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Tips for Navigating the Online Part-Time Faculty Handbook

Table of Contents (page 3): 

Place your cursor above the section/heading you want on the Table of Contents and CTRL CLICK to go directly to the Section.

Search for a key word or phrase:
Use CTRL F to open Find, enter word or phrase, select Find Next. Continue to select Find Next as needed.

Search for a page number without scrolling:

Use CTRL G to open Go to, type in page number, click Go To to go directly to the page number.
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REGULATIONS SUBJECT TO CHANGE
EVERY EFFORT HAS BEEN MADE TO ASSURE THE ACCURACY OF THIS HANDBOOK TO THE EXTENT POSSIBLE AT PRESS TIME. THE FACULTY HANDBOOK MAY BE REVIEWED AND REVISED AT ANY TIME TO REFLECT CHANGES IN INSTITUTIONAL POLICY, STATE AND FEDERAL LAW OR OPERATIONAL PROCEDURES. THE OFFICIAL VERSION OF THE FACULTY HANDBOOK WHICH REFLECTS THE CURRENT TERMS, POLICIES AND PROCEDURES, IS AVAILABLE ON THE UNIVERSITY WEBSITE AT 

http://www.wcu.edu/10323.asp.

Other useful links for current information:

University Policies XE "University Policies" : http://www.wcu.edu/359.asp
Travel Manual: http://www.wcu.edu/12382.asp
Academic Procedures and Regulations: http://www.wcu.edu/7591.asp
The UNC Policy Manual and Code: http://www.northcarolina.edu/policy/index.php
The University

Mission Statement

Western Carolina University creates engaged learning opportunities that incorporate teaching, research and service through residential, distance education and international experiences. The university focuses its academic programs, educational outreach, research and creative activities, and cultural activities to improve individual lives and enhance economic and community development in the region, state and nation.

Brief Description 

A comprehensive university offering programs at the baccalaureate, master’s, intermediate, and doctoral (education) levels. Its instructional programs are organized in six undergraduate colleges (arts and sciences, business, education and allied professions, fine and performing arts, health and human sciences, and Kimmel School of construction management and technology) and a graduate school. The university offers resident-credit undergraduate and graduate-level courses and programs on the main campus in Cullowhee and in Cherokee and Asheville. In Asheville, some of the undergraduate programs are offered in cooperation with the University of North Carolina at Asheville. Western Carolina University is committed to equality of opportunity.

History 

Founded in 1889 and chartered in 1891; became Cullowhee State Normal and Industrial School in 1905. Designated Western Carolina Teachers College in 1929, Renamed Western Carolina College in 1953 and designated a regional university in 1967. Became a part of the University of North Carolina system in 1972. Became a College Sponsor of the National Merit Scholarship XE "Scholarship"  Corporation in 2000.
Location 

Located in a beautiful valley near the Blue Ridge and Great Smoky Mountains, Cullowhee (population: 6,700) is 52 miles southwest of Asheville and 6 miles south of Sylva. Situated at the southern end of Cullowhee Valley along the Tuckasegee River, the campus is unusually attractive and easily accessible.
GENERAL INFORMATION FOR FACULTY

Academic Calendar 2011-12
	Western Carolina University

2011-2012 Academic Calendar 

FALL 2011-Approved


	Monday

	Tuesday

	Wednesday

	Thursday

	Friday


	Aug 22 All classes begin
	Aug 23
	Aug 24
	Aug 25
	Aug. 26

	Aug. 29

	Aug. 30 

	Aug. 31

	Sept. 1

	Sept. 2


	Sept. 5

Labor Day – 

No Classes
	Sept. 6

	Sept. 7

	Sept. 8

	Sept. 9


	Sept. 12

	Sept. 13

	Sept. 14

	Sept. 15

	Sept. 16


	Sept. 19

	Sept. 20

	Sept. 21

	Sept. 22

	Sept. 23


	Sept. 26

	Sept. 27

	Sept. 28
	Sept. 29 
	Sept. 30

	Oct. 3

	Oct. 4

	Oct. 5 
	Oct. 6

	Oct. 7


	Oct. 10

	Oct. 11

	Oct. 12  
	Oct. 13-Fall Break

No Classes
	Oct. 14-Fall Break

No Classes

	Oct. 17 Fall Break

No Classes

	Oct. 18-Fall Break
No classes

	Oct. 19

	Oct. 20

	Oct. 21 


	Oct. 24
	Oct. 25-
	Oct. 26  

	Oct. 27 
	Oct. 28  

	Oct. 31 
	Nov. 1
	Nov. 2- Advising Day-No classes

	Nov. 3

	Nov. 4- Last Day to Drop with W


	Nov. 7

	Nov. 8 
	Nov. 9

	Nov. 10

	Nov. 11


	Nov. 14

	Nov. 15

	Nov. 16

	Nov. 17 

	Nov. 18


	Nov. 21

	Nov. 22

	Nov. 23

Thanksgiving

	Nov. 24

Thanksgiving

	Nov. 25 Thanksgiving


	Nov. 28

	Nov. 29 

	Nov. 30

	Dec. 1

	Dec. 2


	Dec. 5

	Dec. 6

	Dec. 7 

	Dec. 8

	Dec. 9


	Dec. 12– 

Final Exams

	Dec. 13– 

Final Exams

	Dec. 14 – 

Final Exams

	Dec. 15– 

Final Exams

	Dec. 16–

Final Exams


	15 –Mondays

	16 –Tuesdays

	15-Wednesdays

	 15-Thursdays

	 15-Fridays



	

	
	
	
	
	


75 class days required in the semester
Residence Halls Open – Friday, August 19
First Day of Classes – Monday, August 22

Labor Day - No Classes - Monday, September 5
Fifth Week Grades Due – Monday, Sept. 26
Homecoming – Saturday, Nov. 5 

Advising Day- Wednesday, November 2

Priority Registration begins- Thursday, Nov. 3

Last Day to drop with a “W” – Fri. Nov. 4

Fall Break – No Classes, Thursday-Tuesday, Oct. 13-18

Regular Registration begins Thurs, November 10

Thanksgiving – No Classes - Wed. -Fri. – Nov. 23-25
Last Day of Classes – Friday, December 9
Final Exams – Saturday-Friday, December 10-16
Commencement - Saturday, December 17, 2 p.m.

All Grades Due by 10:00 AM on Monday, Dec. 19

Western Caro1ina University

Academic Calendar

	SPRING 2012-Approved

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	
	
	January 5

Orientation & Registration
	January 6 Orientation & Registration

	Jan. 9 All Classes Begin
	Jan. 10
	Jan. 11
	Jan. 12
	Jan. 13

	Jan. 16– MLK Holiday – No Classes
	Jan. 17
	Jan. 18
	Jan. 19
	Jan. 20

	Jan. 23
	Jan. 24
	Jan. 25
	Jan. 26
	Jan. 27

	Jan. 30
	Jan. 31
	Feb. 1
	Feb. 2
	Feb. 3

	Feb. 6
	Feb. 7
	Feb. 8
	Feb. 9
	Feb. 10

	Feb. 13
	Feb. 14
	Feb. 15
	Feb. 16
	Feb. 17

	Feb. 20
	Feb. 21-- Advising Day
	Feb. 22
	Feb. 23
	Feb. 24

	Feb. 27

	Feb. 28
	Feb. 29

Midterm Break

No Classes
	Mar. 1

Midterm Break 

No Classes
	Mar. 2 

Midterm Break

No Classes

	Mar. 5

 
	Mar. 6 


	Mar. 7


	Mar. 8 


	Mar. 9



	Mar. 12
	Mar. 13 
	Mar. 14
	Mar. 15
	Mar. 16

	Mar. 19
	Mar. 20
	Mar. 21- Last Day for “W”
	Mar. 22
	Mar. 23

	Mar. 26
	Mar. 27
	Mar. 28 
	Mar. 29 
	Mar. 30

	Apr. 2 Spring Break

No Classes
	Apr. 3-Spring Break

No Classes
	Apr. 4-Spring Break

No Classes
	Apr. 5-Spring Break

No Classes
	Apr. 6-Spring Break

No Classes

	Apr. 9
	Apr. 10
	Apr. 11
	Apr. 12
	Apr. 13

	Apr. 16 
	Apr. 17 
	Apr. 18 
	Apr. 19 
	Apr. 20 

	Apr. 23
	Apr. 24 
	Apr. 25
	Apr. 26
	Apr. 27

	Apr. 30

Final Exams
	May 1

Final Exams
	May 2

Final Exams
	May 3

Final Exams
	May 4

Final Exams

	15-Monday
	15-Tuesday
	15-Wednesday
	15-Thursday
	15-Friday


75 class days required in the semester

Residence Halls Open –Friday, January 6

Orientation – Thursday -Friday, January 5- 6

Spring Term begins – Monday, January 9

Martin Luther King Holiday - Monday, January 16
Fifth Week Grades Due – Monday, February 13
Advising Day—No Classes—Tuesday, Feb. 21

Priority Registration begins- Wednesday, Feb. 22
Regular Registration begins Monday, Mar. 12

Midterm Break---Wed.-Fri., February 29-March 2

Last Day to drop with a “W” – Wednesday, March 21

Spring Break –Monday-Friday, April 2-6
Last Day of Classes – Friday, April 27
Final Exams – Saturday – Friday, April 28-May 4

Commencement (graduate) – Friday, May 4, 7 pm
Commencement (undergraduate) – Sat., May 5
All Grades Due by 10:00 AM on Monday, May 7
Summer 2012  Approved 
Note: Play close attention to start and end dates of various summer courses.  Summer Session Term dates can be found on the Registrar’s web page .
	May 7-22
	Monday-Tuesday
	Mini-mester Term 

	May 7-July 5
	Monday-Wednesday
	Assisted registration for Asheville, Karpen Hall, UNCA

	May 28-29
	Monday-Tuesday
	Registration in Cullowhee

	May 31
	Thursday 8 a.m.
	9 Week and First 4.5 Week Term classes begin

	May 31-August 3
	Thursday-Friday
	9 Week Term

	May 31-July 2
	Thursday-Monday
	First 4.5 Week Term

	July 2
	Monday
	Registration in Cullowhee  (no classes)

	July 4
	Wednesday
	Independence Day Holiday

	July 5
	Thursday, 8 a.m.
	Second 4.5 Week Term classes begin

	July 5-August 3
	Thursday- Friday
	Second  4.5 Week Term

	Various Dates
	Last day of each course
	Final Exams

	
	
	

	
	
	


Campus Academic Resources

Campus academic resources are available to help with all aspects of student education and career preparation. Visit the website at http://www.wcu.edu/41.asp for more information.

A few of the resources available include:

Academic Success Centers (ASC)

Advising Center

Career Services and Cooperative Education

Catamount Academic Tutoring Center

Class TIPs

Disability Services

Information Technology

Math Tutoring Center

Writing Center

Campus Map

An interactive campus map can be found in the footer of every page of the main WCU website or by linking to Campus Map - http://www.wcu.edu/546.asp.

Academic Success Centers (ASC)
The Academic Success Centers XE "Academic Success Centers"  (ASC) promote intentional learning by providing opportunities for students to engage with course content outside of class. Under the guidance of trained peer educators who have been selected based on their academic achievements and their willingness to assist others, the ASC help students to make connections among course materials, solve problems, and communicate effectively with faculty and peers. Students are encouraged to maximize their potential as learners by taking advantage of the ASC’s free services: 

The Writing and Learning Commons (formerly the Catamount Academic Tutoring and University Writing Centers (30 Hunter Library, http://walc.wcu.edu, 227-7197), provides academic skills consultations, workshops, online learning resources, and faculty consultations. Writing Assistants collaborate with students from all classes and majors at every stage of the writing process, from brainstorming and prewriting to drafting and revising. Course tutors facilitate collaborative group sessions and offer strategies for effective study and efficient time management.

 The Mathematics Tutoring Center (455 Stillwell, http://mathlab.wcu.edu, 227-3830) provides tutoring in all lower-division math and many CS courses, help with mathematical concepts in other disciplines, and workshops on study skills specific to mathematics courses.

Classroom Supplies and Equipment XE “Classroom Supplies and Equipment”  

A certain amount of money is allotted each year for use in purchasing classroom supplies and equipment.  At the beginning of the fiscal year, these funds are divided so that the departments know the amounts available for their use.  An instructor desiring supplies or equipment should make formal requisition through the department head, who in turn, passes on the request through the dean of the college to the purchasing agent.  The purchasing agent makes the purchase of the materials, which are paid for through the instructor’s office.  This procedure must be followed.  The university will not be obligated for purchases made in any other manner.   See University Policy #1, item 5.

The same general procedure is observed in the purchase of materials for any other use.

Coulter Faculty Commons for Excellence in Teaching and Learning 

The Coulter Faculty Commons provides services designed to assist and support all part and full time faculty and Graduate Teaching Assistants in seeking, achieving and maintaining excellence in their teaching. Training and guidance is available for those who wish to use instructional technology in their teaching. The center also sponsors workshops, presentation, faculty teams, and other activities and events designed to encourage instructors to talk and reflect about effective teaching and exchange creative ideas for enriching student learning. The Center’s web site is located at http://facctr.wcu.edu  and includes a GTA page at http://www.wcu.edu/7545.asp and part-time and non-tenure track page at http://www.wcu.edu/7546.asp.

Directory of Academic Affairs Division Administration
	College of Arts and Sciences

Gibbs Knotts, Interim Dean

Niall Michelsen, Associate Dean                      

David Butcher, Associate Dean

Carrie Hockman, Executive Assistant

Carolyn Wiggins, Administrative Assistant

Tammy Allman, Business Officer

Amy McKenzie, Administrative Assistant (Part-time)
	340F Stillwell

340D Stillwell             

340C Stillwell

347 Stillwell

340B Stillwell

340D Stillwell

340 Stillwell
	2944

3336             

3808

3806

3903

3874

3809

	Anthropology & Sociology
	Phillip (Ted) Coyle 
Danielle Haney
	
	3833
3833

	Biology
	Sean O’Connell
Jessica Rowland
	132A Natural Science

132 Natural Science
	2203
3648

	Chemistry & Physics
	Cynthia Atterholt

Kathy Boland
	231A Natural Science

231 Natural Science
	3667

3666

	Communication
	Don Connelly

Betty Dishman
	109 Old Student Union

109 Old Student Union
	3851

3846

	English
	Brian Gastle
Sherri Roper

Pam Pittman (part-time) (AM)
	307 Coulter

308 Coulter

305 Coulter
	3976

3268

3266

	Geosciences & Natural Resources
	Peter Bates (interim)
Anna Thompson
	331A Stillwell

331 Stillwell
	3914
3818

	History
	Richard Starnes 

Kathy Orr
	226 McKee

225A McKee
	3910

3871

	Mathematics & Computer Science
	Tuval Foguel
Sandra Oldham
	426A Stillwell

426 Stillwell
	3831
3823

	Modern Foreign Languages
	Santiago Garcia-Castanon 

Melissa Allen
	122 McKee

118 McKee
	3500

3870

	Philosophy & Religion 
	Kevin Schilbrack 

Amy McKenzie (part-time) AM
	226A Stillwell

226 Stillwell
	2939

3852/3809

	Political Science & Public Affairs
	Chris Cooper (interim)
Lynn Kaufman
	358A Stillwell

358 Stillwell
	3862

3854


	College of Business

Louis Buck, Interim Dean    
Debra Burke, Associate Dean       

Mr. Kenneth Flynt, Associate Dean
Jessica Wisniewski, Administrative Assistant 

Kelly McIntyre, Administrative Assistant
	103 Forsyth         
104H Forsyth    

104F Forsyth
104C Forsyth

121 Forsyth
	3798       
3720   

3009
3443

3588

	Accounting, Finance, Information Systems and Economics

Center for Information Technology and Assurance (CITA)
	Robert (Bob) Mulligan 
Dona Potts


	124 Forsyth

	3383

7404


	Business Administration & Law and Sport Management
	AJ Grube
Liz Jones 
	212A Forsyth
212 Forsyth
	3028
3316

	Entrepreneurship, Sales & Marketing and Hospitality and Tourism
	Bob Carton (Interim)
Vicki Fisher
	226 D Forsyth
225 Forsyth
	3984
3504/2731

	Global Management and Strategy
	Jerry Kinard

Deneen Williams
	327 Forsyth
328 Forsyth
	3544

3547


	College of Education & Allied Professions 
Perry Schoon, Dean       
Dan Grube, Associate Dean 
Mary Rompf, Executive Assistant
Jenny Stewart, Administrative Assistant
	220 Killian              
221 Killian

222 Killian

227 Killian
	3305       
3306

3304

3303

	School of Teaching and Learning
	William (Dee) Nichols
Regina Aton

Amy DeLorm
	246 Killian
246 Killian

100 Reid
	3354
3339

3542

	Human Services
	Dale Brotherton 
Denise Royer

Wilma Nations
	233 Killian
233 Killian

250 Killian
	3284
3278

3325

	Psychology
	David McCord
Judy Hale

Carla Parrish
	302 Killian
301 Killian

301 Killian
	3363
3364

3364


	College of Fine & Performing Arts

Robert Kehrberg, Dean               

John West, Associate Dean

Courtney Thompson, Executive Assistant
Beth Denmon, Administrative Support Associate 
	Belk 392B 
Belk 392D

Belk 392C

Belk 392C
	2372             

2756

2757

2755

	School of Art & Design
	Richard Tichich

Wanda Crawford
	FPAC 156

FPAC 157
	2464

3590

	School of Music
	Will Peebles

Sheila Frizzell

Pam Pittman (part-time)
	Coulter 252

Coulter 253

Coulter 253
	3258

3256

3257

	School of Stage & Screen
	Thomas Salzman 

Melody Huddleston
	Stillwell 233B

Stillwell 233
	2599

3840


	College of Health & Human Sciences

Linda Seestedt-Stanford, Dean                   

Marie Huff, Associate Dean
Judy Dillard, Executive Assistant
Gwen Nicholson, Administrative Support Specialist
	207D Belk

207G Belk

207C Belk

207 F Belk
	2140/7271             

2141/7271

2143/7271
2144/7271

	Criminology and Criminal Justice
	Stephen Brown 

Pipa Swentzel
	413B Belk

413A Belk
	2174/7464
2172/7464

	Communication Sciences & Disorders
	Billy Ogletree

Darlene Stonesifer
Lili Acheson (Speech and Hearing)
	G53 McKee 

G54 McKee
G30 McKee
	3379/7165
3381/7165

3897/7251

	Physical Therapy
	Karen Lunnen

vacant
	312 Moore


	2191/7070


	School of Health Sciences
	Jay Scifers 
Joy Green
Susan Blair
	106 Moore

106A Moore
G02 Moore
	3511/7133
3508/7113

2658/7113

	School of Nursing
	Judy Neubrander 

Paula Carnes-Ashe
Mary Hipps

Suzan Melvin

Julie Conway
	207 Moore
G31 Haynes (Enka campus)
209 Moore
604 Haynes (Enka)

607 Haynes (Enka)

G33 Haynes (Enka)
	3526/7467

828/670-8810      ext. 223
7467/3521

828/670-8810     ext. 239

828/670-8810      ext. 222

828/670-8810     ext. 221

	Social Work
	Patricia (Pat)  Morse
Martha Tolley
	G04 McKee

G04 McKee
	3842

7112/3896


	Kimmel School of Construction Management & Technology                                          

James Zhang, Interim Dean 

Pat Smith, Executive Assistant

Alison Krauss, Administrative Support Specialist
	Belk 164
Belk 161                                                                              

Belk 161
	2167
2434                     

2159

	Construction Management
	Janet Yates
Robin Frizzel l
	Belk 211A
Belk 211
	2175
2201

	Engineering & Technology
	Chip Ferguson (Interim)
Lisa Brooks (temp)
	Belk 220

Belk 220
	2181
2775


	Hunter Library

Dana Sally, Dean

Dora Melton, Executive Assistant
	250 Hunter

250 Hunter
	2205/7307

3406

	Content Organization & Management 
	Tim Carstens
	Cataloging Department
	3399

	Research & Instruction
	Heidi Buchanan 
	Reference Department
	3408

	Digital, Access and Technology Services
	Mark Stoffan
	107 Hunter
	3489


	OTHER
	
	

	Educational Outreach
	Regis Gilman, Interim Dean

Lisa Hoyle
	138E Camp
138 Camp
	3070
3068

	Enrollment Management
	Fred Hinson,                                                   Senior Associate Vice Chancellor

Dina Towey, Executive Assistant
	137 Killian Annex

137 Killian Annex
	3017

3015

	Graduate School & Research


	Scott Higgins, Dean

Katherine Greysen, Associate Dean
Roxane Stiles, Executive Assistant
	110F  Camp

110 Camp
110 Camp
	3174/7398

3173/7398
3178

	Honors College
	Brian Railsback, Dean 

Steve Carlisle, Associate Dean

Bonnie Beam, Executive Assistant
Emily Johnson, Advisor
	Balsam/Honors College 101
Balsam/Honors College 101
Balsam/Honors College 101
Balsam/Honors College 101
	2101/7383

3276

2100

3277

	Information Technology


	Craig Fowler, CIO
Jenny Owen
	106B Camp 

106B Camp
	2397

3211

	Institutional Planning and Effectiveness
	Melissa Wargo

Pam Buchanan

Alison Joseph
	450 HFR

440 HFR

440 HFR
	3082

3038

3042

	International Programs
	Lois Petrovich-Mwaniki

Kay Moore
	109 Camp

109 Camp
	3433

3440

	Office of the Provost
	Beth Tyson Lofquist, Interim Provost

Anne Aldrich, Executive Assistant

Mark Lord, Interim Associate Provost

Natalie Broom, 

Administrative Support Associate

Ann Green,                                 Administrative Support Specialist

Joe Philpott, Director of Academic Resources and Operations
	560 HFR

565 HFR

566 HFR

565 HFR

569 HFR

570 HFR
	7495

3212

2271

2665

3016

3389

	Undergraduate Studies
	Carol Burton, Assistant Vice Chancellor

Glenda Hensley, 

Director of First Year Experience

Ricky Lanning,                   

Administrative Support Associate
	551 HFR

555 HFR

550 HFR
	3019

2786

3016

	WCU – Asheville Programs
	Patsy Miller, Director

Shirley Bateman
	120 Karpen Hall

120 Karpen Hall
	7423

6642


Other Important Numbers

	Administration and Finance - Dawne Coward
	3121

	Admissions
	7317

	Advancement and Development – Andi McNair
	3044

	Cashier Office
	3753/3099

	Financial Aid
	7291/ 7292

	Financial Aid Director
	3188

	Human Resources

· Vicki Knaack
· Lisa Hakanson
	7218

2776

3122

	IT
	7487

	One Stop
	7170/ 7232/ 7290

	Payroll
	7291/7292

	Registrar
	7216

	Steam Plant
	3583

	Student Accounts
	7324

	Student Affairs - Donna Welch
	3055


Directory of WCU Resources

______________________________________________

FOR ANY EMERGENCY – DIAL 227-8911

Division of Student Affairs Resources

Alcohol and Drug Services







227-7469

Campus Recreation Center







227-7069

Child Care (Kneedler)








293-1530

Counseling and Psychological Services Center




227-7469

Disability Services








227-7234

Enrollment Support








227-7234

Greek Life









227-7206

Health Center









227-7640

Multicultural Center








227-2276

Ramsey Center








227-7677

Residential Living








227-7303

Scholarships and Awards







227-7234

Student Community Ethics







227-7184

University Center








227-7206

Women’s Center








227-2627

Academic Affairs and Other Campus Resources

Academic Affairs








227-7495

Administration and Finance (main office)





227-7321

Admission









227-7317

Advancement and External Affairs (main office)




227-7337

Advising Center








227-7170

CAT Card Office








227-7003

Career Services








227-7133

Chancellor’s Office








227-7200

Coulter Faculty Center







227-7196

Financial Aid









227-7290

Graduate School and Research Administration




227-7398

IT Services









227-7487

Legal Counsel









227-7116

One-Stop









227-7170

Orientation Programs








227-2432

Provost’s Office








227-7495

Registrar’s Office








227-7216

Service Learning








227-7184

Student Accounts








227-7334

Student Media Center








227-2195

Student Support Services







227-7127

University Police








227-7301

University Police – Emergency





227-8911


University Police – TIPS line





227-8477

Disability Services

The office of Disability Services is located on campus at 144 Killian Annex.

Visit the website at http://www.wcu.edu/12789.asp or 828-227-3886 for complete information about all services.
Employment Contract

Processing of the paperwork to employ part-time faculty members is initiated by the department head. The contract is contingent on the course “making”; that is, a sufficient number of students must register for the course.
A.  Overview

The annual faculty evaluation XE "annual faculty evaluation"  (AFE) is the primary process for evaluating faculty member performance in teaching, service, and scholarship. The AFE process provides: 

· Information for merit salary increases; 

· Documentation for tenure, promotion, reappointment XE "reappointment" , and post-tenure review;

· Feedback to faculty members about their ongoing performance and the extent to which they have met applicable AFE documents.

AFE documents are developed by faculty members in accordance with guidelines provided by the Provost. After approval by departmental faculty, AFE documents are forwarded for approval to the dean of the college. The departmental AFE documents should include multiple means for evaluating teaching, scholarship, and service.

B.  Evaluation of Teaching XE "Evaluation of Teaching" 

1. 
The seven dimensions of teaching
Through the Faculty Senate XE "Faculty Senate" , the faculty at Western Carolina University has agreed upon a working definition of effective teaching that includes the following seven dimensions. For library faculty evaluation of teaching, see Section 4.05B.3 below. 

1. Content expertise. Effective teachers display knowledge of their subject matters. Content expertise includes the skills, competencies, and knowledge in a specific subject area in which the faculty member has received advanced experience, training, or education.

2. Instructional delivery skills.  Effective teachers communicate information clearly, create environments conducive to learning, and use an appropriate variety of teaching methods.

3. Instructional design skills. Effective teachers design course objectives, syllabi, materials, activities, and experiences that are conducive to student learning.

4. Course management skills.  Effective teachers give timely feedback to students, make efficient use of class time, and handle classroom dynamics, interactions, and problematic situations (e.g., academic dishonesty, tardiness, etc.) appropriately.

5. Evaluation of students.  Effective teachers design assessment procedures appropriate to course objectives, ensure fairness in student evaluation and grading, and provide constructive feedback on student work.

6. Faculty/student relationships.  Effective teachers display a positive attitude toward students, show concern for students by being approachable and available, present an appropriate level of intellectual challenge, sufficient support for student learning, and respect diversity.

7. Facilitation of student learning.   Effective teachers maintain high academic standards, prepare students for professional work and development, facilitate student achievement, and provide audiences for student work.

Departmental AFE plans should include means for evaluating each of these dimensions, preferably in the multiple ways outlined below.


2.
Sources of data for evaluating teaching
When evaluating an instructor's teaching for tenure, promotion, and reappointment XE "reappointment" , all departments must include data from at least the following three sources:

· Student assessment of instruction (SAI)

· Colleagues’ reviews of teaching (e.g. classroom observation and/or reviews of teaching materials)

· Instructor's self-report and evaluation

A.
Student assessment of instruction (SAI) 

Tenured faculty members are required to report SAIs during at least one semester each academic year.  Those standing for promotion or reappointment XE "reappointment"  may be required to provide more frequent evaluations as prescribed by the Provost.   SAIs will be conducted using forms and procedures that have been departmentally approved and include one of the university-wide assessment forms approved by the Faculty Senate XE "Faculty Senate" .

B.
Colleagues’ review of teaching
Teaching Materials. Each department should designate a committee of at least two faculty colleagues, exclusive of the department head, to review and evaluate teaching materials prepared by the instructor being evaluated. Materials may include course syllabi, examinations, quizzes, reading lists, assignments, study guides, handouts, slides and media, computer programs, etc. In small departments, reviewers may be selected from outside the department. Each department should develop a protocol to guide the review of materials. 

Direct Observation of Classroom Teaching. All tenure-track faculty members must be evaluated by direct observation of classroom teaching as required by the University of North Carolina General Administration (see UNC Policy Manual 400.3.1.1(G).  Classroom observation should never be used as the sole measure of teaching effectiveness.  Each department should develop protocols to guide classroom observation. Other faculty members may also include direct observations in support of their AFE. 

C.
Instructor's self-report and evaluation 

The instructor's self-report and evaluation should address each of the seven dimensions of teaching (see Section 4.05B.1).  The report should include items such as a statement of teaching philosophy, a description of goals, methods, and strategies used, and selected teaching materials for the courses taught during the period of the review. 
D. 
Other information as determined by the College and/or Department Collegial Review Documents.
3.
Evaluating library faculty

Library faculty members’ contributions may or may not include formal classroom instruction.  The “teaching quality and effectiveness” of the library faculty are identified by the following:

· Managing personnel and other resources effectively and/or ensuring unit goals are in concert with overall library and university goals. 

· Acquiring, organizing, and creating means of access to library-related information resources. 

· Developing library collections, both in physical and electronic form, to ensure that the collections meet the instructional and research needs of the University. 

· Assisting patrons in the use of library services and collections either as individuals or groups. 

· Applying and/or developing technology to enhance library services. 

· Assessing and evaluating library operations, resources and services, strategic and tactical planning, and developing library promotional materials.

Library faculty members must include data from at least the following three sources:

· Client assessments

· Colleagues’ review of relevant materials

· Faculty member's self-report and evaluation

C.  Evaluation of Scholarship XE "Evaluation of Scholarship" 


Scholarship is an ongoing activity with the goal of being shared with others and/or evaluated by peers.  Faculty members should provide a list and description of their scholarship.  Departments must develop criteria for evaluation of scholarship.  Departmental criteria should be specific and flexible – specific enough to provide guidance to new faculty and flexible enough to accommodate multiple types of scholarship. 

D.  Evaluation of Service
Faculty members should provide a list and description of their service activities.  Documentation of service may include letters, newspaper articles, advisee evaluations, evidence of service outcomes, etc.  Because service varies widely, departments must develop methods of evaluating service.
E.  Evaluation of Grant Writing Activities
Grant writing is an activity that requires faculty members to take initiative in matching resources to needs.  Departments must develop criteria that evaluate the significance of grant writing activities.  Faculty members should provide a list and description of all grants submitted and/or awarded. 

F.  Annual Evaluation of Instructors Who Are Non-Tenure Track

With the exception of professorships whose responsibilities are specified by contract, annual evaluation of instructors who are non-tenure track is built on the following premises:

1.
Teaching and learning are the primary focus.

2.
All teaching will be formally evaluated based on the Seven Dimensions of Teaching (see Section 4.05B.1 of The Faculty Handbook).

3.
In addition to class meetings, instructors will schedule office hours to meet with their students.  This could be in person, via email, phone, or electronically. 

4.
Departments will establish criteria for formally evaluating instructors, regardless of their title or type of appointment. All departments should include data from at least the following three sources:

· Student assessment of instruction

· Colleagues’ reviews of teaching (e.g. classroom observation and/or reviews of teaching materials)

· Instructor's self-report and assessment

5.
All instructors will be told in writing at the time of their appointment how their work will be evaluated.

6.
Instructors will receive written feedback on their performance from the department head.

7.
In the event that problems are identified, the department head will meet with the instructor to address the problem. 

Name: _____________________________________________________________
Evaluation Year:  _______________

Summary Evaluation Instructions:  Upon review of all documented evidence
 of teaching effectiveness, which may include peer evaluations, student evaluations, syllabi review, and/or faculty self-assessments, rate the instructor on each teaching dimension below. 

	Teaching Dimension
	Exceeds Expectations
	Meets Expectations
	Unsatisfactory
	Not applicable/ Not observed

	Content Expertise: Instructor displays adequate knowledge of the subject including body of skills, competencies, and knowledge in a specific subject area in which the faculty member has received advanced experience, training, or education.
	(
	(
	(
	(

	Instructional Delivery Skills: Instructor communicates information clearly; creates environments conducive to learning; uses an appropriate variety of teaching methods.
	(
	(
	(
	(

	Instructional Design Skills: Instructor designs course objectives, syllabi, materials, activities, and learning experiences that are conducive to student learning.
	(
	(
	(
	(

	Course Management Skills. Instructor gives timely feedback to students; makes effective use of class time; handles classroom dynamics, interactions, and problematic situations effectively (e.g., academic dishonesty, tardiness, etc.)
	(
	(
	(
	(

	Evaluation of Students: Instructor designs assessment procedures appropriate to course objectives; ensures fairness in student evaluation and grading; provides adequate constructive feedback on student work. 
	(
	(
	(
	(

	Faculty/Student Relationships: Instructor displays a positive attitude toward students; shows concern for students by being approachable and available; presents an appropriate level of intellectual challenge along with sufficient support for student learning; has respect for diversity. 
	(
	(
	(
	(

	Facilitation of Student Learning: Instructor maintains high academic standards; prepares students for professional work and development; facilitates student achievement; provides audiences for student work.
	(
	(
	(
	(


Select Type(s) of Evidence Used:

( Peer Observation
  (Student/Course Evaluations 
( Review of Syllabi 
( Faculty Self-Assessment

Recommendation for Reappointment/Future Hiring:

(Recommended
(Recommended with reservations

(Not recommended

Additional Comments:

_______________________________________________
_____________________

 (Signature of Faculty Member - Optional)
Date

_______________________________________________
_____________________________________________
__________________________

(Printed Name of Department Chair or Program Director) 
(Signature of Department Chair or Program Director)
Date

XC: Original to Personnel Action File


Department File


Faculty Member


 All reservations should be documented in the ‘Additional Comments’ section.

Evaluation of Instructor/Course

Your instruction and the courses that you teach are evaluated each semester. Please see your department head for evaluation materials and procedures for having the forms completed.

In addition, student assessment of instruction is an important source of information in evaluating instructors. Please visit the website at http://www.wcu.edu/8356.asp for complete information on CourseEval, a student evaluation system employed at Western Carolina University. From this site you will be able to access the CoursEval forms for all course types.
Health Services Center

All temporary part-time or hourly employees, fixed term, adjuncts, part-time and visiting lecturer faculty may choose to participate in the services offered by the University Health Services Center.  A monthly access fee will not be charged to the employee.  Part-time employees must pay all fee-for service charges.  The guidelines are as follows:

a.
Employees are not entitled to free medical provider contacts.  Services rendered must be paid in full at time of the medical contact. Lab work, procedures, blood pressure checks, travel clinic assessment, and other medical diagnostic tools will be charged to the employee.

b.
The Health Services Center is designed for urgent care assessments, treatments and procedures.  This includes, but not limited to, the management of colds, flu, minor suturing of wounds, allergy shots, basic immunizations, basic physicals, and performing basic laboratory and diagnostic procedures.

c.
The Health Services Center cannot provide medical advice, treatment, assessment or prescriptions over the telephone or through e-mail.  All medical contacts must be done in person at the Health Services Center.

d.
The Health Services Center cannot serve as the employee’s primary physician for acute and/or chronic medical conditions. Employees will be provided a list of local primary physicians upon request.

Hunter Library
Hunter Library employees collaborate with students and faculty to find, obtain, and use quality information for their research. Faculty and students have access to more than 700,000 books, cd’s, dvd’s, and journals, as well as manuscripts, books, photographs, and other resources documenting the history of western North Carolina and Southern Appalachia, the history of the Cherokee Indians, literary works and papers of authors residing in or native to western North Carolina.  The library also provides library materials to UNCA's Ramsey Library for Western Carolina University courses and programs offered on the Asheville Campus.

The library generally is open every day of the semester and during finals week, the library is open 24/7.  Librarians provide research and instructional assistance for every discipline studied at Western Carolina University.  Research XE "Research"  assistance is also available online via IM and email.  Students and faculty enjoy the use of quiet study spaces in Hunter Library, the presentation practice rooms, group study rooms, and film viewing rooms.  For information on services provided to all faculty, see our web page “For Faculty and Staff” http://www.wcu.edu/library, or call 227-7465. 

Mail Service
The campus mail system distributes US Postal Service and inter-departmental mail for University departments.  Only official University mail and mail from independent organizations, both student and non-student, recognized by the university may be distributed through the campus mail system.  Mail for personal or private purposes is not eligible for postage-free distribution.  The University cannot pay any postage for mail from independent organizations.

As a service to University employees, mail department personnel will pick-up personal mail with the proper postage affixed from department mail boxes and will deliver the mail to the Cullowhee Post Office.  Likewise, occasional incoming personal mail may be distributed from the US Post Office to the departmental mailbox of the addressee.  However, employees should not routinely use University business addresses as their address of record for personal mail.  The University mail department cannot assume responsibility for lost, misplaced, or delayed personal mail.

Stationary bearing the University letterhead may be used only for University business purposes.  Personal mail should be on personal stationary and such mail must not be posted through the University postage meter.

Office Hours

It is expected that faculty members will maintain office hours for student consultation in addition to their teaching assignments.  It is left to colleges and departments to determine these guidelines.

Policy on Illegal Drugs

I.
Purpose

Western Carolina University is an academic community dedicated to the transmission and advancement of knowledge and understanding.  The Board of Trustees is committed to the maintenance and protection of an environment in which students and faculty members may responsibly pursue these goals through teaching, learning, research, discussion and publication, free from internal or external restraints that would unreasonably restrict their academic endeavors.  Moreover, it is the obligation of all members of the university community - faculty, students, administrators, and other employees - to help maintain an environment wherein academic freedom flourishes and in which the rights of each member of the academic community are respected.  
The illegal use of, and trafficking of in drugs can jeopardize the welfare of members of this academic community.  Accordingly, in an effort to responsibly address such threats to the integrity of the academic environment, the Board of Trustees adopts this policy.

II.
Applicable Policies, Practices and Programs

Please note that this policy may be revised at any time, for the most current information please refer to the DSCE website.
A.
Education, Prevention, Counseling and Rehabilitation

1.   Just as the primary purpose of Western Carolina University is education, so also the university's major effort to address drug abuse should be educational in nature. The university shall maintain a comprehensive drug education program available to all members of the academic community (students, faculty, administration, and staff). The activities of the program shall be the responsibility of the Alcohol XE "Alcohol"  and Other Drug Committee composed of faculty, staff and students. The committee shall develop and coordinate an ongoing program available to all members of the academic community that:

a. 
informs members of the academic community about the health hazards associated with drug abuse;

b.
 emphasizes the incompatibility of drug abuse and maximum achievement of personal and educational goals;

c. 
informs members of the academic community that they also may be subject to criminal prosecution for violating state laws relating to the illegal use, possession, delivery, sale, manufacture or creation of controlled substances.

d.  
educate members of the academic community about high risk behavior and strategies to reduce risk.

2.
Western Carolina University shall provide information about drug counseling and rehabilitation services to members of the university community, through campus-based programs for students and through community-based organizations for faculty, staff, and students.  Persons who voluntarily avail themselves of university services shall be assured that applicable professional standards of confidentiality will be observed.

B.
Enforcement and Penalties

1. Western Carolina University shall take all actions necessary, consistent with state and federal law and applicable university policy, to eliminate illegal drugs XE "Illegal Drugs"  from the university community.  The institutional policy on illegal drugs XE "Illegal Drugs"  shall be publicized in catalogs and other relevant materials distributed to faculty members, administrators, and other employees. 

2.
Students, faculty members, administrators, and other employees are responsible, as citizens, for knowing about and complying with the provisions of North Carolina law that make it a crime to possess, sell, deliver, or manufacture those drugs designated collectively as “controlled substances” in Article 5 of Chapter 90 of the North Carolina General Statutes.  Any member of the university community who violates that law is subject both to prosecution and punishment by the civil authorities and to disciplinary proceedings by the university.  It is not “double jeopardy” for both the civil authorities and the university to proceed against and punish a person for the same specified conduct.  The university shall initiate its own disciplinary proceeding against a student, faculty member, administrator, or other employee when the alleged conduct is deemed to affect the interests of the university.

3.
Penalties shall be imposed by the university in accordance with procedural safeguards applicable to disciplinary actions against students, faculty members, administrators, and other employees, as required by student discipline, tenure regulations EPA non-faculty personnel policies, and by regulations of the State Personnel Commission.

4.
The penalties to be imposed by the university shall range from written warnings with probationary status to expulsions from enrollment and discharges from employment.  However, the following minimum penalties shall be imposed for the particular offenses described.

III.
Trafficking in Illegal Drugs

A.
For the illegal manufacture, sale or delivery, or possession with intent to manufacture, sell or deliver, of any controlled substance identified in Schedule I, N. C. General Statutes 90-89, or Schedule II N. C. General Statutes 90-90, (including, but not limited to, heroin, mescaline, lysergic acid diethylamide, opium, cocaine, amphetamine, methaqualone), any student shall be expelled and any faculty member, administrator or other employee shall be discharged.

B.
For a first offense involving the illegal manufacture, sale or delivery, or possession with intent to manufacture, sell or deliver, of any controlled substance identified in Schedules III through VI, N. C. General Statutes 90-91 through 90-94, (including, but not limited to, marijuana, pentobarbital, codeine) the minimum penalty shall be suspension from enrollment or from employment* for a period of at least one semester or its equivalent.  For a second offense, any student shall be expelled and any faculty member, administrator, or other employee shall be discharged.

IV.
Illegal Possession of Drugs

A.
For a first offense involving the illegal possession of any controlled substance identified in Schedule I, N. C. General Statutes 90-89, or Schedule II, N. C. General Statutes 90-90, the minimum penalty shall be suspension from enrollment or from employment* for a period of at least one semester or its equivalent.

B.
For a first offense involving the illegal possession of any controlled substance identified in Schedules III through VI, N. C. General Statutes 90-91 through 90-94, the minimum penalty shall be probation, for a period to be determined on a case-by-case basis.  A person on probation must agree to participate in a drug education and counseling program, consent to regular drug testing, and accept such other conditions and restrictions, including a program of community service, as the chancellor or the chancellor’s designee deems appropriate.  

Refusal or failure to abide by the terms of probation shall result in suspension from enrollment or from employment* for any unexpired balance of the prescribed period of probation.

C.
For second or other subsequent offenses involving the illegal possession of controlled substances, progressively more severe penalties shall be imposed, including expulsion of the students and discharge of faculty members, administrators or other employees.

V.
Suspension Pending Final Disposition

When a student, faculty member, administrator, or other employee has been charged by the university with a violation of policies concerning illegal drugs XE "Illegal Drugs" , he or she may be suspended from enrollment or employment before initiation or completion of regular disciplinary proceedings if, assuming the truth of the charges, the chancellor or, in the chancellor’s absence, the chancellor’s designee concludes that the person’s continued presence within the university community would constitute a clear and immediate danger to the health or welfare of other members of the university community; provided, that if such a suspension is imposed, an appropriate hearing of the charges against the suspended person shall be held as promptly as possible thereafter.

VI.
Compliance with Federal Drug-free Workplace Act of 1988:  Pertaining to Employees

A.
As a condition of employment, an employee must abide by the terms of this policy and must notify the immediate supervisor at Western Carolina University of any criminal drug conviction occurring in the workplace no later than five days after that conviction.

B.
Western Carolina University will notify federal granting or contracting agencies within ten days after receiving notice that an employee directly engaged in a grant or contract has been convicted of a drug offense in the workplace.

C.
Western Carolina University will impose sanctions and/or require satisfactory participation in drug abuse or rehabilitation programs by an employee convicted of a drug related violation in the workplace no later than thirty days after notice of said conviction.

*Rules of the State Personnel Commission govern disciplinary actions that may be taken against SPA employees; under current commission policies, discharge rather than suspension is the applicable penalty for SPA employees in instances where this policy otherwise requires suspension.

Parking
The Board of Trustees at Western Carolina University has adopted parking XE "parking"  and traffic ordinances, copies of which are on file with the Board of Governors of The University of North Carolina and the Secretary of the State of North Carolina. A comprehensive and detailed copy is available in the Office of University Police, Camp Building Annex, and is available online at http://www.wcu.edu/9005.asp. 

It is the responsibility of all faculty, staff and students to purchase a registration permit before the start of the fall semester or within 24 hours of employment and to become familiar with the Traffic Code.

Policies pertaining to parking XE "parking"  services on campus are promulgated by the Parking, Traffic, and Safety Committee and recommended to the Board of Trustees. Regulations, monetary charges, and penalties are established pursuant to General Statute 116-44.4. See http://www.wcu.edu/9005.asp for additional up-to-date information.

University police officers enforce state traffic laws on campus. Violators of state traffic laws may receive a campus or state traffic citation, depending upon the severity of the violation in the judgment of the officer. Campus traffic citations may be appealed on campus through the Parking, Traffic, and Safety Committee. State traffic citations must be appealed through the court system.

UNCA Campus.  Permits are required for daytime and evening hours at UNCA. WCU parking permits are honored on the UNCA Campus. Faculty teaching part-time on the UNCA campus only, should contact WCU Programs in Asheville at (227-7423 or 251-6642) for assistance in obtaining a UNCA permit.

Shuttle Bus Service

The University Center will shuttle International students to and from the airport. The University Policy office operates the CAT-TRAN shuttle service (http://cattran.wcu.edu).

Technology Assistance
Technology Support has been specifically designed around services. Faculty can find all services they need at this page:  http://www.wcu.edu/27155.asp  
Services are available in the following areas:  academics and instructional support, accounts and access, Banner and MyCat, email, calendaring and collaboration, servers and storage, training, research, security, web, video and event support, hardware and software, network and internet. 

Travel Policy
The following is an Overview and General Guidelines from the Western Carolina Travel Policies and Procedures. For the complete Travel Manual and forms please go to http://www.wcu.edu/12382.asp 
Last Modified Date:  06/03/2010

State Policies Regarding Travel

The University’s Travel Policies and Procedures XE "Travel Policies and Procedures"  Manual is based on Section 5 of The State Budget Manual, which sets forth travel policies and regulations relative to securing authorization and reimbursement of expenditures for official state travel.  The administration and control of travel is designed to comply with the provisions of G.S. 138-5, 138-6, and 138-7.

Responsibility of Traveler

An employee traveling on official business is expected to exercise the same care in incurring expenses that a prudent person would exercise if traveling on personal business and expending personal funds.  Excess costs, circuitous routes, delays, or luxury accommodations and services that are unnecessary, unjustified, or for the convenience or personal preference of the employee in the performance of official state business are prohibited.  Employees will be responsible for unauthorized costs and any additional expenses incurred for personal preference or convenience.  Each traveler is responsible for his/her own expenses (both employees and non-employees).  The University should not be billed for an individual’s travel-related expenses.

Official State Business

These policies are intended to apply only to those state employees or other persons on official state business. Official state business occurs when the State employee or other person is traveling to attend approved job related training, work on behalf of, officially represent, or provide a state service upon the State’s request. Travel that would not directly benefit the State will not be reimbursable. 

Ride Sharing

It is the policy of the University to limit the number of vehicles for which mileage expense is to be incurred by the University to the minimum necessary to transport multiple business travelers to a common destination with reasonable regard for safety, comfort, and efficiency.

The precise number of vehicles that can be justified will vary according to type of vehicle available (e.g. van, sedan, station wagon); number of travelers; distance to be traveled; vicinity travel required at the destination; compatibility of travelers' departure and return schedules; and other pertinent variables.  However, both the traveler and those who authorize the travel bear responsibility for assuring that the number of vehicles used and the consequent expenses incurred reflect observance of the University policy stated above.

When multiple passengers undertake approved business travel in a private vehicle, only one may claim reimbursement for mileage.
Penalties and Charges Resulting from Cancellations

Penalties and charges resulting from the cancellation of travel reservations (including airline, hotel, or other reservations and conference registration) shall be the University’s obligation if the employee’s travel has been approved in advance and the cancellation or change is made at the direction of and/or for the convenience of the University.  If the cancellation or change is made for the personal benefit of the employee, it shall be the employee’s obligation to pay the penalties and charges.  However, in the event of accidents, serious illness, or death within the employee’s immediate family or other critical circumstances beyond the control of the employee, the University may pay the penalties and charges.

Controller’s Office – Travel Audit Section

The Controller’s Office is responsible for administering the University’s Travel Policies and Procedures XE "Travel Policies and Procedures" .  The Travel Auditor reviews travel authorizations and reimbursement requests for completeness and conformance to the University travel regulations; prepares input documents for travel advances and reimbursements; maintains subsidiary records of travel advances; and prepares travel deposits for the Cashiers’ Office.

The Travel Auditor is located in Room 323A, H. F. Robinson Administration Building.

Forms

All forms for travel are on the Controller’s website at http://www.wcu.edu/12382.asp .

Assistance
Before travel expenditures are incurred, all travelers and administrative personnel should be aware of the travel policies and procedures stated in this manual.  Please refer questions to Kay Benson, Travel Auditor, Ext. 3104.
ACADEMIC POLICIES
Academic Action Appeal Policy/Procedures
A student has the right to appeal a final assigned grade or dismissal at the program level. A student may only appeal a final grade or program dismissal if he/she can show the grade or program dismissal was assigned arbitrarily or impermissibly.  A student who wishes to appeal a grade on a particular assignment or exam can do so only in the context of how it affects their final assigned grade or dismissal from a program. 

A final grade or program dismissal is deemed to have been assigned arbitrarily or impermissibly if, by a preponderance of the evidence, a student establishes that:

1. The final grade or dismissal was based upon the student’s race, color, religion, national origin, age, sex, disability, sexual orientation, or for some other arbitrary or personal reason unrelated to the instructor’s exercise of his or her professional academic judgment in the evaluation of the academic performance of the student; or
2. The final grade or program dismissal was assigned in a manner not consistent with the standards and procedures for evaluation established by the instructor, the program, or the University in the Catalog, in the course syllabus, or during the class/program in written or oral communications directed to the class/program as a whole; or
3. The final grade or program dismissal was the result of a clear and material mistake in calculating or recording grades or other evaluation. Individual elements (e.g., assignments, tests, activities, projects) which contribute to a final grade are generally NOT subject to appeal or subsequent review during a final grade appeals procedure. However, individual elements may be appealed under these procedures providing all of the following conditions are met:

a) The student presents compelling evidence that one or more individual elements were graded on arbitrary or impermissible grounds;

b) Grounds can be established for determining a professionally sound grade for the appealed element(s); and

c) The ensuing grade for each appealed element would have resulted in a different course grade than that assigned by the faculty member.

If dismissal from the Graduate School is a result of grades (3 C’s or an F), the student may appeal the grade causing the dismissal. If the appeal is unsuccessful, the dismissal stands; the student cannot appeal the dismissal as well as the grade because dismissal is based upon the grades.

If a student is appealing dismissal from a program, or a final assigned grade that results in dismissal, the student shall be allowed  to continue taking courses until the appeal is resolved (with the approval of the program in which the classes are taken), with the exception of clinical placements or internships, or when the students’ continued participation is deemed by the program director or department head to be harmful or disruptive to other students and/or the program.  

If the appeal is unsuccessful and the dismissal stands, the student will be removed from any classes in which he or she is registered and will be responsible for any tuition and fees accrued as a result of registration during the appeals process.

Academic Action Appeal Procedure Overview:

Students who wish to appeal a final assigned grade or dismissal from an academic program for any reason other than academic dishonesty should follow, in order, the academic appeal procedure outlined below. (n.b. For these procedures, a “working day” = a day classes are held on campus)

Appeals of a final assigned grade and appeals of dismissals from an academic program follow similar procedures:

1) Appeal to Instructor

2) Appeal to Department Head

3) Appeal to Academic College – Associate Dean – may dismiss appeal or send to:

4) College Academic Action Committee Review 

5) Academic Dean Review

An Appeal to Provost is only allowed for alleged violations of procedures, protected class, or constitutional rights,

Final Grade Appeal Procedures:

The following procedures detail the steps for appealing a final assigned grade (whether or not that grade results in dismissal from the Graduate School).  The student is encouraged to meet/talk with the instructor prior to filing a formal appeal. 

The student must demonstrate that the grade was impermissibly or arbitrarily assigned (see Academic Action Policy). That the student simply disagrees with the assigned grade does not constitute a basis for a review.

(Step 1) Appeal to Instructor: 
Within 35 calendar days after the student receives notification of the academic action (grade) the student should submit a formal written appeal to the instructor.  This appeal must include:

a) a statement of the reason(s)  why the student believes the grade was impermissibly or arbitrarily assigned (see policy Academic Action Appeal Policy) 

b) the resolution sought. 

If the grade being appealed is leading to dismissal from the Graduate School, the Dean of the Graduate School should be copied on the student’s initial appeal. All correspondence should include contact information.

The instructor must respond to the student’s request in writing as soon as possible (no later than ten working days after receiving the student’s written appeal).  This response should detail whether or not the instructor is approving or denying the appeal.

(Step 2) Appeal to Department Head: 

If the student is unable to resolve the grievance through the appeal to the instructor, the student should submit a written appeal to the department head within 10 working days of receiving the instructor’s written response (from Step 1). If the department head is the instructor for the grade assigned, the associate dean of the department’s college will serve this function.  Students appealing to the department head assume the burden of proof. Therefore, the appeal must include:

a) A statement of the reason(s) the student believes the grade was impermissibly or arbitrarily assigned;

b) The steps taken to resolve the disagreement over the assigned course grade; and

c) The resolution sought.

The appeal must be accompanied by evidence the student believes supports the conclusion that the grade was impermissibly or arbitrarily assigned. Evidence might include papers, tests, syllabi XE "syllabi" , or written documentation. 

Within ten working days of receiving this appeal, the department head will attempt to resolve the appeal. If the department head is unable to resolve the appeal within ten working days, the department head will notify the student of the decision, and the student has 10 days to appeal to the associate dean of the academic college. 

(Step 3) Appeal to the Academic College (Associate Dean Review): 

If appealing to the academic college, the student should forward (to the associate dean of the academic college) his/her initial Appeal to the Instructor and response from the instructor (from Step 1), the subsequent Appeal to the Department Head, and the department head’s written notification (from Step 2). Upon receipt of the appeal and aforementioned materials the associate dean may request further information from the student, the instructor, and/or the department head. 

If the associate dean concludes that the facts alleged by the student would not constitute a violation of the Academic Action Appeal Policy or Procedures, the associate dean may, in consultation with the Dean and Graduate Dean if applicable, dismiss the review. The student will not be allowed any further appeal.

If the associate dean determines that the facts alleged in the student’s written appeals could, if true, constitute a violation of the Academic Action Appeal Policy or Procedures, the associate dean, within ten working days of receiving all information, shall refer the case to the College’s Academic Action Committee.

(Step 4) Academic Action Committee Review: 

The College Academic Action Committee (CAAC) will consist of faculty members (who do not teach in the program from which the appeal originated) and students as designated by the academic college (graduate or undergraduate based upon appeal) appointed by the appropriate Academic Dean or Associate Dean. At least two of the faculty members shall be selected from “allied” disciplines or programs. The Associate Dean will serve as ex officio (non-voting) chair of this committee. The purpose of the CAAC is to determine whether the facts support the student’s contention that the grade was impermissibly or arbitrarily assigned as defined in the policy. It is not the function of the Committee to re-evaluate the student’s work to determine whether the CAAC agrees with the professional judgment of the faculty member who assigned the grade. 

The CAAC Chair shall convene the Committee not later than ten working days from the request by the associate dean to examine the student’s appeals to the instructor and department head.  The CAAC will also take into consideration any written statements received by the associate dean from either the student or the instructor, and any additional relevant documentation. Additionally, the CAAC may request oral presentations from both parties. Other relevant parties may be questioned. 

Neither the student nor the faculty member may be accompanied or represented in the hearing by legal counsel or other advisor. The CAAC may consider only such evidence as is offered by the parties and at the hearing(s) and need consider only the evidence offered that it considers fair and reliable. The burden of proof shall be on the student to satisfy the Committee that a preponderance of the evidence supports a conclusion that the grade was awarded arbitrarily or impermissibly as defined. All recommendations of the CAAC shall be made by a simple majority vote. 

Within ten working days from the conclusion of its hearing(s) on the matter, the CAAC Chair will provide a written report to the academic dean and to the graduate dean (for graduate-level grade appeals). The Committee report must include the Committee’s finding as to whether or not the grade assigned was awarded arbitrarily or impermissibly as defined in the policy. If such a determination is made, the CAAC shall recommend a course of action which could include recommending assignment of a specific grade to replace the one originally assigned or implementation of some process to re-evaluate the student’s work.

(Step 5) Review by the Dean: 

Within ten working days after receiving the CAAC’s report, recommendations and other documentation assembled in the review, the academic Dean will, in consultation with the faculty member and department head, determine a final course of action. S/he will then communicate the final action in writing to the student, faculty member, department head, and (for graduate-level grade appeals) the dean of the Graduate School.

Appeal to the Provost: 

An appeal to the Provost is only allowed if the student can establish a reasonable basis that the appeal procedures were not followed, discrimination of a protected class has occurred, and/or a student’s exercise of rights guaranteed by the First Amendment has been violated. If the student feels one of these conditions applies, s/he must file a written appeal to the Provost explaining the situation that warrants this level of appeal.

Substitution Provisions: In the event that the faculty member whose grade is being reviewed is also a department head/school director, the associate dean shall do those things required by the head or director. In the event that the faculty member whose grade is being reviewed is also an associate dean, the academic dean or Provost can name an appropriate substitute to perform the functions of the associate dean as required by this policy.

Program Dismissal Appeal Procedures:

The following procedures detail the steps for appealing a dismissal from a program for any reason other than final assigned grade(s), including failure to adhere to technical standards. 

Dismissal from the Graduate School (and therefore dismissal from the program) based on bad grades may only be appealed by appealing the final grade(s) resulting in the dismissal from the Graduate School. The student is encouraged to meet/talk with the program director prior to filing a formal appeal. 

The student must demonstrate that dismissal was impermissibly or arbitrarily assigned (see Academic Action Policy). That the student simply disagrees with the dismissal does not constitute a basis for a review.

(Step 1) Appeal to Program Director: 
Within 35 working days after the student receives notification of the academic action (grade) the student should submit a formal written appeal to the instructor.  This appeal must include:

c) a statement of the reason(s)  why the student believes the dismissal was impermissibly or arbitrarily assigned (see policy Academic Action Appeal Policy) 

d) the resolution sought. 

When appealing a dismissal from a graduate program, the student must copy the Dean of the Graduate School on this initial appeal. All correspondence should include contact information.

The program director must respond to the student’s request in writing as soon as possible (no later than ten working days after receiving the student’s written appeal).  This response should detail whether or not the program is approving or denying the appeal.

(Step 2) Appeal to Department Head: 

If the student is unable to resolve the grievance through the appeal to the program director, the student should submit a written appeal to the department head within 10 working days of receiving the program director’s written response (from Step 1). If the department head is the instructor for the grade assigned, the associate dean of the department’s college will serve this function.  Students appealing to the department head assume the burden of proof. Therefore, the appeal must include:

d) A statement of the reason(s) the student believes the dismissal was impermissibly or arbitrarily assigned;

e) The steps taken to resolve the disagreement over thedismissal; and

f) The resolution sought.

The appeal must be accompanied by evidence the student believes supports the conclusion that the dismissal was impermissibly or arbitrarily assigned. Evidence might include papers, tests, syllabi XE "syllabi" , or written documentation. 

Within ten working days of receiving this appeal, the department head will attempt to resolve the appeal. If the department head is unable to resolve the appeal within ten working days, the department head will notify the student of the decision and copy the dean of the Graduate School, and the student has 10 days to appeal to the associate dean of the academic college. 

(Step 3) Appeal to the Academic College (Associate Dean Review): 

If appealing to the academic college, the student should forward (to the associate dean of the academic college) his/her initial Appeal to the Program Director and the program director’s response (from Step 1), the subsequent Appeal to the Department Head, and the department head’s written notification (from Step 2). Upon receipt of the appeal and these materials the associate dean may request further information from the student, the program director, and/or the department head. 

If the associate dean concludes that the facts alleged by the student would not constitute a violation of the Academic Action Appeal Policy or Procedures, the associate dean may, in consultation with the academic Dean and Graduate Dean if applicable, dismiss the review. The student will not be allowed any further appeal.

If the associate dean determines that the facts alleged in the student’s written appeals could, if true, constitute a violation of the Academic Action Appeal Policy or Procedures, the associate dean, within ten working days of receiving all information, shall refer the case to the College’s Academic Action Committee.
(Step 4) Academic Action Committee Review: 

The College Academic Action Committee (CAAC) will consist of faculty members (who do not teach in the program from which the appeal originated) and students as designated by the academic college (graduate or undergraduate based upon appeal) appointed by the appropriate Academic Dean or Associate Dean. At least two of the faculty members shall be selected from “allied” disciplines or programs. The Associate Dean will serve as ex officio (non-voting) chair of this committee. The purpose of this Committee is to determine whether the facts support the student’s contention that the dismissal was impermissibly or arbitrarily assigned as defined in the policy. It is not the function of the CAAC to re-evaluate the student’s work to determine whether the Committee agrees with the professional judgment of the program director or faculty member(s). 

The CAAC Chair shall convene the Committee not later than ten working days from the request by the associate dean to examine the student’s appeals to the program director and department head.  The committee will also take into consideration any written statements received by the associate dean from either the student or the program director, and any additional relevant documentation. Additionally, the Committee may request oral presentations from both parties. Other relevant parties may be questioned. 

Neither the student nor the program director may be accompanied or represented in the hearing by legal counsel or other advisor. The CAAC may consider only such evidence as is offered by the parties and at the hearing(s) and need consider only the evidence offered that it considers fair and reliable. The burden of proof shall be on the student to satisfy the Committee that a preponderance of the evidence supports a conclusion that the dismissal was awarded arbitrarily or impermissibly as defined. All recommendations of the CAAC shall be made by a simple majority vote. 

Within ten working days from the conclusion of its hearing(s) on the matter, the CAAC Chair will provide a written report to the academic dean and to the graduate dean (for graduate-level grade appeals). The Committee report must include the Committee’s finding as to whether or not the dismissal assigned was awarded arbitrarily or impermissibly as defined in the policy. If such a determination is made, the CAAC shall recommend a course of action which could include recommending readmission or implementation of some process to re-evaluate the student’s actions/work that lead to the program dismissal.

(Step 5) Review by the Dean: 

Within ten working days after receiving the CAAC’s report, recommendations, and other documentation assembled in the review, the academic Dean will, in consultation with the program director and department head, determine a final course of action. S/he will then communicate the final action in writing to the student, faculty member, department head, and the dean of the Graduate School.

Appeal to the Provost: 

An appeal to the Provost is only allowed if the student can establish a reasonable basis that the appeal procedures were not followed, discrimination of a protected class has occurred, and/or a student’s exercise of rights guaranteed by the First Amendment has been violated. If the student feels one of these conditions applies, s/he must file a written appeal to the Provost explaining the situation that warrants this level of appeal.

Substitution Provisions: In the event that the faculty member whose grade is being reviewed is also a department head/school director, the associate dean shall do those things required by the head or director. In the event that the faculty member whose grade is being reviewed is also an associate dean, the academic dean or Provost can name an appropriate substitute to perform the functions of the associate dean as required by this policy.

Academic Integrity Policy and Process

This policy addresses academic integrity violations of undergraduate and graduate students. Graduate students should read inside the parenthesis below to identify the appropriate entities in charge of that step of the process. 

Students, faculty, staff, and administrators of Western Carolina University (WCU) strive to achieve the highest standards of scholarship and integrity. Any violation of the Academic Integrity XE "Academic Integrity"  Policy is a serious offense because it threatens the quality of scholarship and undermines the integrity of the community. While academic in scope, any violation of this policy is by nature, a violation of the Code of Student Conduct and will follow the same conduct process (see ArticleVII.B.1.a.). If the charge occurs close to the end of an academic semester or term or in the event of the reasonable need of either party for additional time to gather information timelines may be extended at the discretion of the Department of Student Community Ethics XE "Ethics"  (DSCE).
Violations of the Academic Integrity XE "Academic Integrity"  Policy include:

Cheating - Using or attempting to use unauthorized materials, information, or study aids in any academic exercise.

Fabrication – Creating and/or falsifying information or citation in any academ​ic exercise.

Plagiarism - Representing the words or ideas of someone else as one’s own in any academic exercise.

Facilitation - Helping or attempting to help someone to commit a violation of the Academic Integrity XE "Academic Integrity"  Policy in any academic exercise (e.g. allowing another to copy information during an examination)

The procedures for cases involving allegations of academic dishonesty are:
Undergraduate (Graduate) Process

Graduate students should read inside the parenthesis to identify the appropriate entities in charge of that step of the process. 

1.  Faculty members have the right to determine the appropriate sanction(s) for violations of the Academic Integrity XE "Academic Integrity"  Policy within their courses, up to and including a final grade of “F” in the course. Within five (5) days of the instructor’s knowledge of the alleged violation of the Academic Integrity Policy, the instructor will inform his/her department head (Associate Dean of the Gradu​ate School) in writing of the allegation and proposed sanction(s).
2.   The Faculty member will meet with the student to inform him/her orally and in writing of the allegation and the sanction(s) imposed within ten (10) days of knowledge of the alleged violation. If the student is part of a distance learning program and does not have face-to-face interaction with the faculty member, the meeting may take place over the phone. Should either the student or faculty member feel uncomfortable about this meeting, either party may bring an advisor to this meeting. Prior to this meeting, the faculty member will contact the DSCE (227-7234) to establish if the student has any record of previous academic integrity violations. If a previous academic integrity violation exists, the matter must be referred directly to the DSCE. 

3. If the case is a first offense, the student can choose to accept the allegation and proposed sanction(s) from the faculty member by signing a Mutual Resolution or can choose to have a hearing with the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board). Prior to the meeting with the student, the faculty member will complete the Academic Integrity Violation Form (dsce.wcu.edu). Once complete, the faculty member will present it to the student, who must choose to either accept the proposal or go to a hearing. After the student has made a decision the faculty member is responsible for submitting copies to the student, the faculty member’s department head, and the DSCE. The DSCE should also receive any supporting documentation such as the assignment in question, the course syllabus, etc. Mutual Resolutions are final and are not subject to further review or appeal. The DSCE will maintain these files and provide the faculty member and department head confirmation of receipt.

4. In instances of second offenses, or when the student chooses a hearing, the DSCE and student will schedule a hearing orientation meeting to discuss the hearing process and schedule a hearing. The date of the hearing will not be fewer than ten (10) days after receipt of written notice. The student can waive minimum notice of a hearing; however, extensions are at the sole discretion of the DSCE. Should the student choose not to attend his/her hearing orientation meeting, the DSCE will assign a hearing date. 

5. Hearings shall be conducted by the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) according to the following guidelines: 

(a) Hearings shall be conducted in private. 

(b) Admission of any person to the hearing shall be at the discretion of the chair of the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) and/or the DSCE. 

(c) Charges against multiple students involved in the same incident may be heard in a single hearing only if the accused student(s), complainant(s), and the DSCE consent to such a proceeding.

(d) The complainant (faculty member) and the accused each have the right to be assisted by any adviser they choose, at their own expense. The complainant and the accused are both responsible for presenting their own cases. Advisers are not permitted to speak or to participate directly in any hearing before the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board)  

(e) The DSCE and the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) must assure that the accused student has the capability to present his/her information and defense at the hearing. The method for assuring this capability may vary depending on the nature of the case. Upon a determination of incapability, the DSCE must advise the accused to seek assistance or may assign an adviser to the accused. 

(f) Prior to the hearing, the complainant, and the accused have the right to review any written information that will be used at the hearing and to obtain a list of wit​nesses intended to be called. 

(g) Pertinent records, exhibits, and written statements may be accepted as information for consideration by a hearing body to the extent that the information is relevant, credible, not prejudicial to the fairness of the proceedings, and does not otherwise infringe upon the rights of other students. 

(h) All procedural questions are subject to the final decision of the chair of the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board). 

(i) During the closed deliberations of the hearing, the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) shall deter​mine by majority vote whether the student has violated each section of the code with which the student has been charged. 

(j) The Academic Integrity XE "Academic Integrity"  Board’s (Graduate Academic Integrity Board’s) determination shall be made on the basis of whether it is more likely than not (a preponderance of the information) that the accused student violated the code. 

(k) The following order of presentation is recommended for use in formal hear​ings. The order may be changed at the discretion of the chair of the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board). 

1. Presentation of formal charges. 

2. Opening statements by the complainant and by the accused.

3. Presentation of information and witnesses, and cross-examination by the complainant and by the accused.

4. Closing statements by the complainant and then by the accused. 

5. The Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) will then go into closed deliberations. The accused student, complainant, and all witnesses, unless released by the chair, are required to remain in close proximity to the hearing, should the Academic Integrity Board (Graduate Academic Integrity Board) need to recall. 

6. When deliberations are complete, the accused student and complainant are recalled and the chairperson verbally delivers the finding of the hearing body. If the student is found not-responsible the hearing is then complete. If the student is found responsible for the violation(s) the board will once again go into closed deliberations to determine sanctioning. 

6. There shall be a single verbatim record, such as a recording, of all hear​ings before the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board). The record shall be the property of the university.

7. In all cases, the information in support of the charges shall be presented and consid​ered. Thus, if the accused student chooses not to be present at his/her hearing, the hearing will continue in absentia. A student’s absence at his/her hearing is not a violation of the code; however it prevents that student’s voice from being heard. 

8. During the closed deliberations of the hearing, the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) shall delib​erate to determine if the accused is responsible for violations of the code. If responsibility for a violation is found, the hearing body will impose appropri​ate sanction(s) as outlined in Article VIII of the Code of Student Conduct. After a finding of responsibil​ity and before determination of sanction(s), the hearing body may review the disciplinary history of the accused student and/or victim-impact statements. If the hearing body determines that expulsion is an appropriate sanction, that finding must be in the form of a recommendation to the Vice Chancellor for Student Affairs XE "Student Affairs" , who makes the final administrative decision in all expulsion cases. Final administrative decision must be reached within forty-five (45) days and transmitted in writing to the student within ten (10) days of the decision.

9.   In cases other than those which result in a recommendation of expulsion, the final administrative decision must be transmitted to the student in writing within ten (10) days of the date the decision is made, and it must contain a brief summary of the information upon which the decision is based and appeal rights must be specified by the DSCE. 

10. The Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) will consist of two (2) students from the DSCE Student Hearing Board (Graduate Student Representatives) and three (3) faculty members (Graduate Faculty Representatives). The DSCE faculty fellow may be one of the faculty members and may serve as the chair. The other two (2) faculty members will be chosen by the DSCE from a pool of twelve (12) faculty hearing officers. Each academic year, each college dean will appoint two (2) faculty members from his/her college to comprise the pool of twelve (12) faculty hearing officers. In the event that there is no DSCE faculty fellow the third faculty member on any Academic Integrity Board (Graduate Academic Integrity Board) will be chosen from the pool. The Academic Integrity Board (Graduate Academic Integrity Board) may impose any sanction(s) as outlined in Article VIII in the Code of Student Conduct. Students given a sanction of probation for a violation of the Academic Integrity Policy will remain on probation at WCU until graduation. In the event the Academic Integrity Board (Graduate Academic Integrity Board) assigns a sanction which requires review, the faculty member bringing the charges and the chair of the Academic Integrity Board (Graduate Academic Integrity Board) will determine if the sanction is satisfactory. These educational sanctions are independent from course work and do not have any bearing on a student’s evaluative grade. 

11. Following a decision from the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board), the DSCE will inform the student of the outcome of the hearing in writing. If a student is found responsible, the DSCE will inform him/her of the sanction(s) to be imposed and of his/her right to file an appeal with the University College Academic Action Committee If the student does not file an appeal within five (5) days of the hearing, the sanction(s) from the hearing body will be imposed. The appeal is limited to the following rules, procedures, and existing verbatim record. 
12. Upon final resolution of a case involving suspension or expulsion, the DSCE will inform the appropriate dean, department head (Graduate Program Director), and the administrator in the One Stop Office who is responsible for University Withdrawals of the sanction(s).

Any violation of the Academic Integrity XE "Academic Integrity"  policy, including a first offense, may place the student in jeopardy of suspension from the university. A repeated violation or more serious first offense may result in expulsion. Disciplinary records for any act of academic dishonesty are retained by the DSCE for at least eight (8) years from the date of final adjudication. These records are available to prospective employers and other educational institutions in accordance with federal regulations. Students may inspect their conduct files in accordance with University Policy #72 – Student Records. 

Grounds for Appeal:

An appeal shall be limited to review of the verbatim record of the initial hearing and supporting documents for one or more of the following purposes to be included in the letter of appeal: 

· A violation of due process

· A material deviation from Substantive and Procedural standards adopted by the Board of Governors. 

Process for Appeal:
· Based on the grounds listed above, any decision reached or sanction(s) imposed by the Academic Integrity XE "Academic Integrity"  Board (Graduate Academic Integrity Board) shall be afforded at least one level of appeal. In cases that do not result in University suspension/expulsion the decision made by the College Academic Action Committee is final and there will be no further appeals. 

· Cases that result in a sanction(s) of university suspension/expulsion can be appealed to the College Academic Action Committee, and then to the Vice Chancellor of Student Affairs XE "Student Affairs" , and then to the Chancellor. 

· Cases can be appealed by the accused student or the complainant.

· A formal notice of appeal shall be in writing and shall be delivered to the appellate body within five (5) days of the decision.

Timeline for Appeal:

· A formal written appeal is due to the College Academic Action Committee within five (5) days of the hearing, or receipt of the hearing findings letter, whichever is first. 

· Upon receipt of the appeal, the College Academic Action Committee must render a decision within five (5) days, and notice of the appellate decision must be communicated within ten (10) days of the decision.

· Should the student have the ability and wish to appeal that decision, a formal written appeal is due to the Vice Chancellor of Student Affairs XE "Student Affairs"  within five (5)  days of the receipt of the hearing findings letter.

· Should the student have the ability and wish to appeal to appeal that decision, a formal written appeal is due to the Chancellor within five (5) days of the receipt of the hearing findings letter. 

· At all times the DSCE reserves the authority to make exceptions to timelines on a case-by-case basis (e.g. university closures, holidays, ends of semester, etc.)

Outcomes for Appeal:

· If an appellate body upholds the findings of the hearing body, the review of the case may result in reduced or adjusted sanctions, but may not increase the sanction(s) imposed by the original hearing body. 

· Procedures for appeals are determined by the appellate body and shall be communicated to the appealing student in advance of the appeal. 

· If the appeal is denied, the student must comply with the original sanction(s).

· Students are not expected to complete any assigned sanctions during this process until they have exhausted their appellate process and the case is completed.

Academic Record Policy
The University complies with the appropriate portion of the Family Educational Rights and Privacy Act of 1974 and recognizes the rights of students to inspect their educational records, ask for interpretations and request correction of errors. The full statement about records maintained and policies concerning them is available from the registrar. 

Attendance Policy

I. General Attendance Policy:  All students are expected to attend and participate in all meetings of the courses in which they are enrolled; any absence is incurred at the student’s own risk.

Each instructor will establish the attendance requirements, make-up procedures, and guidelines for absences in each course and the effect that irregular attendance, lack of participation, and inadequate preparation will have upon a student's grade.  Attendance requirements and their relationships to grades shall reflect the norms of the department and college and should not conflict with university policy herein.  The instructor will distribute written attendance policies to students at the beginning of each term.  An instructor may establish special and more demanding attendance requirements for students who are performing less than satisfactorily.  Each student is responsible for complying with the announced procedures for making up missed work.

Students with more unexcused absences than the semester hours given for a course can expect the instructor to lower their final grade, especially in a 100-(freshman) or 200-(sophomore) level course.  Missing approximately 10% of class meeting times (e.g. 4-5 MWF classes, 3 TR classes, or 1 laboratory or night class) or more constitutes a significant amount of class materials and experience and is very difficult, if not impossible, to make up.  Class attendance may be required of undergraduate students as a condition of admission or readmission to the university or of eligibility to continue enrollment.

II. University Excused Absences: In addition to a documented and bona fide medical emergency, the death of an immediate family member, or pre-arranged absence for religious observance, excused absences are granted for university events that include performances and events sanctioned by the Chancellor to promote the image of the university, regularly scheduled university team competitions (athletic and otherwise) including postseason play (practices and training sessions are excluded) and, in addition, student engagement sponsored by the institution and approved by the Provost (e.g. research presentations and performances at national conferences or events).  

According to North Carolina General Statue 116-11 (3a) a student may request absences for required religious observances. WCU allows two absences each academic year for religious observances required by faith. To obtain permission to be absent for religious reasons, a student must complete the Absent due to Required Religious Observance Form, obtain all necessary signatures, submit it to each instructor for review and approval, and submit it to the Senior Associate Academic Vice Chancellor for Academic Affairs for final approval at least two weeks prior to the proposed absence. Students are encouraged to discuss these absences with the faculty member prior to the end of drop/add in case the absence will unavoidably keep the student from completing the requirements of the course. However, if the student completes the form and submits it to the instructor prior to the two-week time frame, he/she shall be given the opportunity to make up any tests or other work missed due to an excused absence for a required religious observance.

Individual class requirements such as field trips, field research or service learning activities are not considered institutional events.  Faculty who schedule outside activities may request other faculty to excuse students from their classes so they may attend the outside event.  However, individual faculty will determine whether the absence is excused or not.   Should students be unable to attend the outside class event because of required attendance in other classes, they will not be penalized by the professor offering the outside activity.

An instructor is expected to honor a valid university excuse for an absence and to provide reasonable make-up work if the student notifies him or her of the approved absence at least one class period prior to the date of absence.  A student who misses class work because of a university excused absence is responsible for contacting the instructor within one class meeting after returning to make satisfactory arrangements that the instructor deems appropriate for a make-up.  Excused absences should not lower a course grade if the student is maintaining satisfactory progress in the class and has followed the instructor’s make-up procedures.  Class experiences that are impossible to make up should be discussed during the first week of classes when there is sufficient time for a student to drop the course.

A student who anticipates missing a high number of classes (i.e. 10% or more of class time) for excused absences is required to discuss this issue with the instructor during the first week of classes to determine the possible solutions or consequences.  Courses in professional programs with accreditation or licensure requirements should not be taken in a semester where a student anticipates a high number of absences.  

The trip or activity sponsor must obtain written permission to travel as soon as possible and give each student a copy of the approved request.  Each student must give the request to the instructor as soon as possible but ideally at least one week prior to the day of the absence.  The request should contain the name of the sponsor and group, the purpose, date(s), location of the event, and time and the names of the participating students. 

The forms for University Sponsored Absence  and Class Absence due to Required Religious Observance are  found on the Registrar’s webpage at http://www.wcu.edu/24089.asp.

III. Drop For Non-Attendance:  An instructor will have the discretion to cancel a student’s registration for a course if the previously registered student fails to attend the first class meeting and fails to notify the instructor prior to the end of the first day of class.  Students may re-register for the course on a seats-available basis up through the end of drop/add (5th day of semester).

Although instructors may drop students for non-attendance, students should not assume that this will occur.  Students are responsible for dropping a course, if that is their intent, to avoid a grade of W or F.  Student appeals resulting from emergencies or other extenuating circumstances will be considered on a case-by-case basis by the department head or in the appropriate dean’s office. Re-registration will not be permitted for any reason after census day (10th day of semester).
IV. Religious-Holiday Observance Policy:
WCU allows two days of absence each academic year for religious observances required by faith. To obtain permission to be absent for religious reasons, a student must complete the Absent due to Required Religious Observance form, obtain all necessary signatures, submit it to each instructor for review and approval, and submit it to the Senior Associate Vice Chancellor for Academic Affairs for final approval at least two weeks prior to the proposed absence. Students are encouraged to discuss these absences with the faculty member prior to the end of the drop/add in case the absence will unavoidably keep the student from completing the requirements of the course. However, if the student completes the form and submits it to the instructor prior to the two week time frame, he/she shall be given the opportunity to make up any tests or other work missed due to an excused absence for a required religious observance.

Cancellation of Classes
Since Western Carolina University is a residential university with more than 3,000 students in residence halls, the university does not, as a matter of general practice, close its operations or cancel classes in Cullowhee.  Exceptions to that practice are rare and occur only when there are unusual circumstances such as bad weather, or when the entire student body is away from campus (usually during an extended breaks and would face difficulty in returning.  Classes taught off-campus  will be held unless conditions at those sites are hazardous.  Should the host administration cancel classes or close campus, Western will abide by that decision.

The Provost will evaluate conditions and determine whether conditions require modifications to the regular campus class schedule.  Should the decision be reached to modify daily operations, Public Relations will announce modifications to the university schedule via media outlets, the university website and email.  In addition, students, faculty and staff are encouraged to check the university website (www.wcu.edu) when the possibility of cancellation arises.  Updates about the status of university operations will be posted on a continuing basis. Students are expected to contact their instructors for any alternative plans for the class (see Section 5.03.02D). Faculty are expected to notify students concerning any alternative plans.

Updates about the status of university operations will be posted on a continuing basis.

Cancellation of On-Campus Classes Due to Inclement Weather

When the possibility of disruption to the on-campus academic schedule occurs in winter because of road conditions, the following general guidelines apply.
Each occurrence will be evaluated separately.  However, if snow or ice occurs when resident students are present on campus, the university usually will elect to continue with the regular schedule of on-campus classes even though some commuting students may be unable to reach the campus.  In such cases, we will attempt to notify off-campus students of our decision by local media and the WCU website (www.wcu.edu), with the expectation that they will use their best judgment about whether or not they are able to attend classes.  The University expects students to make every effort to attend classes, but not to place themselves in dangerous driving conditions.  Students are expected to contact their instructors for any alternative plans for the class (see Section 5.03.02D). Faculty are expected to take weather conditions into consideration in working with students who were unable to attend classes and to notify students concerning any alternative plans.  Faculty members will accommodate those students who are unable to attend class because of hazardous weather conditions.
Under this policy, there also may be times when road conditions prevent individual faculty members from reaching the campus to teach their classes.  Faculty members in that situation should notify their Department Head or Dean as soon as possible so that the individual class may be covered or canceled.  Deans and Department Heads are responsible for arranging for their telephones to be covered by someone who can get to the campus beginning about 7:30 a.m. in order to handle 8:00 a.m. class arrangements.  

Cancellation/Disruption of Off-Campus Classes Due to Inclement Weather

When the possibility of disruption of the off-campus class schedule occurs in winter due to road conditions or conditions at the host site, the following general guidelines apply.

A. Off-campus Classes—All Locations 

1.
Each occurrence will be evaluated separately for each class location.

2.
For WCU classes hosted at other locations, please refer to decisions concerning class cancellation made by that specific host campus administration.  Online classes will be conducted as determined by the instructors of those course sections.

3.
Faculty members whose individual situations prevent them from reaching the class site are responsible for notifying their Department Head or Dean or the director of the program as soon as possible.  The director of the program, in consultation with the instructor, of which the course is a part will make the decision as to whether the individual class can be canceled.  If the director decides to cancel a class, the faculty member also is responsible for notifying the students in the class.

4.
We will attempt to notify students of any cancellation by means of local media and website (www.wcu.edu) announcements throughout the region affected.  The Office of Public Information is responsible for making these arrangements when a decision has been reached.

5.
When classes continue to meet under adverse weather conditions, students will individually use their best judgment about whether they are able to attend class.  The faculty are expected to take these conditions into consideration in working with students who are unable to attend.

B.
Asheville Program 

Decisions affecting courses offered in Asheville are managed by the division of educational outreach in consultation with the Director for WCU programs in Asheville and the Provost at UNC Asheville. Faculty will be notified of decisions by the Director for WCU programs in Asheville. If adverse weather conditions should develop after the faculty and students have reached Asheville, the Director for WCU programs in Asheville will make decisions about the continuation or cancellation of classes and notify all the students and faculty. When UNC Asheville announces cancellation of its classes, WCU classes held on the UNC Asheville campus are cancelled.  When A-B Tech cancels classes, Western’s classes on their campuses are also cancelled.  

C.
Cherokee Program

Decisions affecting courses offered in Cherokee are managed by the Director of the Cherokee Center in consultation with the Dean of Educational Outreach. Faculty and their Department Head will be notified of the decisions by the director of the Cherokee Center.  

D.
Make-Up of Cancelled Classes Due to Inclement Weather

Each instructor is expected to develop a plan for making up class time cancelled due to inclement weather or any other pertinent reason---a plan that integrates well with course objectives.  It may be an extra class meeting (face to face or on-line), but it could also be an extra assignment, a supplemental discussion, etc.).  Any required make-up activity needs to take place during the regular academic week unless the course, in general, stipulates otherwise.

INSTRUCTIONAL RESPONSIBILITIES OF THE FACULTY
Class Records and Reportsxe "Class Records and Reports"
A standard teacher’s class book for recording the names of students in each class, attendance, and grades is available to instructors.  A supply of class books is maintained in the deans’ offices.  Class lists should be checked thoroughly and discrepancies reported to the registrar as soon as possible by the instructor.  

Official “Banner” class lists are available in real time to instructors through MyCat. The Detail Class List, Summary Class List, and Summary Class List with Photos pull directly from the ERP (Banner) and are official.  

Official class lists includes; registered students, students auditing the course and students who have withdrawn after the add/drop deadline. Students who do not appear on the official class list should be instructed to register for the class immediately.  The University only receives funding for students who registered prior to the UNC system census date (Fall & Spring census day is always the tenth class day of the semester. System census for summer varies by course start-date; however, instructor compensation for summer courses depends on the second day census regardless of the start date and length of the course.)

Continuing & newly admitted students may self-register or self-drop via MyCat up through the end of Add/Drop.  Students who present a duly-signed late-registration form to the University OneStop prior to census will be late-registered into the course by the Registrar’s Office. Late-registration is a manual process and cannot be done online. Students are generally not permitted to register after census. When web-registration ends the Information System will auto-notify students of any manual changes made to their schedule and instructors of any changes that affect their class lists.

Class lists from other systems such as Blackboard and the system for reporting administrative attendance and academic progress synchronize to the official list in Banner. Synchronization may be real-time but can be at fixed intervals throughout the day. Synchronized lists may also be filtered and/or combined as is the case with the Blackboard where cross listed courses are combined and student who withdraw are hidden from view.  If you suspect a problem with the official class list or one of the synchronized class lists please report the problem immediately. Problems should be reported to the IT Help Desk so that a tracking ticket can be assigned. 

Official Final Grade Rosters are also presented to instructors through MyCat. Final Grade Rosters become visible in MyCat when grading is turned on. Final grades are not official until they have been recorded in MyCat and rolled into academic history. Final grades roll to history on the grading deadline at the end of the exam period and at specific intervals during all other times. An official grade must be recorded for every student whose name appears on the Official MyCat Grade Roster.    

Course Syllabi XE "syllabi"  For Course Proposals

All faculty are expected to develop and update each syllabi XE "syllabi"  for their courses.  Copies of syllabi must be on file in the department office.

Students should receive a course syllabus at the beginning of each course.  At a minimum, syllabi XE "syllabi"  should include the following:

1.
Course purposes and content should be clearly stated.  Course goals and objectives should be listed as well as Liberal Studies XE "Liberal Studies"  objectives for the specific liberal studies requirement as appropriate 

2.
Course requirements should be clearly stated.  These typically include such things as assignments, exams, projects, attendance policies, and deadlines if possible.

3.
Procedures used to evaluate student work should be delineated.  Descriptions of the frequency and format of evaluations are helpful.

4.
Calendars or schedules of course activities/topics are also recommended, but these should be followed flexibly.

5.  
Accommodations for Students with Disabilities:
Western Carolina University is committed to providing equal educational opportunities for students with documented disabilities. Students who require disability services or reasonable accommodations must identify themselves as having a disability and provide current diagnostic documentation to Disability Services. All information is confidential. Please contact Disability Services for more information at (828) 227-2716, lalexis@wcu.edu or 144 Killian Annex.

Academic Assistance Outside of Class:
The Academic Success Centers XE "Academic Success Centers"  (ASC) promote intentional learning by providing opportunities for students to engage with course content outside of class. Under the guidance of trained peer educators who have been selected based on their academic achievements and their willingness to assist others, the ASC help students to make connections among course materials, solve problems, and communicate effectively with faculty and peers. Students are encouraged to maximize their potential as learners by taking advantage of the ASC’s free services: 

The Writing and Learning Commons (formerly the Catamount Academic Tutoring and University Writing Centers (30 Hunter Library, http://walc.wcu.edu, 227-7197), provides academic skills consultations, workshops, online learning resources, and faculty consultations. Writing Assistants collaborate with students from all classes and majors at every stage of the writing process, from brainstorming and prewriting to drafting and revising. Course tutors facilitate collaborative group sessions and offer strategies for effective study and efficient time management.

 The Mathematics Tutoring Center (455 Stillwell, http://mathlab.wcu.edu, 227-3830) provides tutoring in all lower-division math and many CS courses, help with mathematical concepts in other disciplines, and workshops on study skills specific to mathematics courses.

Evaluation of Student Work

All faculty are expected to develop appropriate student evaluation procedures for their courses.  In doing so, they should consider issues concerning the nature and purpose of evaluated course work, as well as the frequency and format of student evaluation practices.  The WCU Faculty Senate XE "Faculty Senate"  has adopted the following guidelines as a way to promote teaching excellence among faculty and academic achievement among students:

1.
Evaluation procedures should be in writing and distributed to students at the beginning of each course.

2.
Students should be evaluated at frequent intervals throughout the semester.  Prior to the university withdrawal deadline, at least one graded assignment should be returned to students.  

3.
Faculty are expected to evaluate student work in an effort to promote the development of skills in the following areas: writing, information use, critical analysis of arguments, oral communication, service learning, moral reflection and cultural diversity.  These skills are the core of the liberal studies program.

4.
Students should receive prompt feedback on graded course work.

5.
Students should be given opportunities to review and discuss all graded course work.

The procedures established for grading review and discussion should be clearly announced to classes and should be such that the security required for examinations is preserved.  Final examinations and other graded materials that contribute significantly to the final course grade which are not permanently returned to the students should be retained in the instructor’s files for at least one semester following the completion of the course.

Any request by a student for a change in an official grade must be submitted to the instructor within 35 days after the end of final exams.

Final Examination Schedules 

Current final examination schedules are located at: http://www.wcu.edu/29357.asp. 
An end-of-course evaluation of student work is required in every credit course.  End-of-course evaluations may take the form of final exams, reports, projects, performances, portfolios, research papers, conferences, etc.

Many end-of-course evaluations are written, final exams.  In order to reduce conflicts and final evaluation overloads for both students and faculty, a final examination schedule is developed by the Registrar for the entire university. Classes that conform to the University’s standard meeting patterns and times will be assigned an exam time. Courses that meet once per week (except evening courses) cannot be accommodated in the exam schedule and will use their last meeting day to administer a final exam. Evening courses will use the exam time designated by the Registrar.  All final exams are to be administered at their designated times and places during final exam week.  Change in time of an examination for an entire class for any reason must be approved by the dean of the college and the provost.

No student is required to take more than two final exams on any one day.  Any student who has three final exams scheduled on one day has the option of taking all three or submitting to the professors a written request for rescheduling.  However, a request to have an examination rescheduled must be made in writing at least five days before the examination is scheduled.

To reschedule, the following steps should be taken:

1.
The student should request in writing a change in date from the instructors of the courses that present the conflict.

2.
If the conflict is not resolved, the student should work with his/her academic advisor to have one of the exams rescheduled.

3.
If the conflict still cannot be resolved, the student should work with the Office for Academic Affairs to have one of the exams rescheduled.

Grading

Grade Reporting

Instructors must submit final grades for all courses on the final grade roster available through the MyCat/Personal Services. Only grades submitted through this process will appear on students’ official transcripts. 

If a student’s name appears on the grade roster, a grade must be given.  Students who do not officially withdraw from the university or from a class are not automatically dropped from the class.  Final grades are to be recorded by the instructor prior to the any announced grading deadline; generally 10:00 a.m. the Monday following exam week. For courses whose end dates do not conform to the regular academic calendar, grades are due within 48 hours of the class “end date” as recorded in the student information system.     No “W” grade should be assigned to any student during the final grading period.

Instructors should adhere rigidly to grade reporting deadlines because of the need to process grades as quickly as possible and notify students of information that may affect academic standing and eligibility to continue.  Missing grades also affect assignment to the Dean’s List, and the production of transcripts and the conferring of degrees.
Fifth Week Progress Reports (Mid-Term Grades) xe "Progress Reports:Fifth Week"
Fifth-week progress (mid-term) grades should be reported to students through the web, for freshmen and sophomore level (100-299) courses during the fall and spring semester.  Immediately upon submission of the grades, students may view their grade(s). Instructors are encouraged to advise students about their academic progress throughout the term, but especially prior to midterm. If students are making unsatisfactory progress, instructors should inform them of the reasons for the deficiency and advise them of the steps they could take to improve their academic performance or standing.

Final Grade Changesxe "Final Grade Changes"
When a grade other than incomplete is reported officially by an instructor at the end of a term, the grade is recorded and can be changed only if an error was made in estimating or reporting it.  The instructor will, with the approval of the department head, report the error in writing to the dean with a recommendation about the action to be taken. Only the instructor can change the grade in a course except as provided in the incomplete grade policy, in the case of a student appeal (as in 5.16), or an academic integrity violation, in which cases final grade may be determined by the appropriate appeal body as part of sanctions (see Academic Integrity XE "Academic Integrity"  Policy).  Any request by a student for a change in a final grade must be submitted to the instructor within thirty-five days after the end of final exams.
Grading System (Undergraduate and Graduate)

The grading system of WCU for undergraduates and graduates is contained in the current issue of the WCU Record (undergraduate and graduate).  Faculty members are referred to the academic regulations XE "Academic Regulations"  sections of the Record for detailed explanations of the grading system. Unless approved through the curriculum process, all courses must comply with the grading scales found in the relative WCU Record.

Undergraduate xe "Grading System"Gradixe "Progress reports"ng and xe "Quality points" Quality  Point  System 
Grade
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A+ & A
Excellent
4.0


I


Incomplete


--

A-


3.67


IP


In Progress

--

B+


3.33


S


Satisfactory

--

B
Good

3.0


U


Unsatisfactory

--

B-


2.67


W


Withdrawal

--

C+


2.33


AU


Audit


--

C
Satisfactory
2.0


NC


No Credit


--

C-


1.67


D+


1.33



D
Poor

1.0



D-


  .67

F
Failure

0


The grades of A+, A, A-, B+, B, B-, C+, C, C-, D+, D, D- and F indicate gradations in quality from Excellent to Failure.  Please note that a C- grade is less than satisfactory and may not meet particular program and/or course requirements.
Students must be familiar with the class attendance, withdrawal, and drop-add policies and procedures.  
Refer to the Graduate Catalog for the graduate level grading system.

Composition-Condition Marks XE "Composition-Condition Marks" 
 A student whose written work in any course fails to meet acceptable standards will be assigned a composition-condition (CC) mark by the instructor on the final grade report. All undergraduates who receive two CC grades prior to the semester in which they complete 110 hours at Western Carolina University are so notified by the registrar and are required to pass English 300 or English 401 before they will be eligible for graduation. This course must be taken within two semesters of receiving the second CC and must be passed with a grade of C (2.0) or better.
Grades of Incomplete 

The instructor may grant a student an I grade for work not completed if there is a reasonable prospect that the student can pass the course by making up the work missed if the incompletion is unavoidable and not caused by the student’s negligence. All incomplete grades must be removed and a grade of A+, A, A-, B+, B, B-, C+, C, C-, D+, D, D-, F, S, or U must be submitted to the registrar. The work must be made up and a grade received by the registrar by the last day of classes of the next regular semester, or the grade will become an F. A student may not re-register for the course until the I is removed or changed to an F. The instructor is required to list the conditions to remove the I and send them to the department head. If the instructor is no longer employed by the university, the department head will remove the I upon completion of the stated requirements. In extenuating circumstances, students should refer to the “Academic Appeals Procedure” section in The Record.

In Progress. In-progress grades are assigned only in selected courses which have been approved for IP grading and are pending until the work is completed.

Satisfactory-Unsatisfactory. S/U grading is limited to courses in which standard or traditional grading is rendered difficult by the nature and purpose of the courses. There is no limit on the credit hours a student may earn in S/U grades except that imposed by the types of courses approved for such grading. S/U grades may not be awarded in courses unless specified in the course descriptions in this catalog and in the master class schedule. S and U are the only grades assigned in these courses. Neither grade is used in calculating the GPA, but an S allows hours of credit while a U does not.

Audit. When space is available, a registered student may audit a course with the approval of the adviser, the instructor, and the head of the department offering the course. A completed course audit form must be submitted in order to enroll. Change from audit to credit, or the reverse, is permitted only during the regular schedule adjustment period. No credit is earned for auditing, but the audited course must not add hours in excess of the student’s maximum load. An audited class will be noted on the student’s transcript. Audit courses do not count toward the twelve hours required for full-time enrollment. Participation in class activities is optional with the instructor. Tuition and fees for audited courses are determined by the hour value of the courses.

Withdrawal Policies and Procedures

A student may find it necessary or advisable to withdraw from one or more courses during a term. In some cases, he/she may find it necessary to withdraw from the university.

Course Withdrawal. After consultation with the academic adviser and the instructor of the course, a student may withdraw from any course prior to the expiration of one-half of the term and receive a W. A completed withdrawal form must be presented to the One Stop Student Service Center prior to the withdrawal deadline for posting. Course withdrawals do not count toward the twelve hours required for full-time enrollment and no refund is given.

After one-half of a term, but prior to the fourteenth week of the semester (or before the last two class days of summer sessions), a “W” will be assigned only for written verifiable mental health, medical, legal, or administrative reasons. In order to obtain a “W”, the student must first consult with the course instructor, who may elect to support or withhold support for the student’s request. If the instructor supports in writing the student’s request, the student must receive written verifiable support from Western Carolina University Health Services’ staff, Counseling and Psychological Services’ staff, an official court of law, or a college dean, as appropriate. If a withdrawal is granted by the course instructor, the head of the department offering the course, and the student’s adviser, the withdrawal form must be submitted to the One Stop Student Service Center no later than the last day of the thirteenth week of the semester. No Ws will be assigned after the last day of the thirteenth week of a semester, or during the last two class days of a summer session. In extenuating circumstances, or if the student’s request is not approved by any university party involved, the student can appeal through the Academic Appeal Procedure within thirty five days after the end of final exams.

University Withdrawal. To withdraw from the university (i.e. cease to attend all courses), a student must complete a withdrawal form from the Advising Center.

If an emergency prevents a student from completing the withdrawal process before leaving the campus, the student should call, write, or arrange for a relative to contact the Advising Center at 828-227-7753.

Any time a student is forced to withdraw from the university during a term for mental health, medical, legal, or administrative reasons which are verified in writing, a grade of W will be assigned in all courses in which the student is registered. If a student withdraws from the university for other than mental health, medical, legal, or administrative reasons after one-half of the total class time has elapsed, an F, W, or I grade will be assigned by the instructor according to the following guidelines:

A W grade will be assigned if the student is passing or if the student’s progress has not been evaluated. 

An I grade will be assigned if the instructor agrees that there is a reasonable prospect that the work can be made up and agrees to allow the student to do so. 

An F grade will be assigned if the student is failing. 

Current policies and procedures pertaining to grades, indebtedness, and refunds are applicable upon withdrawal from the university. A student who withdraws from the university either during or at the end of a term for any reason is responsible for clearing any indebtedness to Residential Living, bookstore, financial aid office, controller’s office, library, university police department, academic departments, and health services.

Psychological/Mental Health University Withdrawal and Readmittance. If a student obtains a psychological or mental health withdrawal, readmittance to Western Carolina University is contingent upon review by Counseling and Psychological Services to ensure that recommended services can be obtained. These students will not be allowed to preregister or register for future classes until they have met the criteria outlined at the time of withdrawal.

Return to Residential Hall after Psychiatric Hospitalization. Students hospitalized for psychiatric reasons, while living in the residence halls, must meet the Guidelines for Conditional Return to Residence Hall before returning to live in the residence hall. This includes meeting with Residential Living and Counseling and Psychological Services Center staff to address personal safety and related concerns.

Withdrawal for Deployment or Other Military Contingency. Students who must withdraw from a course or from the university for reasons of deployment or other military contingency will be allowed to so without penalty and with full refund during any part of the academic term. The Advising Center will with the Office of Military Education, as needed, to substantiate the validity of the withdrawal request. Requests to withdraw based on attendance of non-emergency or routine training courses will not automatically be approved, but will be considered on a case-by-case basis.

Grade Replacement and Course Repeat Policy 

A maximum of 15 credit hours may be repeated. When a student repeats a course, only the most recent grade will be used in calculation of the student's grade point average and counted in the hours toward graduation. However, all grades shall remain on the student's transcript.

Exceptions:

1. The First Year Seminar may not be repeated.

2. Courses available for re-enrollment for additional credit are not counted as repeats unless the student declares a repeat or exceeds the number of times for which credit can be earned in the course.

3. Some academic programs may have policies that further regulate the number of repeats. Check with your advisor.

The 15 credit hour limit of the repeat/grade replacement policy may be appealed by the student in writing to the student's adviser, department head or program director, and Dean.

Note:

1. All course repeats, except courses available for re-enrollment for additional credit, require a permit for enrollment. If a faculty advisor approves the repeat permit, he/she can call or email the department head to have the permit entered in Banner so the student can enroll.  DO NOT SEND STUDENTS TO THE ONESTOP FOR REPEAT PERMITS.  ONESTOP PERSONNEL DO NOT HAVE THE AUTHORITY TO GRANT REPEAT PERMITS. 

2.  All repeats, except for re-enrollment for additional credit courses, result in a mandatory grade replacement.  (The last course taken replaces the grade of the previous course.) 

Note: Pursuant to actions of the North Carolina General Assembly and policy adopted by the Board of Governors of the University of North Carolina, a twenty-five percent tuition surcharge applies to students who take more than 140 semester hours and more than eight regular semesters (i.e., fall and spring) to complete a baccalaureate degree. The semester hours used to calculate the total of 140 hours include repeated, failed, dropped (i.e., Ws) and transferred credit courses.

Repeat Course Policy (Graduate)

A graduate student may repeat any course one time with the approval of the advisor, department head, and Dean of Graduate School and Research. The original grade earned in the repeated course remains on the student’s transcript and is calculated in the student’s cumulative average.

Final Grade Changes

When a grade other than incomplete is reported officially by an instructor at the end of a term, the grade is recorded and can be changed only if an error was made in estimating or reporting it.  The instructor will, with the approval of the department head, report the error in writing to the dean with a recommendation about the action to be taken. Only the instructor can change the grade in a course except as provided in the incomplete grade policy, in the case of a student appeal (as in 5.16), or an academic integrity violation, in which cases final grade may be determined by the appropriate appeal body as part of sanctions (see Academic Integrity XE "Academic Integrity"  Policy).  Any request by a student for a change in a final grade must be submitted to the instructor within thirty-five days after the end of final exams.
A numerical list of university policies is provided below. The full written policies may be accessed at http://www.wcu.edu/359.asp. University policies are listed in numerical and alphabetical order and may be printed at this link.
Numerical Index of University Policies XE "University Policies" 
1. Appointments" Athletic Staff Appointments, Reappointments and Tenure XE "Athletic Staff Appointments, Reappointments and Tenure"  

2. Memberships" Society and Association Memberships
 

3. Faculty Vacancies" Filling Faculty Vacancies
 

4. Energy Conservation Measures" Energy Conservation Measures
 

5. Deleted 4/18/08: Academic Tenure XE "Tenure" , Promotion, and Reappointment XE "Reappointment" , 1975-76 

6. Adjunct Faculty Appointments" Adjunct Faculty Appointments 

7. Replaced by Policy #110  9/22/10:  Campus Housing of Conference Groups XE "Campus Housing of Conference Groups"  

8. Dual Employment" 

 XE "Dual Employment" Dual Employment

Dual Employment Permission Form (PDF)
Request for Additional Payment to Employee Form (OSCPXA 03) (PDF) 
9. Tenure" Implementation of Tenure Policies and Regulations of Western Carolina University 

10. Equal Opportunity" Equal Opportunity Programs
 

11. Rescinded, 05/01/2002 

12. Fire Protection" Fire Protection 

13. Key and Lock Service" Key and Lock Service 

14. Rescinded, 12/10/1999 

15. Advisory Committees 

16. University Publication" Responsibility for University Publication 

17. Facilities" Alterations and Renovation of Facilities 

18. Scholarship" Scholarship and/ or Merit Awards XE "Merit Awards" 
 

19. Licensing of Music" Licensing of Music 

20. Administrative Personnel Returning to Full-Time Teaching" Administrative Personnel Returning to Full-Time Teaching Status in a Department 

21. Rescinded, 05/01/2002 

22. Intra-Institutional Professional Activities for Pay" 

 XE "Professional Activities for Pay" Intra-Institutional Professional Activities for Pay
 

23. Reduction in Force" Reduction in Force of Employees Subject to the State Personnel Act 

24. Work-Study" State Matching Funds for College Work-Study Program
 

25. International Activities" Assignments in International Activities 

26. Employment Policies" Applicability of "Employment Policies for University Employees Exempt from the State Personnel Act" 

27. Personnel Activity Reporting System" Personnel Activity Reporting System 

28. Political Activities of EPA Employees" Political Activities of EPA Employees 

29. Rescinded, 2/21/2011  

30. State-Owned Vehicles" Use of State-Owned Vehicles 

31. Leave" Leave Policies for University Employees Subject to State Personnel Act 

32. Rescinded, 7/8/2001 

33. Leave" Leave for Firefighting Activities XE "Firefighting Activities:Leave for"  

34. Leave" Leave Policy for EPA Non-Faculty Staff Members 

35. Professional Development" Professional Development Activities 

36. Applications for State Employment" Fraudulent Disclosure and Willful Nondisclosure of Information Relating to Applications for State Employment 

37. Posting of SPA Vacancies, Promotions, and Veteran's Preference" Posting of SPA Vacancies, Promotions, and Veteran's Preference 

38. Illegal Drugs" Illegal Drugs 

39. Sales and Solicitations on Campus 
40. Printing and Copying" Printing and Copying
 

41. Leave" Leave During Adverse Weather Conditions XE "Adverse Weather Conditions"  

42. Replaced by Policy #110 9/22/10:  The Division of Continuing Education 

43. Voluntary Shared Leave" 

 XE "Shared Leave" Voluntary Shared Leave Program 

44. Working Conditions" Safe and Healthful Working Conditions 

45. Smoking in Campus Facilities" 

 XE "Facilities" Smoking in Campus Facilities 

46. Immigration Reform and Control Act of 1986" Immigration Reform and Control Act of 1986 

47. Replaced by Policy #110 9/22/10:  Coordination of the Use of University Facilities XE "Facilities"  by Off-Campus Groups 

48. Building Hours" Building Hours 

49. Data and Video Networks" Planning, Installation, and Maintenance of Data and Video Networks
 

50. Research" Research Involving Recombinant DNA Molecules 

51. Surveys" Conducting Surveys 

52. Computers and Data Communications" Use Of Computers and Data Communications 

53. Harassment" Sexual Harassment and Other Unlawful Harassments 

54. Professional Activities for Pay" Conflicts of Interest and Commitment/External Professional Activities for Pay Policy and Procedure 
 

55. Solicitation" Solicitation of External Funds 

56. Ethics" Ethics in Research XE "Research"  

57. Employment of Related Persons" Employment of Related Persons 

58. Improper Relationships" Improper Relationships between Students and Employees
 

59. Summer Pay" Summer Pay for Nine-Month Faculty Member 

60. Overtime Work" Overtime Work 

61. Annual Evaluation" Annual Evaluation for Staff Members Reporting Directly to the Chancellor
 

62. Contract Review and Execution" Contract Review and Execution
 

63. Workplace Violence" Workplace Violence 
 

64. Salary Adjustments" In-Range Salary Adjustments for SPA Employees
 

65. Space Utilization" Space Utilization and Allocation 

66. Radioactive Materials" Guidelines for use of Radioactive Materials 

67.    Computer Hardware, Software and Services" Computer Hardware, Software and Services Standards 

68. Cellular Phones" Cellular Phones 

69. Re-Hiring" Re-Hiring An Individual Previously Terminated From Employment by WCU 

70. Harassment" Unlawful Workplace Harassment -- SPA Employees (incorporated in #53) 

71. Children in the Workplace or Unsupervised on Campus" Children in the Workplace or Unsupervised on Campus 

72. Family Educational Rights and Privacy" Family Educational Rights and Privacy(FERPA XE "FERPA" \t "See Family Educational Rights and Privacy"  or Buckley Amendment 
 

73. Telephone and Voice Mail Service" Use of Telephone and Voice Mail Service during Regular Business Hours 

74. Public Access to Student and Employee Information" Public Access to Student and Employee Information
 

75. University Assets" Removal of University Assets From the Campus 

76. Community Service Leave" Community Service Leave 

77. Grievance Policies and Procedures" Grievance Policies and Procedures for SPA Employees
 

78. Disciplinary Policy and Procedures" Disciplinary Policy and Procedures for SPA Employees 

79. Performance Pay Dispute Resolution" Performance Pay Dispute Resolution Procedures for SPA Employees 

80. Health Center" University Health Center Services 

81. Alcoholic Beverages" 

 XE "Alcoholic Beverages" WCU General Campus Policy for Alcoholic Beverages 

82. Facilities" University Facilities Use Policy 

83. Accommodation of Faculty, Employees, and Applicants with Disabilities" Accommodation of Faculty, Employees, and Applicants with Disabilities 

84. Copyright Policy" Copyright Policy
 

85. Misuse of State Property" Reporting Misuse of State Property
 

86. Web Accessibility" Web Accessibility Policy 

87. Secondary Employment" Secondary Employment Policy for SPA Employees
 

88. Facilities" Facilities and Administration Receipts Policy 

89. Leave" Serious Illness and Disability Leave for Faculty
 

90. Low Speed Vehicles on Campus" Use of Low Speed Vehicles on Campus 

91. Weapons on Campus" Weapons on Campus 

92. Hiring Internationals" 

 XE "Hiring Internationals" Hiring Internationals at Western Carolina University 

93. Electronic Mail" Electronic Mail Policy 

94. Performance Evaluation" EPA Non-Faculty Performance Evaluation Policy
 

95. Data Network Security and Access Control" Data Network Security and Access Control 
 

96. Student Residence in WCU Residence Halls" Policy Statement on Student Residence in WCU Residence Halls 

97. Data Security and Stewardship" Data Security and Stewardship 

98. Employment Background Screening" Employment Background Screening 

99. Voicemail" Use of Voicemail of Western Carolina University 

100. International Travel" International Travel and International Visitors XE "International Visitors"  

101. Video Cameras" Policy for the Installation and Use of Video Cameras for Non-Academic Purposes 

102. Alcohol" University Center BYOB Alcohol Service Policy 

103. Tailgating" Tailgating Policy 

104. External Gifts" Governing External Gifts with Academic Implications 

105. Centers and Institutes" Centers and Institutes 

106. Identity Theft Prevention" Identity Theft Prevention Program 

107. Employee Assistance" Employee Assistance Program 

108. Records Retention and Disposition" Records Retention and Disposition 
 

109. Threat Assessment" Threat Assessment
 

110. Conferences and Events" Conferences and Events Policy
 

111. Pending 

112. EPA Non-faculty Employee Grievance" EPA Non-faculty Employee Grievance Policy

� Documentation of teaching effectiveness should be on file in the departmental office and available to the instructor.  





� All reservations should be documented in the ‘Additional Comments’ section.


� Rules of the State Personnel Commission govern disciplinary actions that may be taken against SPA employees; under current commission policies, discharge rather than suspension is the applicable penalty for SPA employees in instances where this policy otherwise requires suspension.





