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Faculty Handbook

Section 1.: The Scope
1.1

Scope

The Faculty Handbook (“Handbook”) applies to all faculty members of Hamline
University, with the exception of faculty members in the School of Law. The
policies set forth herein are contractual. Changes to these policies require the
faculty's approval and subsequent Board of Trustees' authorization. Either the
administration or the faculty may propose amendments and modifications to the
Handbook by providing notice of the proposed change(s), a copy of the proposed
change(s), and a rationale for the change(s).
Section 2.: Hamline University’s Mission, Values and Vision
2.1

Mission

Hamline University’s mission is to create a diverse and collaborative community
of learners dedicated to the development of students' knowledge,values and skills
for successful lives of leadership, scholarship, and service.
2.2

Values

Hamline University recognizes its roots in the traditions and values of the United
Methodist Church, and aspires to the highest standards for:
Creation, dissemination, and practical application of knowledge
Rigor, creativity, and innovation in teaching, learning, and research
Multicultural competencies in local and global contexts
The development and education of the whole person
An individual and community ethic of social justice, civic responsibility, and
inclusive leadership and service
2.3

Vision

Hamline University will be recognized as a diverse, learning-centered University
that is:
Rooted in a tradition of liberal education
Dynamic and actively inclusive
Locally engaged and globally connected
Invested in the personal and professional growth of persons
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Section 3.: Academic Freedom
3.1

Academic Freedom

Hamline University endorses the following statement on Academic Freedom,
based on the 1940 statement recommended by the American Association of
University Professors and the American Association of Colleges (now the
American Association of Colleges and Universities) and the statement on
“Academic Freedom and Electronic Communications.”
3.1.1 All faculty members are entitled to full freedom in research and in the
publication of the results, subject to the adequate performance of their
other academic duties; but research for pecuniary return should be
based upon an understanding with the authorities of the institution.
3.1.2 All faculty members are entitled to freedom in the classroom in
discussing their subject, but they should be careful not to introduce into
their teaching controversial matter which has no relation to their
subject.
3.1.2.1

All faculty members are citizens, members of a learned
profession, and officers of an educational institution. When
they speak or write as citizens, they should be free from
institutional censorship or discipline, but their special position
in the community imposes special obligations. As scholars
and educational officers, they should remember that the public
may judge their profession and their institution by their
utterances. Hence they should at all times be accurate, should
exercise appropriate restraint, should show respect for the
opinions of others, and should make every effort to indicate
that they are not speaking for the institution.

3.1.3 Academic freedom shall be limited to no greater extent in electronic
format than in print, save for the most unusual situation where the
nature of the medium itself might warrant unusual restrictions—and
even then only to the extent that such difference demands exceptions or
variations.

Section 4.: Definition Of Faculty, Faculty Rank And Faculty Titles
4.1

Faculty Membership

The faculty comprises all persons having appointment for the instruction of
students, librarians who hold faculty rank, and administrators who hold faculty
rank.
4.2

Tenure-track and Tenured Faculty Ranks
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The following ranks shall be used for full-time, tenure-track or tenured faculty in
all schools:
4.2.1 Assistant Professor
Requires an earned terminal degree in the subject or related field
from an accredited college or university, and promise of excellence
in teaching, scholarship or artistic activity, and service. In rare
instances, a record of exceptional achievement as a scholar or artist
may substitute for an earned terminal degree. Faculty may be hired
prior to the completion of the terminal degree on the tenure-track.
The terms of such an appointment shall be defined in the initial
letter of appointment.
4.2.2 Associate Professor
Requires an earned terminal degree in the subject or related field
from an accredited college or university. In rare instances, a record
of exceptional achievement as a scholar or artist may substitute for
an earned terminal degree. Also requires a record of excellent
teaching; a record of scholarly or artistic publication; an agenda for
ongoing scholarly or artistic productivity; and a record of
excellence in service. The record should demonstrate promise of
continued performance at a high level.
4.2.3 Professor
Requires an earned terminal degree in the subject or related field
from an accredited college or university. In rare instances, a record
of exceptional achievement as a scholar or artist may substitute for
an earned terminal degree. The professor should be a professionally
established faculty member who has demonstrated both sustained
excellence in teaching, scholarship or artistic activity, and service
and a commitment to continuing this level of high performance.
4.3

Faculty Librarians
4.3.1 Faculty Librarians are accorded the privileges and responsibilities
accorded to faculty members, and go through the same process of
evaluation and meet the same standards as other faculty members.

4.4

Non-tenure-track Faculty Ranks
4.4.1 Teaching Faculty Ranks
The following ranks shall be used exclusively for full-time faculty members
at Hamline University whose responsibilities consist of teaching and service.
Such persons are full members of the faculty who enjoy academic freedom
and rights to participate in shared governance. Appointments to teaching
faculty positions are not on the tenure-track and persons who hold such
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positions are not eligible for tenure. Initial appointments for teaching faculty
shall be probationary for up to six years.

4.5

4.4.1.1

Instructor. Persons appointed to this rank shall hold a
Master’s degree or other advanced degree in the subject or
related field from an accredited college or university.

4.4.1.2

Lecturer. All persons appointed to this rank shall hold an
earned terminal degree in the subject or related field from an
accredited college or university. Probationary teaching
faculty may hold this rank.

4.4.1.3

Senior Lecturer. All persons appointed to this rank shall hold
an earned terminal degree in the subject or related field from
an accredited college or university. Probationary teaching
faculty may not hold this rank; only those who have been
awarded a multi-year contract may hold this rank.

4.4.1.4

Professor of Practice. This rank may be utilized in all schools
for full-time faculty members with distinguished professional
expertise, achievements, and reputation who nonetheless lack
academic experience or a terminal degree. Professors of
Practice serve under one-year contracts and are evaluated
annually for contract renewal.

Visiting Faculty Ranks
4.5.1 Appointments as a Visiting Faculty are non-tenure eligible and for a
specified period.
4.5.2 Visiting Faculty may be appointed for one or more semesters to fill in
for leaves in a department. Visiting Faculty may be offered multi-year
contracts, if their period of service is expected to be more than one
year. The term of service shall normally be no more than three years.
4.5.3 Visiting Faculty should not be used in place of tenure-track faculty
where a continuing need for a tenure-track faculty is established.
4.5.4 Visiting Faculty appointments may be full time or part time. Visiting
Faculty teaching full time are paid on an academic year basis and may
have some expectations of service beyond teaching. Part-time Visiting
Faculty are paid on a per-course basis and have no service expectations.

4.6

Joint Appointments
4.6.1 A faculty member holds a joint appointment if he or she holds regular
appointments in two or more schools or in two or more departments
within a single school or college.
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4.6.2 At the beginning of the joint appointment, the faculty member
concerned, Deans’ offices and Department Chairs (if applicable) of the
schools should agree in writing on how they will engage in key
procedures related to the faculty member’s academic career.
4.6.2.1

Together, the appointing schools or colleges should agree on
the procedures they will use to appoint, evaluate, promote,
resolve disputes, or change employment conditions for jointly
appointed faculty.

4.6.2.2

Whenever possible, the Deans’ offices should agree in writing
on a single joint process for making promotion and tenure
decisions about the jointly appointed faculty member.
A unified process for evaluation for promotion and tenure is
the clearest and simplest way to ensure that both schools and
colleges are represented in the promotion process while
reducing the faculty member’s sense of double jeopardy from
duplicate processes. When it is not possible for the schools
and colleges to agree on a single process, the Deans’ offices
should discuss the timing and key elements of the promotion
processes in each academic unit so that the overall process can
be streamlined, synchronized, and shortened. It is critical for
each school or college to know what the other is doing and for
the candidate or faculty member to know what each school or
college is doing.

4.7

4.6.2.3

One of the schools or colleges should agree to serve as the
“administrative home.” Although each school or college must
maintain strong links to the jointly appointed faculty member,
one of the involved schools and colleges should be designated
as the administrative home. The administrative home will take
the lead responsibility on personnel issues, central human
resources reporting, appointment, promotions, coordination of
annual performance review, conflict resolution, and changes
in employment. Often, but not always, the administrative
home will be the school with the higher appointment fraction.
Everyone involved should know which school or college is
serving as the administrative home.

4.6.2.4

The evaluation procedures of the schools and colleges should
acknowledge the faculty member’s multiple academic
commitments and should take his or her interdisciplinary work
into account.

Shared Positions
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4.7.1 Single faculty appointments may be shared by two persons. Terms of
such positions will be negotiated by the Dean and the Department Chair
(if applicable).
4.7.2 At the beginning of the shared appointment, faculty members affected,
the Dean and Department Chair (if applicable) should agree in writing
on how they will engage in key procedures related to the faculty
members’ academic careers.
4.7.2.1

4.8

The faculty members affected, the Dean and Department
Chair should agree on and put in writing the length of the
probationary period, the expectations for teaching, scholarly
or creative activity, and service, and other conditions for
faculty members sharing a single position.

Special Faculty Appointments
4.8.1 Endowed Chairs
Endowed chairs have been created to enhance Hamline’s education purposes,
foster distinguished scholarship or artistic accomplishment, and provide
leadership in the University.
Endowed chairs will be filled at the associate or full professor level. The
appointment to an endowed chair may place the faculty member in a position
outside the regular salary schedules and teaching responsibilities of faculty
within his/her rank and department. The holder of an endowed chair is
usually given a reduced teaching load and administers a program of activities
in relation to the field or fields associated with the endowed chair, including
an annual lecture series or symposium. Expectations for the holder of the
chair include increased research, publication, and professional activities.
Though an endowed chair may include several departments under its
description, holders of endowed chairs will be assigned a departmental home
based upon their predominant professional work and research or upon the
field in which they received a terminal degree.
Holders of endowed chairs may be tenured in the University but not into the
endowed chair itself. Continuation of a faculty member's appointment to an
endowed chair will depend upon the terms of the endowment and the consent
of the faculty member.
4.8.2 Professor Emeritus
The granting of Emeritus Rank is an honor given to retired faculty members
who have made a substantial contribution to Hamline University and to their
profession.
4.8.2.1

Privileges of Emeritus Faculty

The following assistance and privileges are available to emeritus faculty:
10

a. Meeting facilities for emeritus faculty who may wish to meet as a
group.
b. Access to campus recreational and athletic facilities, cultural,
athletic, and educational events, library, bookstore, dining areas,
and parking lots on the same terms as apply to full-time faculty.
Office space will be provided as available.
c. Access to University courses for both the emeritus faculty member
and his/her spouse and dependents under the tuition remission
plan.
d. Notification of major campus activities by the University Relations
office, if the emeritus faculty member requests and provided he/she
keeps a current address on file.
4.8.2.2

Eligibility for Emeritus Status

Upon retirement, a faculty member will be considered for an
Emeritus Professor appointment by the faculty personnel committee
(FPC) of the faculty member’s school. FPC will make its
recommendation to the Dean. The Dean will advise the Vice
President for Academic and Student Affairs, who shall then advise
the President. The President shall make the final decision
concerning the awarding of Emeritus Professor status.
The following criteria will serve as general guidelines to be used by
FPC in determining eligibility for the rank:
a. Professor rank reached by retirement. A retiring faculty member
holding the rank of Associate Professor who has made exceptional
contributions in teaching, scholarship or artistic activity, or service
may be recommended for emeritus status.
b. Obtainment of highest relevant degree normally associated with
the discipline. In rare instances, a record of exceptional
achievement as a scholar or artist may substitute for an earned
terminal degree.
c. Ten years of service as a full-time faculty member at Hamline.
d. Visibility in discipline, as demonstrated by publications, national
or state offices in professional organization, participation in
professional meetings, and other activities pertinent to the
discipline.
e. Excellence as a teacher as indicated by the Tenure-Promotion
Review files.
f. Significant contributions to Hamline and the larger community
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4.8.3 Artist/Writer/Scholar-In-Residence
Hamline may appoint to the faculty distinguished artists, writers, poets, and
scholars to the special faculty status of Artist/Writer/Scholar-In-Residence.
Such appointments take term contracts, and may be either full time or part
time. 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.
4.8.4 Faculty Status for Administrators
4.8.4.1

Faculty Rank for Administrative Faculty

a. Administrative functions and titles are distinct and severable from
faculty ranks. The President shall normally have the rank of
Professor.

4.8.4.2

Privileges and Responsibilities

Administrative personnel with faculty status may vote at faculty
meetings, serve ex-officio on those committees that are directly
related to their duties, and march by rank in academic processions.
Their names will be listed with those of the faculty in official
publications and they may, but are not required to, teach. Time in
service as an administrative faculty staff member shall be counted
toward accrual of sabbatical leave rights.
Persons are not tenured into administrative positions, although
tenure may be held separately as a faculty privilege concurrent with
an administrative appointment. Such, for example, is the case if a
Hamline faculty member with tenure accepts an administrative
position. The removal of any persons from their administrative
positions does not impair whatever rights they may have in their
particular faculty ranks.

4.8.5 Administrative Faculty with Tenure
Faculty who have been granted tenure at Hamline and join the administration
shall, at the time they leave the administration, be entitled to receive a
position equivalent to that vacated at the time the administrative faculty staff
position was accepted, in the department in which the employee obtained
tenure.
Salary for the faculty position shall be determined in accordance with
whatever University procedures for determining salary are in force at the
time the employee returns to the academic unit, or by negotiation between
12

the University and the employee. In the absence of mutual agreement, the
employee shall be assigned a salary determined by the President to be
equivalent to the average salary of tenured members of the same academic
unit with like rank and years of service.
4.8.5.1

Consideration of Administrative Faculty for Tenure
Faculty administrators hired from outside Hamline may be
granted tenure at the time of hire. The granting of tenure shall
require the recommendation of each of the following: the
tenured members of the relevant department, FPC, the Dean,
the Vice President for Academic and Student Affairs, and the
President. The decision to grant tenure rests with the Board of
Trustees.

4.9

Probationary Appointments and Tenure Clock
4.9.1 Initial appointments for tenure-track faculty shall be probationary for
up to six years, with reviews and renewals as follows:
4.9.1.1

Up to three years of service at academic institutions may be
credited toward the six-year requirement at the time of initial
hiring, but shall not be officially credited until after a full year
of service. (The initial hiring evaluation will stand in lieu of a
third-year review for persons granted a full three-year credit
for previous full-time experience. Persons granted a full twoyear credit for previous experience will undergo pre-tenure
review and write a prospectus in their second year at
Hamline.)

4.9.1.2

Tenure Evaluation/Promotion: Probationary tenure-track
faculty must be evaluated for tenure no later than their sixth
year of continuous service, unless an extension of the tenure
clock has been granted. To be awarded tenure, a probationary
tenure-track faculty member must demonstrate sustained
excellence in teaching, service, and scholarly or artistic
accomplishments. Tenure shall normally be coupled with
promotion to the rank of Associate Professor.

4.9.1.3

A faculty member may request that the tenure clock be
stopped for a maximum of one year:

a. On the occasion of the birth of the faculty member’s child or the
adoptive or foster placement of the child with the faculty member;
or
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b. When the faculty member is a major caregiver for a family
member who has a serious illness, injury, or debilitating condition;
or
c. When the faculty member has a serious illness, injury, or
debilitating condition.
The request to stop the tenure clock must be made in writing within
one year of the event giving rise to the claim and no later than June
30 of the year in which the consideration of tenure would begin. A
candidate who has been granted a request to stop the tenure clock
shall be evaluated for tenure without prejudice, just as if the normal
probationary period had been completed without interruption.

Section 5.: Evaluation of Tenure-Track Faculty
5.1

The Evaluation Process

The evaluation process is a means by which members of the faculty can obtain
constructive and balanced information that will enable them to better fulfill their
academic responsibilities. Members of the faculty will receive regular evaluation
of their performance of academic responsibilities in teaching, scholarly or artistic
accomplishments, and service.
5.2

Decision Timelines

Decision Timelines: An annual academic personnel decision timeline shall be set
by the Vice President for Academic and Student Affairs. The deadlines for
evaluation processes for all schools shall be specified in this timeline. The
deadlines shall be adhered to by all evaluators.
5.3

Annual Probationary Evaluation
5.3.1 An Academic Administrator or a faculty designee is expected to visit
the classrooms of probationary faculty each year and the observations
made shall be made part of the evaluation. The observations shall be
scheduled in consultation with the faculty member.
5.3.2 The Academic Administrator will send a written evaluation to the
tenure-track faculty member and to the Dean of the school. A copy of
the letter of evaluation will go into the Promotion-Tenure Review File
along with any responses to that letter made by the faculty member
being evaluated. If the evaluation is negative, the faculty member’s
performance must be reviewed by the Faculty Personnel Committee
and the Dean (if the Dean did not serve as the Academic Administrator
providing the initial evaluation). If the conclusion is that the faculty
member is not making the expected contributions in teaching, service,
and scholarship, the probationary faculty will not be renewed.
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5.4

Third Year Pre-tenure Review

Probationary tenure-track faculty shall undergo a comprehensive evaluation in
their third year of service (or at an earlier point if service credit has been
negotiated at the time of appointment) to determine whether the faculty member is
making satisfactory progress toward a successful tenure evaluation. In the event of
a positive evaluation, probationary faculty shall continue in their probationary
status. If the evaluation is negative, probationary faculty will not be renewed.
5.4.1 The third-year review shall consider all evidence in the TenurePromotion file, and shall be conducted in the same manner as the
tenure-review, as defined in Section 6 below, except that the review
shall terminate with the Dean’s review.
5.5

Tenure Review

See Section 6 below.
5.6

Denial of Tenure

Tenure may be denied for failure to achieve the performance standards in teaching,
scholarship or artistic accomplishments, and service; tenure may also be denied
due to changes in the curricular, personnel, or financial needs of the program,
department, or University.
5.6.1 A faculty member who is denied tenure may appeal the denial. See
Section 6.5 below.
5.6.2 If tenure is denied due to changes in the curricular, personnel, or
financial needs of the program, department or University, and the
position is reinstated within three years, the faculty member shall be
reinstated to his or her former position at the same status and with all
the rights he or she had at the time of layoff or at a status or with rights
comparable to those in place for similarly situated faculty at the time of
reinstatement.
5.6.2.1 Consideration for tenure shall resume at the point where the
last evaluation based on the faculty member’s satisfaction of
the performance standards in teaching, scholarship or artistic
accomplishments, and service was completed.
5.7

Terminal Contracts/Notice of Non-Renewal.

In cases where a probationary faculty member is not renewed, the faculty member
will receive at least three months’ notice if in the first year of service, at least six
months’ notice if in the second year of service, and at least twelve months before
the expiration of an appointment after two or more years at Hamline University. If
tenure is denied, the faculty member will receive a terminal contract with one full
year’s notice of non-renewal.
5.8

Dismissal for Cause
15

In addition to non-renewal, probationary faculty members are subject to dismissal
for cause during the appointment term, per the same process applicable to tenured
faculty (see Section 10 below).
5.9

Triennial Post-tenure Review

Each tenured faculty member shall undergo a comprehensive triennial evaluation
by the appropriate academic administrator, FPC, and the Dean. The purposes of
post-tenure review are to enable ongoing faculty development; and to ensure
professional accountability by a regular, comprehensive evaluation of every
tenured faculty member's performance. If a tenured faculty member is being
evaluated for promotion in the year a triennial evaluation is scheduled, then only
the review for promotion shall take place. The triennial review shall consider all
evidence of effectiveness in teaching, scholarly or artistic accomplishments, and
service. The written evaluations by FPC and the Dean shall become part of the
faculty member’s file.
5.10 Evaluation of Endowed Chairs
It is expected that candidates for endowed chairs or faculty holding endowed
chairs will demonstrate excellence in teaching, ongoing excellence in scholarly and
artistic accomplishments, and excellence in service to the institution and the
profession. Criteria for tenure, promotion, and continuation in the chair must
adhere to the terms established in the endowment of the chair. The processes for
evaluation will be established in the individual school in which the chair is housed
or in which the current chair holder has his or her appointment.
5.11 Criteria for Evaluation
An individual's qualifications and contributions must be judged as a whole in the
recognition that each person will bring his or her own particular strengths to the
faculty and its mission. Again, it is important to note that a variety of evidence
gives the best picture of whether a candidate is making progress. The faculty
member’s prospectus shall describe his or her work, how it meets the tenure or
promotion criteria, and future goals. All evaluators will consider the faculty
member's own goals in their evaluation of that faculty member. Where special
stipulations have been made in individual contracts, these stipulations will be taken
into consideration in promotion and tenure decisions.
Rules and regulations cannot be substituted for good judgment on the part of
persons responsible for appointments, promotions, tenure and salary
determinations; i.e., the respective departments or programs, the respective Faculty
Committees, the Dean, the Vice President for Academic and Student Affairs, the
President, and the Board of Trustees. At the same time, Hamline considers the
following criteria to be of primary importance. Tenure-track and tenured faculty
are expected to demonstrate accomplishments in all three categories:
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5.11.1 Effectiveness in teaching, including command of one's subject, skill
in communication, and the ability to create interest in one's subject
and to relate it to other aspects of knowledge, as detailed below;
5.11.2 Scholarship or artistic accomplishments, including the publication of
books and articles, artistic productions, participation in professional
activities and organizations, and participation in the intellectual life of
the campus and community, as detailed below;
5.11.3 Service to the school, the University, and the profession, including
committee work, student advising, and other services, as detailed
below.
The schools shall establish clear standards of evaluation consistent with these
policies, the College/School’s own academic goals and the nature of
scholarly or artistic work in its constituent disciplines. The standards should
not treat an absence of collegiality, by itself, as a basis for nonreappointment, denial of tenure, or dismissal for cause, though collegiality, in
the sense of collaboration and constructive cooperation, identifies important
aspects of a faculty member’s performance in teaching, professional activity,
and service. The school-specific standards must be approved by the faculty of
the school, the Dean and the Vice President for Academic and Student
Affairs.
5.11.4

Excellence and effectiveness in teaching

Student and departmental/program evaluations and faculty information forms,
which may include self-evaluation, are considered at each stage of one's career and
are kept in the Promotion-Tenure Review File. In demonstrating achievements in
teaching, tenure-track faculty must use a student evaluation instrument approved
by the school. The results of the evaluation must be presented for all regular
courses taught in the past academic year. The school shall provide a context for
the analysis of the instruments employed, e.g., a statistical summary of department
student evaluation results or a summary of comments included in student
evaluations or in peer evaluations. In addition to student evaluations, tenure-track
faculty should use at least one other source of evidence to support successful
achievement of student learning outcomes.
The criteria for evaluation of teaching excellence and effectiveness may
include the following:
5.11.4.1 command of one's subject(s);
5.11.4.2 knowledge of current developments in one's discipline;
5.11.4.3 ability to relate one's subject to other areas of knowledge;
5.11.4.4 skill in communicating with students;
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5.11.4.5 ability to plan and execute a substantive, well-organized
course;
5.11.4.6 ability to stimulate and deepen student interest in the subject
matter;
5.11.4.7 capacity to motivate students to do independent work;
5.11.4.8 use of effective teaching methods and strategies, including
evaluative techniques and instruments.
5.11.5

Scholarship or Artistic Accomplishments

Tenure-track or tenured faculty are expected to engage in and publish
scholarly work or publish, exhibit, or perform artistic work in the faculty
member's area(s) of specialization. Scholarship and artistic accomplishments
can take a variety of forms, including the scholarship of discovery,
application, integration, and teaching. The criteria for evaluation of
scholarship and artistic accomplishments may include one or more of the
following:
5.11.5.1 sustained inquiry in an area(s) of one's discipline;
5.11.5.2 scholarly or artistic accomplishments; and
5.11.5.3 dissemination of expertise with colleagues within the
University, profession, and community.
5.11.6

Service to the School, University Community, and Profession

The University depends upon its faculty for services rendered outside the
classroom. A faculty member new to the teaching profession will concentrate
on teaching and professional activities and will not normally serve on
committees during the first year. In subsequent years, committee service to
the school and the University will be expected, and will be documented in the
Promotion-Tenure Review File. Faculty members may also contribute
important service to their profession. The criteria for evaluation of service
may include one or more of the following:
5.11.6.1 participating in departmental/program decision-making and
curriculum development processes;
5.11.6.2 serving on school or University committees;
5.11.6.3 serving in some areas of school or University life -governance, faculty development, curricular or co-curricular
activity, AAUP-related work, advisement to student
organizations, etc.;
5.11.6.4 serving as Department Chair or program director, divisional
coordinator, or chair of a major committee;
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5.11.6.5 acting as a representative of the University to the larger
regional, national, international, professional or artistic
community;
5.11.6.6 serving in one's area of expertise to the community,
profession, or public at large;
5.11.6.7 advising students in course selection and academic planning;
5.11.6.8 helping students discover possible career choices in their
fields; and
5.11.6.9 participating in seminars designed to improve advising skills.
Section 6.: Tenure and Promotion for Tenure-Track Faculty
6.1

General Statement on Tenure

Hamline University seeks to sustain and improve its academic stature. Maintaining
and improving the quality of the faculty is a critical means of achieving these ends.
Consistent with the “Statement of Principles on Academic Freedom and Tenure”
of the American Association of University Professors, Hamline affirms that a
system of tenure attracts highly qualified faculty members, enhances stability,
encourages loyalty to the University, and facilitates academic excellence by
helping to retain and reward talented members of the faculty, who in turn create
the strong academic programs that are the foundation of Hamline University’s
reputation. The granting of tenure may be defined as a status granted to a faculty
member who has demonstrated excellence and effectiveness in teaching; scholarly
or artistic accomplishments; and ongoing service and leadership to the school, the
University community, and the profession. It is expected that individuals granted
tenure embody and enhance the highest aspirations and expectations of Hamline
University and its faculty. Except in cases of financial exigency or disciplinary
action, the salary of a tenured faculty member shall not be reduced without the
consent of the faculty member (see Sections 10.7 and 10.9 below).
6.2

General Criteria for Tenure and Promotion

Tenure-track and tenured faculty shall be evaluated for their teaching and service
pursuant to the same standards and evaluative process applicable to the teaching
faculty. In addition, tenure-track and tenured faculty shall be evaluated for their
scholarly or artistic accomplishments. Tenure-track or tenured faculty are expected
to engage in and publish scholarly work or publish, exhibit, or perform artistic
work in the faculty member's area(s) of specialization. As part of the review of
scholarly or artistic accomplishments, a faculty member’s dossier shall be
evaluated by an external reviewer.
The work assignment for tenure-track faculty should reflect the expectation that
they will engage in scholarship or artistic activity relative to non-tenure track
faculty for whom scholarship productivity is not evaluated. This differentiation in
work assignment will result in a lower teaching load or service commitment for
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those in the tenure track. Tenure-track faculty appointments assign teaching and
service for nine (9) months a year. If any faculty member accepts tasks for a
longer period than is customary for a nine-month appointment, he or she shall
receive additional compensation. An individual's access to Hamline University
support (both material and time) needed to pursue opportunities for professional
development shall be taken into account in reviewing the tenure file.
Each school shall establish clear standards of evaluation consistent with these
policies, the school’s own academic goals and the nature of scholarly or artistic
work in its constitutive disciplines. Such standards must be approved by the
faculty of the school, the Dean of the school and the Vice President for Academic
and Student Affairs. Teaching load expectations can and will vary among the
units of the University. The differences in teaching load should reflect the
missions of the respective schools, the nature of the disciplines, the expectations
for scholarly or artistic production, capstone projects, independent studies, and
program development.
For both promotion and tenure, an individual's qualifications and contributions
must be judged as a whole and with the recognition that each person will bring his
or her own particular strengths to the faculty and its mission. Rules and regulations
cannot be substituted for good judgment on the part of persons responsible for
appointments, promotions, tenure and salary determinations—i.e., the respective
departments/programs, the appropriate Faculty Committees, the Dean, the Vice
President for Student and Academic Affairs, the President, and the Board of
Trustees.
Hamline considers the following criteria to be of primary importance:
1 Excellence and effectiveness in teaching.
2 Scholarly or artistic accomplishments.
3
6.3

Service to the school, the University community, and the profession.

Promotion
6.3.1 To Associate Professor. A recommendation for promotion to Associate
Professor will normally be coupled with the recommendation of tenure.
6.3.2 To Professor. Promotion to this rank will normally follow a period of
time sufficient to allow the school and University to recognize and
evaluate performance and contributions beyond those presented to earn
the rank of Associate Professor. This will normally require a minimum
of five years at the associate professor rank, but there should be no set
timeline for promotion review. The standard for promotion to
Professor is demonstration of sustained excellence in teaching,
scholarly work or artistic activity, and service and a commitment to
continuing this level of high performance.
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6.4

Tenure and Promotion Review Process

The evaluation for tenure or promotion shall be based on evidence contained in the
Tenure-Promotion Review File prepared by the faculty member and kept in the
Dean's office. It is the responsibility of the faculty member to examine the file and
to make sure that it is complete for formal evaluation. Only the materials in this
file shall be used in the evaluation process. While the Faculty Committee and the
Dean may wish to consult experts, either from within or outside the University for
information that might aid them in their evaluation, no material may be placed in
the file without the candidate's knowledge. The candidate has the right to include
in the file a written response to any material placed in the file at any point in the
tenure or promotion evaluation process. The Tenure-Promotion Review File shall
be available only to the candidate, the candidate’s designee(s), and evaluators. At
all times, the confidentiality of the file shall be respected.

6.4.1 The Dean shall notify all candidates scheduled for tenure and
promotion reviews of their responsibility for compiling a review file
and of the appropriate deadlines.
6.4.2 Except in the case of promotion to Associate Professor in conjunction
with the candidacy for tenure, the initial responsibility of applying for
advancement in rank rests with the individual faculty member. Faculty
members who wish to apply for promotion in rank must inform the
Faculty Committee and the Dean of their intentions according to the
timelines established by the University.
6.4.3 If a faculty member has an appointment in an academic department, the
following evaluation steps shall be followed. If there are no academic
departments, the process of evaluation shall commence with section
6.4.4.
6.4.3.1

The department faculty members at or above the rank sought
by the candidate shall review the tenure-promotion file. Each
member shall submit a letter of evaluation of the candidate’s
case for tenure or promotion, based on material in the file.
Such letters shall become part of the tenure-promotion file.

6.4.3.2

The Department Chair (if applicable) shall review the tenurepromotion file and base his or her recommendation on
material in the file, including the letters by the department
faculty. If the chair agrees with the recommendation of the
faculty, the recommendation shall explain the
recommendation agreed to. If the chair makes a different
recommendation, then the chair shall provide in writing the
reasons supporting the recommendation. In either case, the
chair’s recommendation shall become part of the tenurepromotion file.
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6.4.4 The Faculty Personnel Committee of the faculty member’s school shall
review the tenure-promotion file and base its recommendation solely on
material in the file. While the Dean is not a member of FPC, it is
expected that the Dean and FPC will meet together. A determined
effort shall be made to arrive at a single recommendation. FPC shall
vote by secret ballot, and the outcome will be announced to FPC and
the Dean. The reasons supporting the recommendation shall be given
in writing, and shall become part of the tenure-promotion file.
6.4.5 The Dean shall review the tenure-promotion file and base his or her
recommendation solely on material in the file, including the
recommendation of FPC. If the Dean agrees with the recommendation
of FPC, the recommendation shall explain the recommendation agreed
to. If the Dean makes a different recommendation, then the Dean shall
provide in writing the reasons supporting the recommendation. In
either case, the Dean’s recommendation shall become part of the
tenure-promotion file.
6.4.6 The President shall review the tenure-promotion file and base his or her
recommendation solely on material in the file, including the
recommendation of the Department Chair (if applicable), the
department faculty (if applicable), FPC, and the Dean.
6.4.6.1

The President makes the final decision on promotion. When a
promotion is approved, the new rank shall be effective with
the beginning of the next contract period.

6.4.7 The final decision on tenure rests with the Board of Trustees which acts
on the recommendation of the Academic and Student Affairs
Committee of the Board. When tenure is granted, it shall be effective
with the beginning of the next contract period.
6.5

Appeal of Tenure Denial

A person denied tenure may petition the Grievance Committee to review that
action. The Grievance Committee will not base its ruling on the merits of the
decision itself, but will review allegations that the decision was based in significant
degree upon:
6.5.1 Substantial and prejudicial deviation from the criteria and procedures
prescribed in Sections 5 and 6; or
6.5.2 A violation of academic freedom.
The Grievance Committee may not grant tenure. If the Grievance Committee finds
that the decision was based in significant degree upon a or b above, it may
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recommend a reconsideration. The affected faculty member shall be granted
another year of employment, during which the tenure review process is repeated.

Section 7.: Non-Tenure Track Teaching Faculty
This Section defines the category of non-tenure-track teaching faculty. It shall be
applicable in all schools except the School of Law, where clinical faculty are appointed in
accordance with the School of Law’s Faculty Handbook.

7.1

Teaching Faculty Duties Defined

The principal role of non-tenure track teaching faculty is the provision of
instruction that complements that of the tenured and tenure-track faculty.
Teaching faculty are responsible for teaching and service to the University. For
purposes of these policies, teaching and service are defined as follows:
7.1.1 Teaching includes instruction, student advising, and mentoring, as well
as professional development activities pertaining to these teaching
responsibilities and/or one’s development as a teacher.
7.1.2 Service includes service to the program, school, and University, as
appropriate and assigned. Service may also include community or
professional activities that are related or relevant to the faculty
member’s field of expertise, although these activities cannot substitute
for service to the University.
7.2

Teaching Faculty Appointments

Initial appointments for teaching faculty shall be probationary for up to six years.
Initial appointments for teaching faculty shall be for annual, renewable
appointments for up to six annual terms. Teaching faculty must be reviewed for
promotion and appointment to a multi-year contract no later than the sixth year.
Teaching faculty who have a favorable sixth-year review will normally be awarded
a multi-year appointment, assuming an ongoing need for the position. Such
appointment shall be for a renewable three year term.

7.3

Teaching Faculty Expectations

Hamline University is committed to high standards of teaching effectiveness.
Renewal of annual probationary appointments is contingent on a faculty member’s
demonstration, through the annual review process, that he or she has a record of
teaching effectiveness and meaningful teaching and service contributions.
Promotion of teaching faculty and the awarding or renewal of multi-year
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appointments requires demonstrated and sustained excellence in teaching and
service.
In addition to the teaching responsibilities defined in Section 7.1 above, teaching
faculty are expected to engage in professional development activities pertaining to
their teaching responsibilities. The teaching load for teaching faculty shall
normally be higher than that for tenure-track faculty, in recognition of the fact of
the primacy of teaching responsibilities.
Teaching faculty members are expected to provide service to the University, by
contributing to the work of the program, school and University, as appropriate and
assigned. In addition, faculty members will sometimes have rendered community
or professional service related or relevant to their field of expertise. Such service is
encouraged and will be considered as part of the evaluation process, but cannot
substitute for service to the University. Service external to Hamline that is not
related to a faculty member’s assignment or discipline is not relevant to the
performance evaluation, and thus will not be considered.
Evaluations of teaching faculty shall focus only on performance in the assigned
areas of teaching and service.

7.4

Standards for Evaluation, Renewal, and Promotion of Teaching Faculty

Renewal of annual probationary appointments is contingent on a faculty member’s
demonstration, through the annual review process, that he or she has a record of
teaching effectiveness and meaningful teaching and service contributions.
Promotion of teaching faculty and the awarding or renewal of multi-year
appointments requires demonstrated and sustained excellence in teaching and
service.
Each school shall establish clear standards of evaluation consistent with these
policies, Hamline’s mission, applicable professional society or disciplinary
standards, and the school’s own academic goals. Such standards must be approved
by the faculty and Dean of the school and the Vice President for Academic and
Student Affairs. The standards should include guidelines for summative and
formative evaluation of teaching.
In demonstrating achievements in teaching, teaching faculty must use a student
evaluation instrument approved by the school. The results of the evaluation must
be presented for all regular courses taught in the past academic year. The school
shall provide a context for the analysis of the instruments employed, e.g., a
statistical summary of department student evaluation results or a summary of
comments included in student evaluations or in peer evaluations. In addition to
student evaluations, teaching faculty should use at least one other source of
evidence to support successful achievement of student learning outcomes.
In demonstrating achievements in service, teaching faculty members must provide
a report of activities both on and off campus and evidence indicating the
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contributions made in this work. Such evidence might include statements from
committee chairs, ratings by the supervisor of an activity, or acknowledgment or
recognition of contributions by groups or organizations.

7.5

Evaluation Schedule and Milestones
7.5.1 Decision Timelines. An annual academic personnel decision timeline
shall be set by the Vice President for Academic and Student Affairs.
The deadlines for evaluation processes for all schools shall be specified
in this timeline. The deadlines shall be adhered to by all evaluators.
7.5.2 Probationary Teaching Faculty. Probationary teaching faculty shall be
evaluated annually for renewal. Renewal of annual probationary
appointments is contingent on a faculty member’s demonstration that
he or she has a record of teaching effectiveness and meaningful
teaching and service contributions. If the renewal standard is not met,
probationary faculty will not be renewed.
7.5.3 Sixth-Year Evaluation. Probationary teaching faculty who have been
renewed annually shall undergo a sixth-year evaluation in which they
are reviewed for promotion to Senior Lecturer and a multi-year
appointment. Promotion of teaching faculty and the awarding of a
multi-year appointment require demonstrated and sustained excellence
in teaching and service. In the event of a positive evaluation,
probationary teaching faculty will normally be awarded a multi-year
contract and promoted to Senior Lecturer if they satisfy the criteria for
that rank and provided there is an ongoing need for the position.
7.5.4 If the evaluation in the sixth-year review concludes that a faculty
member does not meet the standards for promotion, probationary
teaching faculty will not be promoted and will not be awarded a multiyear appointment. If the faculty member’s performance meets the
annual renewal standard (a record of teaching effectiveness and
meaningful teaching and service contributions), he or she may be
offered the option of continuing as a Lecturer, subject to the terms and
conditions applicable to that rank, including annual evaluations. There
is no assurance that a renewal will be offered to a faculty member who
has not met the standards for promotion. Hamline University reserves
the right to terminate the contract, following provisions in Section 7.7
below.
7.5.5 Promotion Reviews After the Sixth-Year Review. A teaching faculty
member who is not promoted following the sixth-year review and who
remains on the faculty as a Lecturer may request a second review for
promotion and multi-year appointment in a subsequent review year. A
request for a second promotion review should be made in writing to the
Dean, after consultation with the faculty member’s Dean and
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Department Chair. A teaching faculty member who is not promoted
following a second promotion review shall not be eligible for any
additional promotion reviews.
7.5.6 Merit Reviews for Post-probationary Teaching Faculty. Faculty
members in Senior Lecturer positions who hold multi-year
appointments will undergo annual merit reviews, which will be used
primarily for purposes of professional development, performance
improvement, and compensation determinations.

7.6

Evaluation Process for Teaching Faculty

Evaluations of teaching faculty will take place as follows:
7.6.1 Dossiers. Candidates for promotion or renewal must submit dossiers
presenting evidence of their accomplishments in teaching and service.
7.6.2 Department or Program. If a faculty member has an appointment in a
department or program, the chair of the department or director of the
program shall provide an evaluation to the Faculty Personnel
Committee.
7.6.3 Faculty Personnel Committee. Each school shall have a Faculty
Personnel Committee (FPC) to review teaching faculty dossiers. The
committee shall recommend renewal or non-renewal, or promotion or
non-promotion, to the Dean based on the applicable standards set forth
above. The deliberations of the committee shall be confidential. The
recommendation, including the stated reasons, must be provided in
writing to the Dean of the school and the candidate. In the case of a
sixth-year review, a recommendation against promotion and a multiyear appointment must also include a recommendation as to whether or
not the candidate should be offered the option to remain on the teaching
faculty as a Lecturer.
7.6.4 Candidate Response. The candidate may supplement the dossier with
additional information after receiving the committee’s
recommendation. Such supplements shall be submitted to the dean
within two weeks of the date the candidate is notified of the
committee’s recommendation.
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7.6.5 Dean’s Recommendation. The Dean shall make an independent
judgment on renewal or promotion, based on a review of the dossier, all
relevant information in the candidate’s file, and the committee’s
recommendation. The Dean shall recommend renewal or non-renewal
or promotion or non-promotion to the Vice President for Academic and
Student Affairs. The recommendation must state the reasons for or
against renewal or promotion. In the case of a sixth-year review, a
recommendation against promotion and a multi-year appointment must
also include a recommendation as to whether or not the candidate
should be offered the option to remain on the teaching faculty as a
Lecturer. The recommendation including the stated reasons must be
provided in writing to the Vice President for Academic and Student
Affairs and the candidate.
7.6.6 Vice President’s Decision. The Vice President for Academic and
Student Affairs shall make an independent judgment on renewal or
promotion, based on a review of the dossier, all relevant information in
the candidate’s file, and the committee’s and Dean’s recommendations.
The decision shall be provided in writing to the candidate. The
decision of the Vice President shall be final.

7.7

Renewals/Non-Renewal/Dismissal for Teaching Faculty
7.7.1 Notice of Non-Renewal. Under most circumstances, a faculty member
in the first three years of service will receive at least three months’
notice of non-renewal. A faculty member in the fourth year of service
or beyond will receive at least six months’ notice. These provisions for
notice do not apply in the event that non-renewal is for cause or for
business reasons unrelated to the faculty member’s service or
performance, such as changes in a department or program or financial
exigency.
7.7.2 No Automatic Renewals. Teaching faculty appointments are annual or
multi-year appointments as described above. These appointments are
subject to review for renewal at the end of the appointment term. No
appointments shall be automatically renewable, nor shall any school
use a “rolling contract” format in which a contract is presumed to
extend periodically without further action by the parties.
7.7.3 Renewal of an appointment requires that the faculty member satisfy the
applicable renewal criteria as outlined in these policies. The University
further reserves the right not to renew teaching faculty contracts for
reasons unrelated to whether or not the faculty member satisfies the
applicable standards. Such reasons may include, but are not limited to,
modification or discontinuance of a University program or financial
exigency of the University as a whole.
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7.7.4 Dismissal During the Appointment Term. Teaching faculty are not
eligible for tenure. However, there is a presumption that Hamline
University will employ a teaching faculty member until the end of his
or her contact, subject to the following conditions and exceptions.
First, the University reserves the right to terminate employment for
cause at any time. In addition to termination for cause, the University
reserves the right to terminate an appointment during the term due to
significant developments unrelated to the teaching faculty member’s
performance or behavior. Such developments may include, but are not
limited to, modification or discontinuance of a University program or
financial exigency of the University as a whole.
7.8

Evaluations for Visiting Faculty
7.8.1 Visiting Faculty shall be evaluated by the Department Chair or program
director. If the faculty member does not have an appointment in a
department or program, the evaluation shall be done by the Dean of the
school.

Section 8.: Academic Support Staff
8.1

Academic Librarians
8.1.1 Distinct from the library positions defined as having faculty status in
Section 4.3, Academic Librarians are appointed to non-faculty
academic support positions. Academic Librarians may be eligible for
internal and external research funds, leaves of absence, sabbaticals, and
other means of administrative support to promote their active
participation in research and other professional activities.
8.1.2 The education requirement for the position of Academic Librarian is a
Master's degree which has been accredited by the American Library
Association.
8.1.3 There are three levels for the position with rank and promotion
depending upon qualifications, years of service at Hamline, and quality
of service to the Library:
Academic Librarian Level I
a. entry-level position
b. extensive third-year evaluation and review
Academic Librarian Level II
a. promotion based upon outstanding third-year review
b. extensive sixth-year evaluation and review
Academic Librarian Level III
a. promotion based upon outstanding sixth-year review
b. extensive triennial evaluations
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8.1.3.1

Evaluative criteria for promotion will include teaching
effectiveness, professional activity and service to the
University, with particular emphasis on service to the Library.
Evidence used in evaluations will include a self-evaluation of
activities for the year just past, evaluative materials from
faculty, students, and peers, and a performance review by the
Library Director(s).

8.1.3.2

Faculty Personnel Committee(s) from appropriate schools will
participate in triennial and promotional reviews, and make
recommendations to the Vice President for Academic and
Student Affairs. Annual reviews will be conducted by the
Library Director(s).

Section 9.: Files
Hamline University will maintain official personnel records for each faculty member.
Each set of records will contain: any application for employment; wage or salary history;
notices of commendation, warning, discipline, or termination; authorization for a
deduction or withholding of pay; fringe benefit information; leave records; and
employment history with the employer, including salary and compensation history, job
titles, dates of promotions, transfers, and other changes, attendance records, performance
evaluations, and retirement record. Portions of the official records will be kept in the
Dean’s Office and others in the Human Resources Office, as described below:
9.1

Faculty Employment File

Employment data pertinent to a faculty member's appointment, leaves, benefits,
and compensation will constitute an Employment File, all of which will be kept in
the Office of Human Resources. The Employment File shall include but is not
necessarily limited to the following material:
9.1.1 Initial application for employment
9.1.2 Initial letter of appointment
9.1.3 Official transcript for highest degree earned
9.1.4 All annual letters of appointment/contract
9.1.5 All notices of tenure, changes in rank or other terms of appointment
9.1.6 All notices of changes in salary
9.1.7 All notices of leaves granted
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9.1.8 Human rights compliance forms (employee requisitions, search
activities)
9.1.9 Personal information required by Federal or State law or relative to
benefits and other terms of one's contract
9.1.10

Letter of dismissal, layoff, resignation, or retirement

9.1.10.1 The Employment File shall not include performance reviews,
evaluations, or materials pertaining to disciplinary actions
short of dismissal. Such material is included in 9.2 below.
The Faculty Employment File is available on a need-to-know
basis only to the Board of Trustees, legal counsel, the
President or his/her written designee, the Vice President for
Academic and Student Affairs, the Dean, the Office of Human
Resources, and the individual faculty member or his/her
written designee and/or for litigation, legitimate reporting
purposes, and any relevant internal grievance.
9.2

Promotion-Tenure Review File

Data relevant to a faculty member's evaluation, promotion, and tenure will
constitute a Promotion- Tenure Review File to be kept in the Office of the Dean.
No material may be placed in the Promotion-Tenure Review File without the
faculty member's knowledge, and he/she has the right to include in the file a
written response to any material placed in it and may add to the file data he/she
deems relevant.
9.2.1 Permanent Submissions: The Promotion-Tenure Review File shall
contain the following on a permanent basis:
9.2.1.1

Initial letter of application

9.2.1.2

Initial appointment and acceptance letters

9.2.1.3

Copy of official transcript in Faculty Employment File

9.2.1.4

Current curriculum vitae

9.2.1.5

Letters of recommendation for tenure and/or promotion
subsequent to employment by Hamline

9.2.1.6

Student evaluations (both raw data and summaries) in
electronic form, and hard-copy summaries of any student
evaluations not available in electronic form

9.2.1.7

Information forms summarizing professional work in each
calendar year
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9.2.1.8

Prospectuses written by the faculty member describing his or
her work, how the criteria for tenure or promotion have been
met, and future goals

9.2.1.9

Evaluations by the department faculty (where applicable), the
Department Chair (where applicable), the Dean, FPC, and the
President

9.2.1.10 Reports from outside reviewers
9.2.1.11 Contract letter/letter of appointment (direct and indirect
compensation figures excluded)
9.2.1.12 Any letters of warning or reprimand or censure, as well as
summary statements of findings by grievance committees, that
will be, in total or in part, used in the deliberations on
promotion or tenure. Such evidence must be placed in the File
within a reasonable time after disciplinary actions or other
resolution. Except in extraordinary cases (e.g. those occurring
within the academic year of the tenure/promotion decision),
the evidence must be part of the Promotion-Tenure File on or
before September 1 of the decision year. In the extraordinary
cases of evidence submitted after September 1, the faculty
member must be notified at the time of the submission of the
File. All File materials may be responded to in writing by the
faculty member. The agent or body who authored the letter or
made the finding may stipulate that the Dean remove it after a
specified period of time or specific conditions have been met.
The faculty member may also petition the Dean to remove
letters of reprimand or warning or censure or summary
statements of findings by grievance committees after at least
five years.
9.2.2 Occasional Submissions: The following need only be made available
by the faculty member at the time of review or at the request of the
Dean:
9.2.2.1

Copies of all course syllabi, for tenure or other probationary
evaluations;

9.2.2.2

Copies of representative course syllabi for post-probationary
evaluations;

9.2.2.3

Copies of articles, publications, etc.;

9.2.2.4

Other evidence provided by the candidate in support of his or
her candidacy.
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9.3

Grievance File

Documents pertaining to a grievance involving faculty members (other than
harassment and discrimination) shall constitute the Grievance File for that
particular case and shall be kept in Human Resources under the name(s) of the
person(s) grieved. In particular, the Grievance File shall include:
1. Formal written grievance submitted by a grievant
2. Notification by the President or his/her designee of a faculty member's
emergency suspension or reassignment, if the faculty member grieves such
action.
3. Recommended resolution by the Grievance Mediation Committee (GMC)
of a grievance and the statements of rejection or acceptance of the
recommended resolution by the parties to the grievance. (See Section 11
below on the GMC).
4. Statement by GMC that a resolution was reached in an individual
grievance, signed by all parties to such grievance, or a statement by GMC
that no such resolution was reached. If the parties to the grievance agree, a
statement of the resolution itself may be placed in the Grievance File.
5. Notification by GMC to all participants of an individual grievance when
mediation has been terminated.
6. Transcript of the (recorded) proceedings of a formal Grievance Hearing.
7. Copy of the advisory decision sent to the President or Board of Trustees by
an ad-hoc Grievance Hearing Committee after a formal Grievance Hearing,
along with the statements of acceptance or rejection of that advisory
decision by the parties to the grievance.
8. Copy of any appeal of an ad-hoc Grievance Hearing Committee's advisory
decision by a grievant to the President, along with the President's appellate
decision.
9. Copy of any appeal by a grievant to the Executive Committee of the Board
of Trustees, along with the Board's final disposition of the case.
10. The relevant documents in grievances handled by University-wide
committees that may deal with racial or sexual discrimination or
harassment.
9.4

Disclosure and Access

Consistent with law, each faculty member will be entitled to review his/her official
personnel records upon written request to either the Dean or the Director of Human
Resources. The Dean, Director, or both will respond to the request no later than
seven (7) working days after receipt of the request.
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Disclosure of information in the official personnel records will occur only as
reasonably necessary to the Board of Trustees, the President or the President's
designee(s), the Dean of the College or the Dean's designee(s), the Office of
Human Resources, legal counsel, the faculty member or his/her written
designee(s), parties to a grievance, and those for whom regular access to specific
information in the official personnel records is a routine part of their job. In
addition, disclosure of specific items in the official personnel records will occur
only as reasonably necessary to the relevant committees such as the Faculty
Personnel Committee, Grievance Mediation Committee, and ad-hoc Grievance
Hearing Committees. The University will observe confidentiality with respect to
all files containing information on faculty members.

Section 10.: Separation, Suspension, and Discipline
At times Hamline University and/or individual faculty members may find it necessary to
sever their contractual relationship, or the University may find it necessary to take
disciplinary steps short of termination. The types of separation and discipline and the
policies and procedures related to each are set forth below.
10.1 Resignation
Faculty members contemplating resigning will give adequate notice of their
intentions to the Dean of the school. Resignations should be submitted in writing
early enough to give the institution time to locate a suitable replacement, but no
later than May 15 or within thirty (30) calendar days after receiving notification of
the terms of his or her continued employment for the following year, whichever
date occurs later.
10.2 Retirement
There is no mandatory retirement age at Hamline. Faculty members contemplating
retirement will give adequate notice of their intentions to the Dean of the school.
Notification should be submitted in writing early enough to give the institution
time to locate a suitable replacement, but no later than May 15, or within thirty
(30) calendar days after receiving notification of the terms of his or her continued
employment for the following year, whichever date occurs later.
10.3 Death
Upon death, a faculty member’s relationship with the University terminates
without the necessity of any action on the part of the University.
10.4 Non-Reappointment Prior to Tenure Decisions
A decision by the Dean of the school not to reappoint a regular full-time faculty
member may take place prior to the time of a tenure decision. In such cases, the
timing indicated under "Notice of Non-renewal" will be followed (see below,
10.4.2).
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10.4.1

Reasons

Instances of decisions not to renew prior to the tenure decision may be a
result of a variety of factors, including but not limited to dissatisfaction with
the faculty member’s work, incompatibility with the department, or the
curricular and/or financial needs of the University. In making such decisions
the Dean will consult with the faculty member, the departments involved,
and relevant faculty standing committees, but the Dean makes the final
decision not to reappoint prior to tenure.
When the decision not to reappoint results from dissatisfaction with the
faculty member's work or from incompatibility within the department, an
indication of the nature of the dissatisfaction or incompatibility must have
come to the faculty member prior to the decision being made, following
procedures outlined in Sections 5 and 6. The notification will come from
either the Department Chair or the Dean. Except in instances when the
educational program of the College or the department will be seriously
compromised, the faculty member will have a reasonable time to strengthen
his or her work or to correct the incompatibility before the decision not to
reappoint is made, but not longer than one (1) academic semester. The
decision must involve consultation among the Department Chair, the Faculty
Personnel Committee (FPC), and the Dean. The faculty member will be
promptly informed of this decision and will be provided written reasons in
explanation of the decision not to reappoint, unless written explanation is
waived by the faculty member.
In any case of a decision not to reappoint, the faculty member may appeal to
the Grievance Mediation Committee (see Section 11).

10.4.2

Notice of Non-Renewal

When the decision not to reappoint results from dissatisfaction with the
faculty member’s work or from incompatibility within the department, a
full-time tenure-track faculty member whose appointment is terminated can
expect to be provided with written notification according to the following
recommendations of the American Association of University Professors:
10.4.2.1 Not later than March 1 of the first academic year of service, if
the appointment expires at the end of that year; or, if a oneyear appointment terminates during the academic year, at least
three months in advance of its termination.
10.4.2.2 Not later than December 15 of the second academic year of
service, if the appointment expires at the end of that year, or,
if an initial two-year appointment terminates during an
academic year, at least six months in advance of its
termination.
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10.4.2.3 At least twelve months before expiration of an appointment
after two or more years in the institution. If the University
fails to provide timely notice, the affected faculty member
shall be granted another year of employment but shall have no
right to tenure or other employment continuation after such
additional year.
Hamline reserves the right to place the faculty member on a paid leave of
absence during all or any part of the notice period prior to the non-renewal.
These stipulations about notice of non-renewal shall not apply to non-tenuretrack faculty.
10.5 Notice of Non-renewal for Teaching Faculty
10.5.1 Notice of Non-Renewal. Under most circumstances, a faculty
member in the first three years of service will receive at least three
months’ notice of non-renewal. A faculty member in the fourth year of
service or beyond will receive at least six months’ notice. These
provisions for notice do not apply in the event that non-renewal is for
cause or for business reasons unrelated to the faculty member’s service
or performance, such as changes in a department or program or
financial exigency.
10.5.2 No Automatic Renewals. Teaching faculty appointments are annual
or multi-year appointments as described above. These appointments
are subject to review for renewal at the end of the appointment term.
No appointments shall be automatically renewable, nor shall any school
use a “rolling contract” format in which a contract is presumed to
extend periodically without further action by the parties.
10.5.3 Renewal of an appointment requires that the faculty member satisfy
the applicable renewal criteria as outlined in these policies. The
University further reserves the right not to renew teaching faculty
contracts for reasons unrelated to whether or not the faculty member
satisfies the applicable standards. Such reasons may include, but are
not limited to, modification or discontinuance of a University program
or financial exigency of the University as a whole.
10.5.4 Dismissal during the Appointment Term. Teaching faculty are not
eligible for tenure. However, there is a presumption that Hamline
University will employ a teaching faculty member until the end of his
or her contact, subject to the following conditions and exceptions.
First, the University reserves the right to terminate employment for
cause at any time. In addition to termination for cause, the University
reserves the right to terminate an appointment during the term due to
significant developments unrelated to the teaching faculty member’s
performance or behavior. Such developments may include, but are not
limited to, modification or discontinuance of a university program or
financial exigency of the University as a whole.
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10.6 Prolonged Mental or Physical Illness
10.6.1

Tenured Faculty

If a tenured faculty member is unable to perform all or a substantial part of
his/her duties with or without a reasonable accommodation for a period of
more than six (6) consecutive months or the equivalent of six (6) months
over any eighteen (18) month period, because of a serious health condition,
disability, or similar causes, he/she does not lose tenure, but may request, or
be placed by the University on, a leave of absence with medical benefits but
without pay following the regular procedures in Section 12 until such time as
he/she shall be able to resume teaching duties or until the University reaches
a decision to terminate as outlined below. Such leave will be reviewed
periodically. The faculty member must provide evidence of the serious health
condition or disability or similar causes when requesting this leave. The
University reserves the right to require a faculty member to identify or verify
the serious health condition or disability or similar condition through
professionals of its choosing.
The University's decision to terminate will be reached only after:
1

The faculty member has been unable to perform his/her duties for a
period of more than six (6) consecutive months or the equivalent of six
(6) months over any eighteen (18) month period;

2

There is no reasonable expectation that the faculty member will be able
to resume his/her duties with or without a reasonable accommodation
within a reasonable period of time; and

3

The faculty member or his/her representative has been informed of the
basis for the proposed action, and has been afforded an opportunity to
present his/her position and to respond to the University’s position. If
the faculty member so requests, the evidence will be reviewed by FPC.

4

The Vice President for Academic and Student Affairs shall make a
recommendation to the President.

5

The President shall communicate in writing his/her decision to do so to
the faculty member who may then appeal to the Grievance Mediation
Committee. Such appeal will necessitate disclosure of medical history
to those involved in the grievance process.

10.6.2

Untenured Faculty

In the event that an untenured faculty member is unable to perform all or a
substantial part of his/her duties with or without a reasonable accommodation
for a period in excess of six (6) consecutive months or the equivalent of six
(6) months over any eighteen (18) month period because of a serious health
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condition, disability or similar causes despite reasonable accommodation, the
University may terminate the appointment at the end of the contract period or
before the end of the period of appointment pursuant to the following
procedures.
Termination of a probationary tenure-track faculty member or a non-tenuretrack faculty member for medical reasons before the end of the period of
appointment will be based upon medical evidence that a faculty member is or
will be unable to perform all or substantially all duties of the appointment
because of ill health with or without reasonable accommodation. A faculty
member shall present medical evidence of his/her state of health to the Dean.
The Dean shall make a recommendation to the Vice President for Academic
and Student Affairs. The decision to terminate will be made by the Vice
President and will be reached only after the faculty member or his/her
representative has been informed, in writing, of the reasons for the proposed
action. The faculty member may request that the situation be reviewed by
the FPC before final action is taken by the Vice President, after which the
faculty member may appeal to the Grievance Mediation Committee. Such
appeal will necessitate disclosure of medical history to those involved in the
grievance process.

10.7 Layoff
Layoff is a severance action by which the University terminates the services of a
ranked faculty member without prejudice as to his/her performance. Faculty so laid
off will have preference in rehiring according to procedures stipulated below. The
reasons for layoff and the procedures applicable to layoffs are defined below.
10.7.1

Discontinuance of an Academic Program or Department

Termination of a faculty member may occur as a result of the discontinuance
of an academic program or department (also referred to as "major change" or
"curricular change"). Decisions about such major changes are made by the
Board after receiving recommendation from the President who shall have
received recommendations from the curricular committee of the relevant
school, the Dean of the school, Faculty Council and the Vice President for
Academic and Student Affairs. The Board of Trustees shall have final
authority concerning discontinuance of an academic program or department.
Individual layoff decisions resulting from curricular changes will follow the
"general procedures" and "order of layoff" described in sections 10.7.3 and
10.7.4 below. Faculty laid off under a curricular change will receive notice
according to the schedule outlined in Sections 10.4 and 10.5 as applicable.
The University will normally end such programs and the faculty member's
relationship with the University at the end of an academic term. Faculty
terminated under this Section have the same rights as those under Financial
Exigency.
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10.7.2

Financial Exigency

Layoff of a faculty member may occur as a result of financial exigency.
Financial exigency is defined as the critical, urgent need of the University to
reorder its current funds and monetary expenditures in such a way as to
remedy and relieve its inability to meet projected annual monetary
expenditures with sufficient revenue.
The Board of Trustees, upon recommendation of the President who will have
consulted with the Faculty Council, decides (a) if a financial crisis meets the
criteria, and (b) whether a state of financial exigency should be declared. The
faculty participates in the decision that financial exigency exists through its
representatives on the Faculty Council. The President and the Board of
Trustees shall have final authority in all matters related to financial exigency.
10.7.3

General Procedures Regarding Layoff

10.7.3.1 If layoffs are to be made due to discontinuance of an academic
program or department, or due to financial exigency, each
school shall develop a proposal and submit it in writing to the
Faculty Council. The Faculty Council shall work in
consultation with the Vice President for Academic and
Students Affairs, to recommend to the President a specific
plan of action for the discontinued program or to respond to
the exigency. Its recommendations, along with those of the
Vice President for Academic and Student Affairs, shall then
be forwarded to the President along with initial proposals.
Time may be of the essence and all accompanying reviews
and the University reserves the right to place deadlines on the
submission of the recommendations contemplated by this
paragraph. The process may move forward without the
benefit of any recommendation not timely submitted. The
President shall recommend action to the Board of Trustees for
its approval. In the case of financial exigency, such action
may include but not be limited to the elimination of some
departments or programs, or the distribution of layoffs
throughout the faculty so as to prevent the elimination of any
program or department.
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10.7.3.2 Except under extraordinary circumstances where a serious
distortion of the academic program would otherwise result, if
a tenured faculty member is to be laid off for reasons
described above, no faculty will be hired in that department
within a period of three years unless the terminated faculty
member has been offered reappointment under conditions
comparable to those held at the time of layoff or conditions
comparable to those in place for the current tenured faculty,
and has been given ninety (90) days after written notice of the
offer of reappointment within which to accept, in writing, the
reappointment. The determination of extraordinary
circumstances is made by the Dean, with the advice and
consultation of the school’s curricular committee, and Vice
President for Academic and Student Affairs in consultation
with the Faculty Council. The Vice President shall make the
final determination.
10.7.3.3 It shall be the duty of a laid off faculty member to keep the
University informed of his/her current address for the purpose
of this Section, and notice sent to the address by the
University shall be presumed received if sent by certified
mail, postage prepaid.
10.7.4

Specific Procedures on Layoff

10.7.4.1 Once the department or academic program to be affected has
been determined, the decision to lay off a particular faculty
member shall be according to the following guidelines:
10.7.4.2 Layoff of specific faculty shall be recommended by the Dean
in consultation with the school’s FPC.
10.7.4.3 The Vice President for Academic and Student Affairs
recommends to the President, who makes the final decision.
10.7.4.4 In the case of financial exigency where short notices and
effective action are necessary, the following procedures may
be followed:
a. FPC and the Dean may advise the President to serve notice to
non-tenured faculty on non-renewal of contracts;
b. Any tenured faculty being laid off will receive one year's notice
from the date of officially receiving the decision of the President.
Untenured faculty will complete the current academic term in
progress on the date of the decision by the Board of Trustees;
c. Hamline reserves the right to place the faculty member on a paid
leave of absence during all or any part of the notice period prior
to the separation.
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10.7.4.5 Tenured faculty who have been laid off shall be offered either
teaching or non-teaching positions in the University if there
are openings for which they qualify in the estimation of the
Dean, the receiving department or unit, and FPC; and they
shall be offered up to six months' retraining for such positions.
10.7.4.6 The University shall assist laid off tenured faculty to find
employment in industry, government, or in other educational
institutions, e.g., by providing as available office space, use of
telephone, letterhead, voice mail, and access to other
University facilities for a reasonable period of time not to
exceed one academic year.
10.7.4.7 Order of Layoff Within a Department or Program.
The decision to lay off a faculty member in a particular department
shall be according to the procedures outlined below.
Voluntary Measures
Prior to involuntary dismissals, the following voluntary measures
should be considered:
If a department is reduced by one person, a department may
propose to retain all faculty, but on a reduced salary and
workload. Such a program shall not be implemented without the
consent of all affected department members. The possibility of
voluntary phased retirements may be considered.
Involuntary Measures
1. The teaching duties of full-time administrators who are teaching within
the program or department involved will be terminated first, except as
necessary to avoid serious distortion of program integrity;
2. Teaching faculty will next be terminated within the program or
department involved, except as necessary to avoid serious distortion of
program integrity
3. Probationary tenure-track faculty will next be terminated within the
program or department involved, except as necessary to avoid serious
distortion of program integrity;
4. In a recommendation regarding the termination of the appointment of a
probationary faculty member, program integrity will be the primary
consideration;
5. In a recommendation regarding the termination of the appointment of a
tenured faculty member, program integrity will be the primary
consideration;
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6. A faculty member with tenure will not be terminated in favor of
retaining a faculty member without tenure, except in extraordinary
circumstances where a serious distortion of the academic program
would otherwise result. The determination of extraordinary
circumstance will be made by the Dean in consultation with the
department;
7. The Dean shall provide the appropriate committees and interested
parties with appropriate documentation supporting program integrity as
well as rank, degrees, and seniority.
10.7.5

Appeals on Layoff

If the University issues notice to a particular faculty member of an intention
to terminate the appointment because of layoffs, the faculty member may
appeal the decision to the Grievance Mediation Committee. The issue of the
grievance shall be confined to the criteria specified in Section 10. The
grievance procedure will not be interrupted or denied because of the layoff,
nor will layoff be delayed if the grievance is not settled by the effective date.
10.7.6

Reinstatement after Layoff

10.7.6.1 Reinstatement after Layoff due to Discontinuance of an
Academic Program or Department
If a position or a program within a department is reinstated within three
years following a layoff due to a curricular change, the laid off tenured
faculty member(s) shall be reinstated to his/her former position in the
reverse order of layoff as outlined above at the same status and with all
the rights he/she had at the time of layoff or at a status or with rights
comparable to those in place for similarly situated faculty at the time of
reinstatement. Except under extraordinary circumstances (see above), a
laid off faculty member shall be reinstated to fill any position within a
department for which he/she is qualified prior to a new person's being
hired into that department during a three-year period following the
layoff.
10.7.6.2 Reinstatement after Layoff due to Financial Exigency
Reinstatement after layoff due to financial exigency will occur as soon
as practicable. The reinstatement of tenured faculty members shall
precede that of probationary tenure-track faculty members, followed by
reinstatement of teaching faculty, and the reinstatement of full-time
teaching members shall precede that of per-course (term contract)
faculty members. Last shall be the assignment or reinstatement of
teaching duties to full-time administrators.
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10.8 Dismissal for Cause
10.8.1

Definition of Dismissal for Cause

Dismissal for Cause is a severance action by which Hamline University
terminates its relationship with the faculty member for just cause. Any
teaching contract is subject to action under this Section. Dismissal for Cause
must be directly and substantially related to the fitness of a faculty member to
continue his/her professional capacity as a teacher or as a member of the
Hamline community.
10.8.2

Dismissal for Cause and Academic Freedom

Dismissal will not be used to restrain a faculty member's academic freedom.
10.8.3

Grounds for Dismissal for Cause

Dismissal proceedings for cause may be instituted on the grounds of
professional incompetence or misconduct, or serious personal misconduct.
Examples include but are not limited to:
1

Continued neglect of contractual duties in spite of repeated oral and
written warnings;

2

Deliberate and serious violation of the rights and freedom of fellow
faculty members, administrators, or students;

3

Conviction of a crime directly related to the faculty member's fitness to
practice his/her profession;

4

Serious failure to follow the professional ethics of one's discipline;

5

Falsification of credentials and experience;

6

Engaging in harassment or discrimination;

10.8.4

Procedures for Dismissal for Cause

In matters relating to dismissal, the Faculty Personnel Committee shall serve
in an advisory capacity to the Dean of the school, the Vice President for
Academic and Student Affairs, and the President. There are two ways in
which a dismissal can be initiated: either by recommendation of the Dean to
the President, or by the President him/herself. The President makes the
decision. In every instance, dismissal procedures shall include the following
steps, all of which shall ordinarily not exceed twenty-one (21) days:
1

Written notice to the faculty member from the President that he/she
intends to initiate dismissal proceedings, or from the Dean that a
recommendation for dismissal for cause shall be made to the President.
This notice shall contain a written statement of the grounds upon which
the decision or recommendation is to be made, and information
supporting such grounds;
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2

Upon receipt of notice from the Dean, a reasonable opportunity for the
faculty member, if he/she so chooses, to meet with the Dean to present
his/her defense to the dismissal recommendation before the
recommendation is presented to the Vice President for Academic and
Student Affairs;

3

Again, upon receipt of notice from the Dean, a reasonable opportunity
for the faculty member, if he/she chooses, to meet with FPC to present
his/her defense to the dismissal recommendation before the
recommendation is presented to the President; and

4

A reasonable opportunity for the faculty member, if he/she chooses, to
meet with the Vice President for Academic and Student Affairs to
present his/her defense to the Dean's dismissal recommendation;

5

A reasonable opportunity for the faculty member, if he/she chooses, to
meet with the President if it is accepted by the President, or to a
dismissal action initiated by the President.

10.8.5

Burden of Proof in Dismissal Proceedings

In any case involving dismissal for cause, the burden of proof that just cause
exists shall be on the University, which proof shall be by evidence in the
record considered as a whole.
10.8.6

Appeals on Dismissal

The decision of the President may be the basis of a grievance before the
Grievance Mediation Committee, which shall seek to mediate the dispute in
accordance with procedures established in Section 10 of this Handbook.
10.9

Disciplinary Action Short of Dismissal
10.9.1
The FPC of the respective school shall serve in an advisory capacity to the
Dean on disciplinary actions short of dismissal. The faculty member may
appear before FPC to present his/her case.
10.9.2
Depending on the circumstances, the President, in consultation with the Dean
and the Vice President for Academic and Student Affairs, may elect to
impose a disciplinary action short of dismissal for causes listed in 9.8, such
as suspension for a period of time with pay, withdrawal of faculty privileges,
probation, counseling, treatment and other appropriate measures. The
President may take such disciplinary action without previous citation or
warning. Suspension may be without pay after the conclusion of any relevant
grievance, if the suspension has been upheld by the grievance process.
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10.9.3
Suspension may also be the temporary separation of a faculty member from
the University when it is determined by the President that there is a strong
likelihood that the faculty member's continued presence at the University
poses an immediate threat of serious mental or physical harm to a member or
members of the University community. Such suspension shall be with pay
and shall last only so long as the threat of harm continues or until dismissal
for cause occurs, or until other remedial action is completed. Suspension may
be without pay after the conclusion of any relevant grievance, if the
suspension has been upheld by the grievance process.
10.10 Appeals on Action Short of Dismissal
The decision of the President may be the basis of a grievance before the Grievance
Mediation Committee, which shall seek to mediate the dispute in accordance with
procedures established in Section 11 of this Handbook.
10.11 Progressive Discipline of Faculty Members
Discharge for cause should, except in circumstances where the conduct at issue
cannot be corrected or mitigated, be preceded by a written admonition by the
appropriate administrative officer describing the alleged problem and warning that
the faculty member's contract status is in jeopardy. The warning must also stipulate
a period of time within which correction of the alleged problem is expected. If the
faculty member does not contest the allegation and corrects the problem, the matter
is settled. If the faculty member fails to timely and appropriately correct the
problem, dismissal procedures or a lesser sanction may be applied. In
extraordinary circumstances, summary discharge or other summary measures may
be imposed without prior progressive discipline.

Section 11.: Grievance
11.1 Intent
Hamline University and the faculty are committed to promoting and maintaining a
collegial spirit among members of the faculty and administration. Accordingly, the
administration and faculty agree to use their best efforts to encourage informal and
prompt settlement of differences. Further, they are committed to the use of
mediation and finally to orderly and fair processing of grievances and disputes
according to the procedures set forth below. Hamline University and the faculty
recognize and endorse the importance of due process and of adjusting grievances
properly without fear of prejudice or reprisal. The peaceful, non-adversarial,
mutually agreeable resolution of disputes is a primary goal. In the same spirit, the
time limits specified in the following are meant to serve as clear guidelines but not
as absolutes in the grievance process.
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11.2 Definition
An individual grievance is a dispute between an individual faculty member and
another faculty member, a faculty committee, or the administration. The substance
of an individual grievance may involve, but is not limited to, any of the following:
compensation, benefits, workload, working conditions, appointment,
reappointment, tenure, promotion, reassignment, suspension, or termination.
A grievance is the preferred mechanism for resolving such disputes.
11.3 General Provisions Applicable to All Steps of the Grievance Procedure
Failure at any step of this procedure to appeal a grievance to the next step within
the specified time limits shall be deemed to be acceptance of the decision rendered
at that step. Failure at any step of this procedure to communicate the decision on
the grievance within the specified time limits shall permit the grievant to proceed
to the next step. Extensions of time will normally be granted for good and
sufficient reasons by mutual agreement. Breach of the specified time limits under
extenuating circumstances shall not be judged to nullify or invalidate the grievance
process. Such circumstances shall be urgent and compelling and not a matter of
convenience or caprice. Any faculty member has the right to bypass or withdraw
from these internal procedures and take his/her case to an outside agency. For
cases that may involve allegations relevant to any University-wide established
procedures (such as, for example, the sexual misconduct policy), such Universitywide established procedures shall be completed prior to any grievance under this
procedure. Allegations of harassment or discrimination are not subject to this
grievance procedure but will be handled by a University-wide procedure.
11.4 Initiation of a Grievance
A grievance is initiated when a written notice of a dispute is submitted, in person,
to the Vice President for Human Resources and General Counsel. The formal
written grievance shall state: (1) the issue(s) of the grievance, (2) the factual
background of each issue, (3) the names of each party or potential party, (4) the
names of any persons with relevant knowledge, and (5) the relief and/or remedy
sought. It may also contain any other data the grievant deems pertinent. The Vice
President will notify the members of the Grievance Mediation Committee (GMC)
and send them a copy of the notice.
Upon receipt of a grievance, the GMC will send, within three (3) working days, a
copy of the grievance to all named respondents.
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11.5 Timing of Filing of a Grievance
Written notice of a grievance must be filed within twenty-one (21) calendar days
after notice of the occurrence of the event(s) upon which the grievance is based or
within twenty-one (21) calendar days after the grievant knew of, or through the
exercise of reasonable diligence should have known of, the occurrence of the
event(s) upon which the grievance is based. Grievances based on an event or
events occurring during or within fourteen (14) calendar days before a winter or
summer vacation must be filed within twenty-one (21) days after the first day of
class of the next semester. Within the twenty-one day period, the faculty member
may, and is encouraged to, pursue efforts toward an informal resolution

11.6 Grievance Mediation Committee
11.6.1

Responsibility

11.6.1.1 The primary function of the Grievance Mediation Committee
(GMC) is to mediate, wherever possible, grievances or
disputes that may lead to grievances. The GMC as a whole
will consider written grievances submitted to it and may
attempt to settle the grievance by informal methods. In the
course of doing this, the Mediation Committee may collect
pertinent documents and conduct informal discussions with
and/or between the concerned parties, at all times preserving
the confidentiality of its proceedings. All communications
that occur within the mediation proceedings will remain
confidential and will not be used in any other proceeding.
11.6.2

Membership

The GMC shall consist of three members chosen in the following manner:
1

One tenured faculty member will be chosen by the President from
among three candidates nominated by the Faculty Council.

2

One member of the administration will be elected by the Faculty
Council from two or three persons nominated by the President.

3

The third member will be chosen by the other two from among the
faculty, and will serve as chair.

Committee members will serve simultaneous three-year terms. Replacements
to complete the term of early vacancies will be chosen in the manner
pertaining to the original appointment.
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11.7 Grievance Mediation Procedures
11.7.1

Mediative Efforts

The GMC will make a determined effort to assist the parties in reaching a
mutually agreeable resolution of the dispute. The GMC may meet with the
parties individually. However, as soon as possible, the Committee shall seek
to bring all parties together to work towards resolution. Ordinarily, the period
for mediation will be twenty-one (21) calendar days. The time may be
extended for additional periods of twenty-one days by mutual agreement.
11.7.2

Emergency Suspension or Reassignment

Pending the resolution of the grievance, a faculty member may be suspended
or assigned to other duties in lieu of suspension. If suspension or
reassignment is deemed necessary by the University, the President or his/her
designee shall notify the GMC . The faculty member so suspended or
reassigned shall have immediate access to mediation procedures. Any such
suspension will be with pay pending any relevant grievance procedure. Any
such suspension may be without pay after the conclusion of any relevant
grievance procedure.
11.7.3

Mediation Resolution

Within twenty-one (21) calendar days after receipt of the grievance, the
GMC will present a recommended resolution of the grievance in writing to
the parties to the grievance and to the President. This resolution can either be
accepted by both parties or rejected by either party. Rejection or acceptance
by each party will be communicated in writing to the GMC within seven (7)
calendar days after receipt of the recommended resolution. The written
rejection should include reasons and, if desired, a suggested alternative
solution. Within seven (7) calendar days after receipt of either the acceptance
or rejection, the GMC shall advise each party to the grievance of such
response by the other party and, when alternative resolutions are suggested,
of any change in the GMC’s recommended resolution. Any change in the
recommended resolution by the GMC can either be accepted by both parties
or rejected by either party, as set forth above. Following advisement by the
GMC of the acceptance or rejection by the other party, either the University
or the grievant can proceed to a formal hearing.
When a grievance is resolved by mediation, the resolution shall be put in
writing by the GMC and given to the parties to the grievance. A statement
that a resolution was reached shall be signed by the GMC and the parties to
the grievance and placed within the Grievance File. If the parties to the
grievance agree, a copy of the resolution itself shall also be placed in the File.
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A mediated solution in one case will not necessarily be seen as a binding
precedent in a subsequent similar grievance. No offer of settlement of a
grievance by either party nor a suggested resolution by the GMC shall be
admissible as evidence in any succeeding grievance proceedings or
elsewhere.
If no agreement is reached, the GMC shall put a statement to that effect in the
Grievance File.
11.7.4

Termination of Mediation

Any party may terminate mediation by notifying the GMC that he or she is
withdrawing from mediation. The GMC may itself terminate the mediative
effort if in the estimation of the GMC members further efforts are unlikely to
produce agreement.
If mediation is terminated, the GMC shall immediately send the following
written statement to all active participants in the mediation:
If a party wishes to pursue the grievance in a formal hearing, he/she must
send written notice to that effect to the Vice President for Human Resources
and General Counsel within three (3) days of receipt of this notice.
11.8 Formal Grievance Hearing Proceedings
Except insofar as one or more of items 1-5 below are alleged to apply, the validity
of a change in the educational program cannot be the grounds for grievance if such
change was approved according to the processes described in Section 10 above;
nor can the existence of a financial exigency be the grounds for grievance if the
financial exigency was approved according to the processes described in Section
10 above. Neither will the ad hoc Hearing Committee substitute its judgment on
the merits for that of evaluators in cases involving denial of tenure or promotion,
non-reappointment, or salary determinations, or for that of a University-wide
committee in cases governed by University-wide policies.
Any unresolved individual grievance conforming to the definition provided in
Section 11. 2 can be the basis for a formal Grievance Hearing. The criteria for
reviewing a grievance will be that the action grieved:
1. Was in violation of the faculty member's academic freedom;
2. Was in violation of a University-wide established policy concerning
alleged discrimination;
3. Failed to consider the tenure rights of a tenured faculty member;
4. Was in violation of procedures and rights as set forth in this
Handbook; or
5. Was arbitrary and capricious.
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11.8.1
Upon receipt of notice that the grievant desires a formal Hearing, the Vice
President for Human Resources and General Counsel will do the following:
a. Give written notice to the President, the GMC, and all parties to
the grievance that a formal Grievance Hearing is to take place;
b. Direct the GMC to supervise the formation of an ad hoc Grievance
Hearing Committee;
c. Set a date, time and place for the Grievance Hearing that is
agreeable to all parties concerned. The arrangements should be
completed within twenty-one (21) calendar days after receipt of the
initial written intention to seek a formal Hearing.
11.8.2

Resumption of Mediation

In keeping with the stated intent of this Section, a grievance may be returned
to the GMC at any time during the subsequent hearing or appeals if all parties
agree that a mutually satisfactory resolution of the grievance will be
accomplished by doing so.
11.8.3

Selection of the Ad Hoc Grievance Hearing Committee

GMC will supervise the formation of the ad hoc Grievance Hearing
Committee in the following way:
1

The Grievant will select one full-time faculty member.

2

The President or his/her designee will select one ranked faculty
member other than the grievant's Department Chair.

3

The two ad hoc committee members thus chosen will choose a third
full-time faculty member other than the grievant's Department Chair.

11.8.4

Timing in Grievance Hearing Proceedings

The Grievance Hearing will begin no more than fourteen (14) calendar days
after completion of the arrangements, thus allowing all parties adequate time
to prepare evidence and obtain documentary and other information.
11.8.5

Due Process in Grievance Hearing Proceedings

11.8.5.1 Confidentiality
The hearing will be conducted in private, and the parties shall, except
by mutual agreement, make no public statements about the case during
the course of the hearing.
During the proceedings, the grievant will be permitted to have an
advisor of his/her own choice from within the University community.
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The grievant may also be accompanied by legal counsel. However,
legal counsel will not ordinarily participate directly in the hearing
proceedings.
11.8.5.2 Right to Witnesses and Evidence
All parties to the grievance will have the right to obtain witnesses and
present evidence.
In cases of termination for prolonged mental or physical illness, if
either the University or the Grievance Hearing Committee believes that
an independent medical and/or psychological opinion would be helpful
in its deliberations, it may request the faculty member to undergo a
medical and/or psychological examination by an appropriate
professional (as determined by the Hearing Committee) at the
requesting party's expense. If the grievant refuses, the Hearing
Committee may dismiss the grievance.
The University will cooperate with the Hearing Committee in securing
witnesses and making available documentary and other evidence
requested by the grievant to the extent not limited by contract, law. or
University policy.
11.8.5.3 Right to Cross-Examination
All parties will have the right to cross-examine witnesses. Where a
witness has made a statement and cannot or will not appear but the
Hearing Committee determines that the interests of justice require
admission of his/her statement, the Hearing Committee will identify the
witness, disclose his/her statement, and if possible, provide for
interrogatories. The Hearing Committee will grant appropriate
continuances to enable either party to investigate evidence, or for any
other appropriate reason.
11.8.5.4 Burden of Proof
In cases of layoff due to discontinuance of an academic major or
program or to financial exigency, in which the action of the University
has followed the process defined in Section 10 above, the burden of
proof shall be on the grievant.
In cases of termination for prolonged mental or physical illness in
which the grievant does not provide proof of a serious medical
condition or disability to the University and refuses to submit to an
examination by professionals of the University's choosing, then the
burden of proof is on the grievant.
In all other cases the burden of proof that adequate cause exists for the
action shall be on the University, which proof shall be by clear and
convincing evidence.
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11.8.5.5 Rules of Evidence
The ad hoc Grievance Hearing Committee will not be bound by strict
rules of legal evidence. A demonstrable effort will be made to obtain
the most reliable evidence. The decision will take the form of findings
of fact, conclusions, and recommended disposition of the grievance.
The findings of fact, conclusions, and the recommended disposition
must be based solely upon the hearing record, procedures as set forth in
this Handbook, and applicable law.
11.8.5.6 Recording of Proceedings, Disposition of Resolution
The Hearing proceedings shall be recorded by the University and made
available to the Hearing Committee, and a transcript shall be provided
at the expense of the party(ies) requesting it. A written disposition of
the case will be placed within the Grievance File.
11.8.6

Grievance Hearing Committee Advisory Decision

The Grievance Hearing Committee will present its advisory decision in
writing within seven (7) calendar days of the hearing to both parties and to
the President, or, when the President is party to the grievance, to the Board of
Trustees. This decision, insofar as it consists of a recommended disposition
of the grievance, may be either accepted by both parties or rejected by either
party. Rejection or acceptance by each party will be communicated in writing
to all persons involved within five (5) calendar days after receipt of the
decision. If not resolved, the grievance may proceed to the next step in the
process, Presidential Review.
11.8.7

Presidential Review

The grievant(s) may, within ten (10) working days of receipt of the advisory
of GMC in governance grievances or of the advisory of the ad hoc Hearing
Committee in other grievances, file a written appeal to the President who
shall review the record and respond within ten (10) working days as to the
final disposition of the grievance within the institution.
If the President is a direct party to the grievance, the grievant(s) may file a
further appeal within ten (10) working days of the receipt of the President's
decision. Such an appeal is filed with the Chair of the Board of Trustees (see
below).
11.8.8

Limited Board of Trustees Appeal

After receiving an appeal, the Executive Committee of the Board of Trustees
will review the record of the case at its next meeting and will render a final
decision on the grievance within ten (10) working days of that meeting to all
parties. In case of any discussion over direct Presidential involvement, the
Executive Committee of the Board of Trustees shall be the sole judge of such
involvement.
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11.9 Parallel University-Wide Grievances
In the case of established University-wide grievance policies and procedures, an ad
hoc Grievance Hearing Committee shall not substitute its judgment for the
previous finding of a University-wide committee.
Section 12.: Leaves of Absence
12.1 Leaves With Pay
12.1.1

Sabbatical Leave for Full-time Faculty Members

Sabbatical leaves provide the opportunity for full-time faculty to suspend
normal teaching and service responsibilities for the purpose of intensive
scholarship, study or artistic achievement. Sabbatical leaves become part of a
faculty member's professional responsibilities. Full sabbaticals may be taken
for an entire year at half pay or for one semester at full pay.

1

Eligibility and Approval
A faculty member is eligible for a sabbatical leave after six continuous
years of full-time work either teaching or in administration. A faculty
member who receives salary continuation for a short-term disability
(see 12.1.3) or takes parental leave (see 12.1.4) shall be deemed to have
worked continuously for purposes of determining eligibility for
sabbatical. If a faculty member's proposal for sabbatical leave is not
granted, he/she is eligible to reapply the following year. If the
sabbatical leave is granted at that time, the faculty member will then be
eligible for his/her next sabbatical leave after five continuous years of
full-time work following the sabbatical leave. If a faculty member does
not take a sabbatical leave when eligible, he/she remains eligible to
reapply each subsequent year.
Sabbatical proposals shall be reviewed by a faculty committee in the
school, and recommendations provided to the Dean. The committee
may also provide advice to the faculty member on ways to strengthen
the proposal. All sabbatical requests are approved or denied by the
Dean of the faculty member’s school, in consultation with the Vice
President for Academic and Student Affairs. Approval shall be based
on the merits of the proposal.
The Dean may elect to defer a sabbatical leave to accommodate the
staffing needs of a school or department. If an approved sabbatical is
deferred for administrative need, that faculty member will be eligible
for the next sabbatical after only five years of full-time work.
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2

Compensation
A faculty member whose application for a sabbatical leave is approved
by the Dean will receive either one-half of his or her current salary for a
year's leave, or all of his or her current salary for a semester's leave (or
six months for faculty on twelve-month contracts). Benefits will be
continued during the period of sabbatical leave.

3

Application Procedure
Sabbatical leaves are granted in accordance with the following
procedures:
A Written application for a sabbatical leave must be made to the Dean
of the faculty member’s home school not later than November 15 of
the sixth (6th) or any subsequent academic year for leaves to be
effective during the next academic year so that adjustments may be
made in the budget and in class schedules.
B Applicants must indicate the specific purpose for which the
sabbatical leave is to be used. Sabbatical leave is granted so that
faculty members are allowed time off from their regular duties so
they may:
1) complete a piece of scholarship or work of artistic merit;
2) devote time to an organized program of study at some
university that will refresh and enrich the teacher;
3) accept a fellowship or special grant for a particular study;
4) complete work for an advanced degree relevant to the
faculty member’s responsibilities at Hamline; or,
5) pursue any other program or activity designed to advance
his or her professional standing or enrich his or her teaching
and research.
C If such leave is granted, the faculty member retains his or her rank
and position. Such leave does not affect unfavorably the promotion
or tenure status of the faculty member. The terms of any sabbatical
leave shall be set forth in writing by the Dean.

4

Return from Sabbaticals
Faculty members receiving a sabbatical leave are deemed to have
agreed to return to Hamline for at least one (1) year's service following
completion of the leave.
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12.1.2

Probationary Mini-Sabbatical

Probationary tenure-track faculty hired on a typical six-year to tenure review
sequence are eligible to apply (in their third year) for a half-time release from
teaching duties to occur during the fourth year of employment.
12.1.3

Salary Continuation for Short-Term Disability

In the event of a disability, the University will continue salary payments for
as many months as the number of years the member has been employed as a
full-time faculty member at Hamline, up to a maximum of three months. The
monthly salary for full-time faculty members is 100% of their current salary,
up to the maximum of three months. If a faculty member uses this ShortTerm Disability Leave, then upon resumption of work the faculty member
will begin to accrue salary payments of one month for every year the faculty
member works, up to a maximum of three months. Faculty shall not be paid
or otherwise credited for unused short-term disability leave.
Faculty members who have accrued vacation or sick leave shall apply their
accrued leave to continue salary during a short-term disability.
12.1.4

Parental Leave

In the event of the birth or the adoption of a child, a faculty member will be
granted a paid leave of absence for a maximum of six weeks. After that
period, the Federal Family and Medical Leave Act would cover an additional
six weeks unpaid leave.
The paid leave must begin not more than six months after the birth or
adoption, except that in the case where the child must remain in the hospital
longer than the mother, the paid leave must begin not more than six months
after the child leaves the hospital. Alternatively, the faculty member shall be
entitled to make other arrangements with his or her Dean which would
provide the faculty member with an equivalent reduction in work load.
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12.2 Leaves Without Pay
12.2.1

Special Leaves for Academic and Professional Enrichment

A special leave of absence may be granted by the Dean in consultation with
the Department Chair to full-time for a semester or a year, without
compensation or contributions by Hamline to benefits, to undertake such
activities as would enrich his/her academic or professional careers. If such a
leave is granted, the faculty member retains his/her rank and position unless
it is otherwise provided in the terms of the leave-of-absence letter. The
faculty member shall retain the medical, disability, and life insurance benefits
as provided in applicable plan documents unless coverage is provided in
his/her leave employment. Extension of the leave beyond one academic year
will be granted at the approval of the Dean.
12.2.2

Personal Leaves of Absence

A personal leave of absence may be granted by the Dean in consultation with
the Department Chair to full-time faculty for a semester or a year, without
compensation or contributions by Hamline to benefits, for personal reasons.
If such a leave is granted, the faculty member retains his/her rank and
position unless it is otherwise provided in the terms of the leave-of-absence
letter. The Dean may elect to continue insurance coverage for that faculty
member. If not, the faculty member may retain the medical, disability, and
life-insurance benefits at his/her own expense.
12.2.3

Leave for Political Activities

Faculty members, as citizens, are free to engage in political activities. Where
necessary, a leave of absence may be granted to a faculty member engaged in
an election campaign or serving a term of office. Such leave must be
requested and the terms of the leave will be set forth in writing. The leave
will not affect unfavorably the tenure status of the faculty member, except
that time spent on such leave will not count as probationary service unless
otherwise agreed to.
12.2.4

Other Leaves

Faculty members may be eligible for other leaves as outlined in Hamline
University's employee policies.
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Section 13.: Benefits
Faculty members may be eligible for benefits as outlined in Hamline University's
employee benefits policies. The faculty recognizes that when changes occur in applicable
law requiring alteration of specific benefits, the Board of Trustees can make such
alteration without prior consultation with the faculty. The faculty will, however, be
immediately informed of such alterations. In all other cases, benefits will not be changed
without prior consultation with the Benefits Advisory Committee. Faculty Council shall
have four representatives on this Committee.

Section 14.: Faculty Rights, Responsibilities, and Working Conditions
14.1 General Statement
Subject to the approval of the Board of Trustees, the faculty shall determine
requirements for admission, curricular and co-curricular organization, rules and
procedures for guiding the educational work, and rules and procedures other than
fiscal, for the hiring, promotion, and dismissal of members of the instructional
staff. The faculty shall determine the requirements for graduation and the degrees
to be conferred and shall recommend candidates for the various degrees.
The responsibilities of tenure-track and non-tenure-track faculty members are
defined elsewhere in this handbook. A faculty member shall be responsible for
carrying out satisfactorily the duties agreed to in his/her contract. The continued
application of time and talents to improve one's ability to carry out these duties
shall also be obligations of faculty members.
As an educational institution, the University has certain legitimate expectations
concerning the conduct of professional academics. The following statements
outline in a general way the obligations incumbent on faculty members of Hamline
University.
14.2 Course Offerings, Content, and Class-Related Duties
All course offerings should be in accord with the general requirements of Hamline
University and the needs of the student body.
Faculty members are expected to conduct their classes at a level appropriate to the
level of the assigned course. Each faculty member is responsible for planning and
presenting the assigned course material; establishing course objectives and
requirements and making them known to students; selecting and ordering texts and
supplemental materials; preparing, administering, and grading papers and
examinations; and assigning grades. Each faculty member must prepare for each
class a syllabus sufficiently detailed to provide students with adequate direction.
Departments may set standards on level, material, and objectives across sections of
the same course.
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A faculty member shall not enroll or refuse to enroll students in courses on the
basis of their beliefs, or otherwise discriminate among them capriciously. When
grades or other evaluations of academic performance are required, a faculty
member shall provide such grades or evaluations of each student in terms of
academic performance. A faculty member shall return tests and required papers to
students within a reasonable time with appropriate comment and/or grade.
14.3 Absence from Class
Faculty are expected to meet their classes punctually. For unavoidable absences, a
faculty member shall notify the Department Chair or Dean as far in advance as
practicable to allow provision of a substitute or notification of students. The
Department Chair shall notify the Dean of the College if the absence is extended.
Anticipated absences for legitimate professional purposes shall be arranged with as
far in advance as possible. In the case of anticipated absences of more than five
consecutive class days or eight class days during a semester, the faculty member
shall notify the Department Chair and the Dean and shall arrange for teaching
substitutes or alternative educational activities for classes. Absences of more than
10 class days during the semester must have prior approval of the Dean. On leaves
of absence, see Section 12.
For any absence, particular care must be taken by the faculty member to cover
advising and other related responsibilities.
14.4 Availability and Office Hours
A full-time faculty member shall be regularly available on campus for the business
of the school and University when the school is in session. A part-time faculty
member shall regularly be available on campus in proportion to the percentage of
time for which he or she is employed. Each faculty member should establish, post,
and make students aware of regularly scheduled office hours so distributed
throughout the week as to be convenient to the students.
14.5 Share in Governance
A faculty member shares responsibility for the governance of the school and
university. This responsibility shall be exercised by regularly attending and taking
part in meetings of the department and the faculty and by participating in the work
of departmental, College, the Faculty Council, and/or University committees and
task-forces.
14.6 Physical Working Conditions
The physical campus work space provided to faculty members (including but not
limited to offices, classrooms, laboratories, and studios) shall meet all applicable
health and safety standards.

57

14.7 Copyright Law Compliance
All employees of the University, including but not limited to staff, faculty, and
administrators, shall conduct their activities on behalf of the University, including
but not limited to any research or writing activities, in such a fashion so as to meet
and comply with all the requirements of applicable copyright laws and regulations.
As a condition of employment, each employee agrees to accept responsibility for
reading and understanding the requirements of copyright law and the policy
statement and guidelines of the University. If an employee violates copyright law
and relevant policies and if the University determines that the employee has acted
in good faith, he/she shall be deemed to be in "good faith compliance" and shall
not be required to indemnify the University for any damages, judgments, or costs
that may be obtained against the University for the acts of the employee.
However, if an employee willfully, intentionally, negligently, or without good faith
violates the copyright provisions, the employee shall be solely liable for all losses,
damages, judgments, and costs of whatsoever kind or nature that may be incurred.
Should the University be named in any legal or equitable action arising from such
wrongful infringement, the employee agrees to save, hold harmless, and indemnify
the University against all losses, damages, fees (including attorney fees), or other
penalties, monetary or otherwise, that may be incurred as a result of such conduct.
Due to changes that may occur in the laws, this policy may undergo revision from
time to time. As necessary, the policy shall be reviewed by a task force of faculty
members appointed by Faculty Council and led by the Vice President for Human
Resources and General Council, which body shall recommend necessary changes
to the President. All faculty members shall receive updated information on the
changes as they occur.
14.8 Fund-raising
While the University encourages employee fund-raising on its behalf, proper
coordination and approval is necessary to avoid conflicts and confusion. Therefore,
all fund-raising activities conducted on behalf of or in the name of the University
by any employee shall be subject to the coordination of the Vice President for
Development and Alumni Relations. Grants or gifts may not be accepted on behalf
of the University unless approved by the Vice President for Development and
Alumni Relations.
Employees may not solicit funds on behalf of any organization, other than an
approved University organization, on University property unless prior approval is
received from the Office of the Vice President for Development and Alumni
Relations. Employees may not sell, or solicit the sale of, products on University
property or on work time other than University-approved products the sale of
which is part of the employee's job duties or responsibilities.
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It is unlawful for anyone to appropriate to his/her own use or the use of another the
University name, logo, seal, emblem, or any other trademarks or service marks of
the University without the written permission of the Vice President for
Development and Alumni Relations.

Section 15.: Amendments
15.1 Faculty Handbook Committee
A Faculty Handbook Committee (FHC) shall be charged with monitoring the
Handbook to ensure that it is current and serves the needs of Hamline University
and its faculty. In the event that a change is needed, the FHC shall develop
proposed amendments for consideration by the faculty and the Board of Trustees.
The FHC shall be comprised of five faculty members to be chosen by Faculty
Council; the Vice President for Academic and Student Affairs or designee; and the
Vice President for Human Resources or designee.
15.2 Development of Proposed Amendments
The University and its faculty contemplate that amendments to this Handbook may
be desired and/or required from time to time. Proposals to amend the Handbook
can be made by the Board of Trustees, the President, the Vice President for
Academic and Student Affairs, Faculty Council, the FHC, the faculty of a
particular school, or an individual faculty member.
The FHC shall consider all such proposals, and expeditiously craft the language
proposed to amend the Handbook.
15.3 Approval of Amendments
Amendments shall be voted on by the full-time faculty in the College of Liberal
Arts, Graduate School of Liberal Studies, School of Business, and School of
Education. Visiting faculty shall not be eligible to vote, nor shall faculty who are
on leave, with the exception of faculty members on sabbatical leave, who shall
remain eligible. The Vice President for Academic and Student Affairs shall be
responsible for maintaining a roster of full-time faculty eligible to vote. The vote
shall require a quorum of 50% of the eligible voters. An amendment shall require
approval by 60% of the faculty members voting. Provision for absentee voting
shall be made. Proposed amendments shall be sent to the faculty for consideration
no less than two (2) weeks before the vote is scheduled. If approved by the
faculty, the amendment will be submitted to the Board of Trustees for its approval.
If approved by the Board, the amendment shall be officially incorporated into the
Faculty Handbook.
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