will not interfere with the faculty member's primary responsibility to the University and that
care will be taken to ensure proper fulfillment of these obligations. The following guidelines govern such
additional workload activities:

ILW.1. Extra-University consulting and other professional activity: Institutions of higher
education and their professional employees are obligated to encourage and assist with the transfer of
knowledge from the University community to society in general. Activities such as those, which are the
subject of this policy, are a primary means of accomplishing this goal. In addition, such activities provide
the opportunity for individual professional development and enhancement of job satisfaction by those
participating in them.
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It is the purpose of this policy to establish as an integral part of the University program a means by
which faculty and other personnel may participate in professional consulting and service activities while
full-time employees of the University.

Participation in such activities will be according to procedures outlined below, provided the
purposes of the activity are clearly identified and are found to be consistent with this and other University
policies.

Definitions: For the purpose of this policy, extra-University consulting and other professional
activity shall include those professional services provided by an individual employee to an individual,
agency, or firm for a salary or for a fee.

Such activity will not normally involve the use of University material, equipment, or services; neither
shall the name or image of the University be used in any manner to suggest institutional endorsement or
support of a non-University enterprise. Requests for participation in outside professional assignments that
do involve use of other University personnel, facilities, material, or equipment should be performed on a
contractual basis through the University rather than on an individual consulting basis.

Excluded from this policy are outside summer consulting and employment activities by nine-month
faculty members who have no summer term teaching responsibilities and who seek to participate in such
activities during the period after spring commencement and prior to the beginning of the ensuing fall term.

Also excluded from this policy are those "occasional or incidental" professional activities that do not
conflict with the spirit or intent of this policy and the procedures for implementing it. "Occasional or
incidental" professional activities are one-time activities or services to organizations other than the
University, such as participation on agency proposal review panels; site visit teams' voluntary services to
professional organizations; delivery of occasional lectures or seminars at other institutions; office or
telephone consultations of a brief duration or nature; reading and evaluation of manuscripts or writing
reviews; and serving as an expert witness or rendering of professional opinions in depositions. Since
consulting activities may be a component of faculty evaluation in the area of public service, it is the
responsibility of the individual employee to report consulting activities to the administrative unit head
regarding involvement in such occasional and incidental services.

Procedures: The variety of outside employment and consulting situations available to the
professional and the potential of these activities to detract from the services contracted to the University
require that each applicant and their superior examine carefully each opportunity on an individual basis.

Participation in activities covered by this policy must meet all of the following conditions:

a. The purposes of the activity contribute to and are consistent with those programs of the
participant's department or unit.

b. other normal University duties and responsibilities can be met without reassignment to
others.
C. There is no conflict of interest or commitment involved.

To initiate the request for approval, the employee must complete the standard form designed for
that purpose. The following information must be provided: the specific nature of the work to be performed
and its relationship to ongoing University purposes; an estimate of the amount of time involved; the
duration (and, if appropriate, the frequency) of the services to be provided (hours, days, or months); and
the specific hours, days or months involved. This form, Faculty and Academic Administrators — Outside
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Employment and External Consulting Approval Form, can be found at:
https://intranet.wku.edu/php/prod/wkuforms/source/WKUFORMSIist.php.

The request for prior approval shall be submitted for review to the participant's administrative unit
head, who will subsequently forward it through channels with a recommendation to the appropriate vice
president. Such requests shall become a matter of University record maintained in the office of the
Provost.

That office shall review each request and the accompanying recommendations and approve them,
provided they are consistent with the provisions of this and other University policies and related
administrative procedures. The participant and those reviewing the request will be provided written noti-
fication of action by the vice president.

Semi-annually the Provost shall report to the President a summary and analysis of requests
received including a list of those approved and disapproved.

When activities covered by this policy are of a continuous or prolonged nature (one semester or
more) or when one person requests participation in more than one such activity during an academic term,
careful consideration must be given to the proposed schedule of services as they relate to designated
responsibilities of the University employee. Any long-term involvement is subject to periodic review by the
University, and a request for approval must be filed at least annually (preferably at the start of each
academic year). The frequency and duration of professional activities shall be the primary considerations
in the review process.

Limitations: Individuals subject to this policy whose annual working appointments are for a period
of 9 or 10 months are provided up to four (4) working days per full calendar month for par