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The Faculty Handbook is designed to provide members of the 
fa culty with general information about Western Kentucky 
University, its history, philosophy, organization, policies and 
procedures, faculty responsibilities and benefits, and various services 
and facilities. In the interests of brevity and economy. duplication of 
information available in other university publications is held to a 
minimum, and referen ces are made to other sources such as the 
University Catalog. It is suggested that the faculty familiarize 
themselves with these other publications in order to be better 
informed about Western. Specifically. faculty are encouraged to be 
familiar with the pUblication Western Kentucky University 
Governing Statutes-Rules·Policies. A copy of this document is 
available in each department head's and dean's office. 

As t he institution is changing constantly, so must the policies and 
procedures of t he University. The administration makes a concerted 
effort to keep the faculty informed of such changes . Suggestions on 
how future editio ns of t he Handbook can be made more informative 
may be submitted at any time to the Office of the Vice President fo r 
Academic Affairs. 
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History of Western 

I 
As a public institution of higher learning, Western Kentucky 

University came into existence in 1906 when a bill was enacted by ( 
the Kentucky General Assembly creating a state normal school in 
Bowling Green headed by Dr. Henry Hardin Cherry. The history of 
the institution precedes its founding many years, as is illustrated by 
the genealogy of Western Kentucky University which appears on the 
inside of the Cront cover. The name of the institution was changed by 
the Legislature in 1922 to Western Kentucky State Normal School 
and Teachers College. In 1930 the school's name was changed to 
Western Kentucky State Teachers College, and in 1948 it was 
changed to Western Kentucky State College. It became Western 
Kentucky University on June 16, 1966. 

From its beginning as a small state normal school with about 300 
students and a dozen faculty members, Western has grown in both " 
size and scope of academic programs. In recent years the school's 
growth has been phenomenal. Enrollment has grown from less t han 
1700 in the fall of 1955 to over 13,000 students in the fall of 1977. 
The faculty has grown from fewer than 100 in 1955 to over 600 in 
1977 and the number of faculty holding the earned doctorate has 
advanced from under 25% to more than 55%. In 1955 Western 
offered two undergraduate degrees, and one graduate degree; 
currently the university offers three associate degree", five 
baccalaureate degrees, eight masters degrees, the specialist. degree, 
and cooperative doctoral programs with the University of Kentucky 
and the University of Louisville. The number of fields in which 
students may pursue studies has increased substantially during the 
same period. (For more complete information on degrees and study 
available see the community college, undergraduate, and graduate 
catalogs.) 

The University physical plant likewise has undergone tremendous 
growth, expanding from a few classrooms and offices in one building 
in 1906 to a main campus of more than 66 modem buildings and 
approximately 200 acres. (For an up-to-date list and description of 
University physical facilities consult the University Catalog.) 

Western's hilltop campus is located in Bowling Green (estimated 
population of 48,000) a rapidly growing, easily accessible city in 
Warren County (estimated population of 73,700) located in South 
Central Kentucky. Sixty miles north of Nashville, Tennessee, 
Bowling Green is the marketing and shopping center for a large area 
in Southern Kentucky. In the Central Time Zone, 509 feet above sea 

1 



level, Bowling Green has a pleasant and stimulating c.1imate. The 
average annual temperature is 57 .6 degrees, wIth average 
te mperatures of 78 degrees for the warmest month and 34.4 degrees 
for the coldest month. Although average rainfall is 50 inches, t he sun 
shines 80% of the year and periods of extreme heat and cold are 
usually o f only short duration. 

Although its growth has been rapid and time had brought great 
changes, Western has never lost sight of its major objectives and 
purpose in higher education. Many of the ideals upon which the 
University was founded were expressed by Western's first President, 
Dr. Henry Hardin Cherry, and are sti ll guiding principles today. For 
example, Dr . Cherry articulated these goals for Western: 

I. To be a live school and to impart to its students a burning 
zeal to do and to be something. 

II. To let the reputation of the school be sustained by real 
merit. 

III. To lead the student to understand that a broad and liberal 
education is essential to the highest degree of success in 
any endeavor in life ... 

Through t he years the school has striven constantly to provide its 
students with varied educational opportunities within an academic 
climate intended to promote the legitimate objectives of liberal 
education, democratic citizenshi p, character development and the 
pursuit of excellence. 

For an interesting and more detailed histo ri cal background of 
Western from its beginning un til 1938, read James P. CornetLe's A 
History of the Western Ken tucky State Teachers College, which is 
available in the University libraries. 
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University 
Organization and Administration 

Board of Regents- As provided under state law, t he governing 
body of Wes~rn Kentucky University is the Board of Regents, 
composed o f eIght members appointed by the Governor, a facul ty 
reg~nt ~Iected by the faculty, and a student regent selected from the 
Umverslty student body by the students. Kentucky Revised Statute 
164.350 provides in pert inent part as follows: 

!he govermeni of (Western Kentucky University) is vested in 
ItS ... board of regents ... When its members have been 
a~pointed and qualified , (it) shall constitute a body corporate, 
":Ith the usual corporate powers, and with all immunities 
fights, privileges and franchises usually attaching to th~ 
governing bodies of education insti tuti ons. 

Presiden t- The chief executive officer to whom the Board has 
dele.gated authority, as its agent, to direct, govern , and manage the 
affatrs o f the University and to make day-to-day decisions and 
jUdgments necessary to carry out that responsi bility. 

Vice President fo r Academic Affairs- Administrative officer who 
is responsible for instruction, research , and service and related 
academic affairs. The Vice President for Academic Affairs serves as 
chairman of the Academic Council and t he Counci l of Academic 
Deans. Academic deans report to the Vi ce President for Academic 
Affairs. 

Vice President for Adm inistrative Affairs- Administrative officer 
who is responsible for supervision of various aspects of administrative 
programs including Athletics, Alumni Affairs, Health Services Public 
Affairs and Public Relations, Student Affairs, and University~School 
Relations. 

Vice Presiden t for Business Affa irs- Administrative officer who is 
responsible for administration and supervision of the fiscal operation 
of the University including Accounts and Budgetary Control, 
Purchasing, Auxiliary and Business Services, Physical Plant and 
Facilities Management, Personnel Services, and Student Financial 
Aid. 
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President. of the College Heights Foundation-Administrative 
officer who directs the activities of the College Heights Foundation, 
a tax-exempt., non-profit organization founded at Western in 1923. 
The College Heights Foundation exists for t he purpose of aiding 
qualifying, needy students. A major area of such help consists of 
emergency loans and scholarship awards. All gifts specified for the 
Memorial Fund of the College Heights Foundation are held in 
perpetuity, with all earnings being used in the student-assistance 
program. The current Presidcnt of the Foundation is also President 
Emeritus of the University. 

ACADEMIC ORGANIZATION 

Organization for Instruction- The University is organized into 
seven colleges under which are grouped related departments and 
programs. The colleges are the Bowling Green College of Business 
and Public Affairs, the College of Applied Arts and Health, the 
College of Education, the Graduate College, the Ogden College of 
Science and Technology, the Potter College of Arts and Humanities, 
and the Bowling Green Community College and Contin uing 
Education. 

Each college is administered by a dean and each department by a 
department head. In an effort to keep lines of communication open 
and to encourage free exchange of views and ideas, meetings of 
department heads, college faculties, and departmental faculties are 
held periodically throughout the year. 

A copy of the approved budget of each department is filed with 
the department head and the dean of each college. Included in this 
budget, for the benefit of the facult.y members, is an allocation for 
purchase of instructional supplies and materials, equipment 
maintenance, office supplies, classroom sup plies, travel, and capital 
outlay. 

The Academic Council-The Academic Council is a major 
initiator of academic policy recommendations within the University. 
The Council is composed of fifty-nine voting members, including 
thirty-nine elected faculty members , seven student. members 
representing the seven colleges, and thirteen ex-officio members. The 
Council functions and qualifications for membership are described 
briefly below. 

The Academic Council is responsible for recommending to the 
President and the Board of Regents academic policies and 
regulations; reviewing all proposals relative to the curriculum, 
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academi~ polici~s and r~gulations or other matters referred to it by 
the Pres~dent, Vice President for Academic Affairs, or the Council of 
Acader~lIc Deans; and referring to duly constituted academic 
commltt~es, the Council of Academic Deans or to special 
sub-commlttees matters related to academic affairs within th 
purview of Council authority. e 

Members of t he Council are selected from among those full-time 
faculty ~ho have ~~n at Western a minimum of two full academic 
y~ar~. Lists of eiJgtble facu lty members within each college are 
distributed, and all full-time faculty are eligible to vote for 
representatives ·from their college. Members are elected for two-year 
terms, a?d no elected member is eligib le to serve more than four 
~onsecutl.ve years. The complete Charter of the Academic Council is 
Included In the Appendix. 

. Fac~lty . Senate-The Faculty Senate at Western Kentucky 
Umverslty IS. an elected body of representatives from the faculty 
:-vhose functions are to provide a forum for the concerns and 
Interests of the u~iversity-wide faculty commun ity, to furnish advice 
and recommendations with reference to policies that pertain to the 
facu lty and to make available to the University the expertise of the 
faculty on appropriate matters. The complete Constitution of the 
Faculty Senate is included in the Appendix. 

Council of Academic Deans-The Council of Academic Deans is 
co~posed of the Vice President for Academic Affairs (who serves as 
chrurman), the Deans of the Colleges of Business and Public Affairs 
Applied Arts and. I:Iealth, Education, Science and Technology, and 
Arts . an? Humanities, the Dean of the Community College and 
Contlnumg . Educa~ion, the Dean of the Graduate College, the Dean 
of AcademiC Services, the Dean of Public Service and International 
Programs, the Dean of Scholastic Development, the Associate Dean 
of Faculty Programs, and t he Associate Dean for Instruction. The 
Council provides leadership and coordination for the academic affairs 
of the University. 

Administrative Council- The Administrative Council includes 
officia~s ~or t he major administrative units of the University. The 
Co~ncil Includes the President of the University, who serves as 
chalrm~; the Assistant to the President for Resources Management 
and Director of t he Budget; the University Attorney; the Staff 
Assistant, Office of the President; the Vice President for Business 
Affairs; the Vice President for Administrative Affairs' the Vice 
President for Academic Affairs; the Derul of Student Affairs; the 
Dean of Academic Services; the Dean of Bowling Green College of 
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Business and Public Affairs; the Dean of the College of Applied Arts 
and Health; the Dean of the College of Education; the Dean of t he 
Graduate College; the Dean of Ogden College of Science and 
Technology; the Dean of Potter College of Arts and Humaniti~s; ~he 
Dean of the Bowling Green Community College and Continuing 
Education; the Dean of Public Service and International Programs; 
and the Dean of Scholastic Development. 

The Graduate Council- The Graduate Council has general 
supervision and control over all matters of graduate instruction, 
including admission and degree requirements, curricula, Graduate 
Faculty membership, and general academic regulations. The 
Graduate Council submits recommendations concerning initiation or 
revision of graduate courses and programs through the Acade~i.c 
Council to the President and the Board of Regents. The Council IS 

composed of the Dean of the Graduate College as chairm~, one 
facul t y member each from the five college curriculum committees, 
four faculty members elected to the Academic Council by t he 
Graduate Faculty, one member from the Teacher Education 
Committee and two students elected to represent the Graduate 
College on 'the Academic Council. All academic deans are non-voting 
associate members. 

COMM ITTEES 

Un ivers it y Cu r ri c ulu m Committees- Four university·wide 
curriculum committees review and approve curriculum proposals 
within their specialized academic areas and exercise general 
super vision of the total curricula under their jurisdiction. 
Recommendations from these committees are forwarded to the 
Academic Council. These committees and their respective 
composition are outlined below: 

Teac her Ed ucation Committee- Ali matters curricular or 
otherwise relating to teacher education programs must be reviewed 
and approved by this committee prior to consideration by the 
Graduate Councilor the Academic Council. 

Ex-officio membership 
Dean of the College of Education, chairman 
Head, Department of Se(."Ondary Education 
Head, Department. of Elementary Educat.ion 
The Universit.y Registrar 
One Academic direct.or from the graduat.e professional 
education programs (t.o be rotated annually) 
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One depart.ment head or academic ' director from ('ther 
professional education programs (to be rotated annually) 

Faculty membership 
One faculty member from each college curriculum committ.ee 
One member from the Graduate Council 
One member from the Academic Council 

Associate membership 
A II other academic deans wit.h University- wide 
responsibilities. 

Associat.e Degree and Certificate Committ.ee-This commit.tee is 
responsible for reviewing curriculum proposals and policies involving 
those programs leading to specia l certificates or associate degrees. 

Ex-officio membership 
Director of Office of Special Programs 
Dean of Community College (Chairman) 
Vice President for Academic Affairs 

Faculty membership 
One representative from each of the five college curricli lum 
commit.tees 
Two represenlatives from t.he Academic Council 

Associate membership 
All the Academic Deans with University-wide responsibilities. 

Health Programs Committee-This commit.tee is chaired by the 
Dean of the College of Applied Arts and Health and has 
representatives from those departments in the College of Applied 
Arts and Health and other colleges that have healt h-related programs. 
The committee reviews all new programs, program revisions, or 
expansion of individllal courses of study in the health area . 

Technology Programs Committee- This committee is chaired by 
t.he University Coordinator of Technology Programs and has 
represenlatives from the department.s of Indust.rial Education and 
Technology, Engineering Technology, Agriculture, and Physics and 
Astronomy. The committee reviews and approves all new programs, 
program revisions, and new courses in the technical programs of the 
areas Olltlined above and facilitates coordination of technology 
programs. 

Coll ege Curriculum Committ.ees-Curriculum committees for the 
Colleges of Business and Public Affairs. Applied Arts and Healt.h 
Education. Art.s and Humanit.ies, and Science and Technolo~ 
initially {:onsider proposals for curriculum expansion or revision from 
academic departments or curricular areas within their respective 
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colleges Each college curriculum committee is composed of the dean 
of the ;espect ive college, the depart.ment ~ea.ds within the co llege, 
the directors of other divisions or offices withm the college, and one 
elected faculty member from each department in the. college. E~ch 
college also has a separate graduate curriculum committee to review 
graduate related matters and make recommendations to the Graduate 
Council. 

Other Committees-Numerous university-wide com~ittees and a 
variety of special and ad hoc committees are c~ordlnat.ed by a 
university-wide Committee on Committees. The Vice PreSident ~or 
Administrative Affairs serves as chairman, and faculty.-staff with 
questions concerning such committees should direct thell' concerns 
to that office. . 

There are numerous college, departmental or other um t 
committees. In fo rmation concerning t hese committees can be 
obtained from the administrative office involved . 

Standing Committees of the Academic Council 
Ru les Committee 
General Education Committee 
Academic Requirements and Regulations Committee 

Standing Committees of the Faculty Senate 
Executive Committee 
By-Laws, Amendments and Elections Committee 
Faculty Status and Welfare Committee . 
Professional Responsibilities and Concerns Committee 
Institutional Goals and Planning Committee 
Fiscal Affairs Committee 
Academic Affairs Committee 
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Institutional Policies - Faculty and 
Faculty - Related Activities 

FACULTY APPOINTMENTS 

Appointmen t Process-Appointments to faculty and staff are 
made by t he Board of Regents. Interim appointments may be made 
by the President subject to ratification by the Board of Regents if 
the appointment has not been previously so approved. 
Recommendations to the Board for new faculty and staff member 
appointments are developed through a cooperative procedure 
involving department heads, college deans, the Vice President for 
Academic Affairs, and the President. Incumbent faculty members 
may be involved in the interview phase of recruitment. Normally, 
recommendations to the Board are made only after the candidates 
are interviewed, recommended by their department head, the college 
dean, t he Vice President for Academic Affairs, and approved by the 
President. 

What is generally referred to as the contract outlining the specific 
terms of employment at Western, actually consists of the complete 
correspondence between the President and the prospective faculty 
member. Unless otherwise specifically stated in writing, new faculty 
members receive tempo rary probational appointments for the 
duration of one academic year. Notice of appoint.ment is by letter 
from the President. Enclosed with t.he letter is a form to be signed by 
the recipient and returned to the President indicating acceptance or 
rejection of the terms of employment. 

Rank-Faculty Rank at Western Kentucky University is 
determined on the basis of criteria recommended by a faculty 
committee of the University and adopted by the Board of Regents. 
The criteria are as follows: 

I. General Principles 

A. Introductory Statement.: 
Faculty rank and promotions are to be determined 
objectively and impartially on the basis of merit. It is 
understood that the criteria stated below will serve as a guide 
in the assignment of academic rank. Justifiable exceptions to 
these principles may be made in extreme situations. 

B. Factors Governing Employment and/or Promotions of Each 
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Candidate: 
1. Acceptable character and personality. 
2. Loyalty to the policies of the University. 
3. Evidence of professional interest and growth. 
4. Evidence of effective teaching or service. 

C. To consider the evidence of faculty members for promotion 
in rank, periodic evaluations are made by the department 
head, the dean of the college, and the Vice President for 
Academic Affairs. Recommendations based upon these 
evaluations are forwarded to the President after review by the 
Council of Academic Deans. The President has the 
responsibility of making recommendations to the Board of 
Regents for final approval. 

II. Specific Criteria for Individual Ranks 
A. Professor 

1. Academic qualifications: Earned doctorate . 
2. Experience: A min imum of seven years' college teaching. 
3. Demonstration of an unusual degree of skill in effective 

teaching, research, creative work, or faculty service. 
S. Associate Professor 

1. Academic qualifications: Doclorate or two or more years 
of advanced work above the master's level largely in one 
field of concentration. (Academic requirements above the 
master's level may be waived provided the individual has 
had a minimum of eight years' experience, five of which 
must be gained in this institution, and has made an 
outstanding contribution to this university). 

2. Experience 
a. If academic qualifications include a doctorate, three 

years' acceptable experience in the field in which he 
is employed. 

b. If academic qualifications are less than a doctorate, 
five years' acceptable experience in the field in which 
he is employed. 

3. Demonstrated ability to do scholarly or creative work or 
an established reputation in the teaching field. 

C. Assistant Professor 
1. Academic qualifications: Doctorate or one or more years 

of advanced work above the master's level largely in one 
field of concentration. (Academic requirements above the 
master's level may be waived provided the individual has 
had a minimum of five years successful teaching 
experience, or has made an outstanding contribution to 
this university). 
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2. Experience: 

a. U academic qualifications include a doctorate, formal 
teaching experience may be waived. 

b. If academic qualifications are less than a doctorate 
three years' acceptable experience in the field i~ 
which he is employed. 

D. Instructor 
1. Academic qualifications: Master's degree or the 

equivalent. 
2. Experience: Successful experience up to three years in a 

teaching or supervisory capacity is advisable. 
E. Associate Instructor 

Academic qualifications: Bachelor's degrce and demonstrated 
ability in the field for which the candidate is employed. 

F. Assistant Instructor 
Academic qualifications: Sufficient specialized training in the 
field to qualify for a special assignment. 

SPECIAL FACULTY APPOINTMENTS 

PART-TIME 

University Lecturer-This is a special appointment for individuals 
qu~ified to teach University classes who are employed on a part-time 
basiS. The University's regular guidelines for faculty rank and tenure 
and the provisions of the Kentucky Retirement System do not apply 
to these employces. 

The following guidelines are to be applied in the employment of 
these personnel: 

GRADEl 
$230 per s.h. 
$690 per 3 hr. course 

GRADE II 
$260 per s.h. 
$780 per 3 hr. course 

GRADE III 
$290 per s.h. 
$870 per 3 hr. course 

Persons employed in this category should 
hold at least a bachelor's degree and have a 
minimum of three years related experience 
or hold the master's degree. 

Persons emploYed in this grade should hold 
at least the master's degree and have 3-5 
years teaching experience or have other 
special training and experience related to 
the teaching position. 

Persons em ployed in this grade should hold 
at least the master's degree and have 5 
years or more teaching experience, hold 
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GRA DE IV 
$320 per s. h. 
8960 per 3 hr. course 

other degrees or certifications (Ed.S., CPA, 
ePE., e tc. ) or special qualifications, or hold 
a doctorate with less than 7 years teaching 
experience. 

Persons employed in this grade should hold 
the doctorate and have a minimum of 7 
years teac hing experience o r other special 
qualirications applicable to their teaching 
rolc. 

Teac h i n g Ex p e rience- In the establishment of equivalent 
experience for purposes of stipend determinations, the teaching of 
four courses (12 semester hours) as a University Lecturer constitute 
one year's ex perience. Years of serv ice as a University Lecturer do 
not count toward co nsideration o f tenure. 

Prior related ex perience counts as follows: 
A. One year teaching full -time in another co llege or university 

= 1 year 
B. One year teaching full ·time at the secondary or elementary 

level = II.! year 
C. One year in governmen t, business or industry = II.! year 
D. One year as a graduate teaching assistant = 'A year 

Special Benefits: 
A. 1.0. card for Library and Bookstore privi leges. 
B. A temporary faculty-sta ff parking permit is issued for the 

durat ion of the part·time employment. 

Maximum Load : 
Part·time personnel shall not be employed to teac h more than 9 
hours at the undergraduate or six hours at the graduate level per 
semester. 

OVERLOAD STIPENDS-oN-CAMPUS: 
All full-time faculty and staff members who teach classes on an 
overload basis are to be paid according to the following scale: 

Instructor-$155 per se mester hour 
Assistant Professor-$170 per semester hom 
Associate Professor-Sl 85 per semester hour 
Professor-$200 per semester hour 
Summer Session-$150 per semester hour 

EXTENDED CAMPUS: 
Because those teaching courses in the Extended Campus Program 
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must spend additional t.ime in travel and other class related duties 
such as registration of students, transportation and sale of textbooks 
transportation and management of library and other support 
materials, an extra service stipend is paid. 

In-load- Those teaching extended campus courses as a part of 
their regular load are paid a stipend of $9 times an extra service 
factor for the location where the course is taught. The extra service 
facto rs are determined by a committee on Extended Cam pus 
Programs, and currently established extra·service factors and stipends 
are as follows: 

Location Extra Service Factor In-load Stipend 
Morgantown 45 $405 
Glasgow 45 405 
Russellville 45 405 

Mammoth Cave 50 450 
Munfordville 50 450 
Edmo nton 50 450 
LeGrande 50 450 
Bonnieville 50 450 

Central City 55 495 
Greenvil le 55 495 
Leitchfield 55 495 
Horse Branch 55 495 
Columbia 55 495 
Magnolia 55 495 
Elizabethtown 55 495 
Owensboro 55 495 

Thompkinsville 64 576 
Burkesville 64 576 
Russell Springs 64 576 
Hopkinsville 64 576 
Ft. Knox 64 576 
Hardinsburg 64 576 
Madiso nville 64 576 
Ft . Campbell 64 576 
Campbellsville 64 576 
Bardstown 64 576 
Hawesvi lle 64 576 

Albany 70 630 
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Louisville 
Princeton 
Somerset 

70 
70 
70 

630 
630 
630 

Overload-overload stipends are at the on-campus rate plus $9 
times the extra service facto r for the location where the course is 
taught. 

The base for a 3 semester-hour course at present is: 
Instructor-$465 
Assistant Professor-SS1O 
Associate Professor-S555 
Professor-S600 

The minimum extra-service added to the base stipend is $405. 
Thus, the minimum overload stipends are $870, $915, $960, $1005. 
The maximum stipends are $1095, $1140, S1185, $1230. 

Adjunct-Adjunct stipends are the same as for on-campus adjunct 
instructors. Those having to travel in excess of 25 miles (roundtrip) 
to teach a class are paid an additional $9 times the appropriate 
extra-service factor based on the location of the class. 

MAY TERM, 
Base stipends for on-campus May Term are $275 per semester 
hour-$825 for a 3-hour course. 

May Term stipend for Extended Campus is t he on-campus 
stipend plus $5 times the appropriate extra-service factor fo r the 
location where t he course is taught . Minimum stipend is $1050 and 
t he maximum is $117 5. 

SUMMER TERM-EXTENDED CAMPUS: 
Stipend for extended campus course is one-half of the appropriate 
on-campus stipend plus $5 times the appropriate extra·service factor 
for the location where the course is taught. 

Base Minimum Maximum 
Rank Stipend Stipend Stipend 
Instructor $ 775 $1000 $1125 
Assistant Pro fessor 925 11 50 1275 
Associate Professor 1075 1300 1425 
Professor 1225 1450 1575 

Twelve-month personnel teaching an extended campus class during 
the summer are paid a stipend at the regular term in-load rate for the 
location where t he course is taught. 
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OTHER SPECiAL FACULTY APPOINTMENTS: 

Visiting Professor-This is a special appointment. designed 
particularly for academic personnel who are qualified fo r such a 
position at Western Kentucky Universi ty by virtue of educational 
service elsewhere. There is no age limit. Participation in the 
Kentucky Retirement System is determined accordi ng to eligibility 
and whether vestiture would be possible. This is a one-year 
appointment subject to renewal. 

Distinguished Visiting Professor-This is a special appointment 
designed for academic persons of particularly outstanding service 
elsewhere. There is no age limit. Participation in the Kentu cky 
Retirement System is determined according to eligibility and 
whether vestiture would be possible. This is a one-year appointment 
subject to renewal. 

Appointee in Residence-This is an appointment designed for 
persons particularly distinguished in their fie lds such as artist in 
residence, author in residence, musician in residence, sculptor in 
residence, or scientist in residence. 

Adjunct Professor-This is an appointment designed for persons 
of established reputation or distinction in their field for the specific 
purpose of enabling t hem to work with graduate students or as 
members of special research teams, or t.o offer special instruction in 
their discipline. Adjunct Professors will receive no salary unless it is 
separately contracted, and shall not be entitled to tenure or other 
faculty benefits unless specifically authorized. Appointments are to 
be on an annual basis and are subject to renewal. 

TENUHE POLICY 

I. Introduction 

1. Tenure is a means to achieve such goals as: 

a. Freedom of teaching and research (for the University's 
statement on academic freedom, see page 40) 

b. A sufficient degree of economic security to make the 
profession attmctive to men and women of ability 

c. Institutional continuity and stabi lity through a substantial 
co ntingent of faculty with long-range commitment to 
Western Kentucky Universit.y 
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2. The development and retention of an increasingly competent 
faculty is an objective of Western Kentucky University to which 
tenure makes a significant contribution . While length of service 
determines one's eligibility to be recommended for tenure, tenure 
will be granted only to those faculty members with the rank of 
Assistant Professor or above at. Western who have attained the 
educational qualifications specified for the positions they hold and 
who demonstrate outstanding performance in ably carrying out 
their professional responsibilities during t he probationary period. 

II . Faculty Tenure Appointment Policy 

1. Decisions concerning tenure will be based on performance in the 
following categories: instructional activities, other scholarly 
activities, and service to and for the University. It is understood 
that the faculty member shou ld cooperate in working with 
colleagues in carrying out t he University's educational mission. 
The following general statements will serve as guidelines for 
evaluating t he faculty member 's performance in assigned 
responsibilities. 

The evaluation of instructional performance considers factors 
including knowledge of subject matter, teac hing effectiveness, 
student advisement, and curriculum development. 

The evaluation of other scholarly activities considers factors 
including the individual 's activities and achievements in areas 
such as resear c h, pUblications, program participation at 
professional meetings, creative activity, and work to ward a 
terminal degree (if the degree is a requirement for the position). 

The evaluation of service to and for the University cons iders 
factors including committee work , student-related activities, and 
public and community service. Public and community service 
should be related to the special competencies o f the individual 
and be an extension of the faculty member's role as 
scholar-teacher. 

2. Full-time faculty members appoin ted to tenurable positions at 
the rank of Assistant Professor, Associate Professor, or Professor 
are employed with the understanding that there will be a 
probationary period. Faculty members appointed at the rank of 
Instructor are employed on an annual contract and are not. 
eligible for tenure at thai rank. 
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The probationary requirement may be satisfied through fUll-time 
faculty service as follows: 

a. Six years as an Assistant Professor or above at Western 
Kentucky University 

b. Five years at the rank of Assistant Professor or above at 
Western plus two or more years at the rank of Instructor at 
Western or two or more years at the rank of Assistant 
Professor or above at another university or college. 

The faculty member will be notified of t he decision regarding 
tenure by May 15 of t he final probationary year. There will be 
no . ex.tension of the probationary period. However, the 
U~ lverslty may offer a maximum of two annual appointments 
wlt.hou.t . tenure thereafter upon its determination that such 
actIOn IS In the best interest of the institution. 

3. At t he. ~iscretion of the University. newly established positions 
or POSitions ~coming vacant. t hrough retirement or resignation 
may be deSi gnated as contingency positions not leading to 
tenure. Years of service in such positions may be considered 
toward tenure only when the faculty member is transferred to a 
Lenurable faculty position. 

4. A recommendation concerning tenure is made by the department 
head (or heads in case of joint appointments). The department 
head's recommendation shall be forwarded to the college dean 
after the department head has given each tenured facult.y 
member of the department an opportunity to submit written 
advisory opin ions to accompany t.he tenure recommendation. 
The academic dean shall submit a recommendation to the Vice 
President for Academic Affairs. The Vice President for Academic 
Affairs has the responsibility for making a recommendation to 
the Pre side.nt, who is responsible for submitting a 
recommendation to the Board of Regents for final consideration. 

5. An appointment during the probationary period is for one year. 
A . fac~lty . member being appointed by Western Kentucky 
University IS not assured of employment after the initial term of 
appointment. The facu lty member will be notified by March 1 if 
the faculty member is not to be reappointed for t he second year. 
The faculty member will be notified by December 15 of the 
second annual appointment if the faculty member is not to be 
reappointed fo r a th ird year. Thereafter, the faculty member will 
be notified by October 1 if the faculty member is not to be 
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reappointed for the following year. 

6. Employment after age 65 will be on an annual contract with 
tenure no longer being in effect. 

7. Any tenured appointment made other than as provided above 
shall require written justification showing that such action will 
serve the best interest of an academic program or programs and 
shall follow the established recommendation procedure as stated 
in II. 4. 

Ill. Advisory Committee on Faculty Continuance 

The Presiden t is authorized to establish within the University, an 
Advisory Committee on Faculty Continuance. Its functions and 
duties shall be those outlined in the Procedure for Review of 
Non-Reappointment Recommendations and the Procedure for 
Dismissal (see sections IV and V). 

A list of eligible tenured faculty members assigned to full-time 
teaching, research, and/or academic service duties, other than the 
faculty regent, shall be selected as follows: 

a. Every two years, each Academic Department shall elect one 
eligible faculty member; 

b. Nominees shall be elected by secret ballot by all members of the 
faculty unit holding academic rank as defined in the Faculty and 
Staff Handbook; 

c. The election of nominees shall be conducted under rules and 
procedures developed by the Rules Committee of the Academic 
Council; and 

d. Persons elected as nominees eligible for appointment shall remain 
on the eligible list for a period of two academic years, and may 
be re-elected. 

The committee shall be a standing committee consisting of five (5) 
tenured faculty members. Membership on the committee shall be 
selected from the list by lot. A faculty member shall not participate 
in a case involving a faculty member from the same department; and 
a member chosen shall remove himself/herself either at the request of 
the party or on his/her own initiative, if he/she deems himself/herself 
disqualified because of bias or interest. Each party shall have a 
maximum of two (2) challenges without stated cause. Supplementary 
selections and lists shall proceed in the same manner until an 
accepted committee is constituted. 
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The committee shall designate one (1) member as Chairman. 

IV. Procedure for Review of Non-Reappointment Recommendations 

Each appointment of a faculty member during the probationary 
period continues only for the limited term specified in the 
appointment document. There is no obligation to appoint for 
another such term. Each such appointment terminates without 
further action on the expiration date specified, in the appointment 
document, unless renewed. 

If a decision is made not to recommend reappointment of a faculty 
member upon expiration of any appointment during the 
probationary period, the President shall provide the affected faculty 
member official written notice as follows: 

a. By March 1 of the first appointment; 
b. By December 15 of the second appointment; and 
c. Thereafter, by October 1. 

The University is not obligated to furnish a statement of reasons 
for the decision not to recommend reappointment of a faculty 
member for another term during the probationary period, and it is 
the policy of the University not to furnish a written statement of 
reasons for suc h a decision. However, it is the policy of the 
Univer sity that, upon request of the faculty member, the 
Department Head and Dean of the College and Academic Vice 
President will arrange a conference with the faculty member to 
discuss informally the circumstances surrounding the 
non-reappointment. If this conference fails to satisfy the faculty 
member, the President will have a related conference with the faculty 
member upon request. 

If a faculty member on non-tenured appointment has received 
official notice of a decision not to recommend reappointment and 
the faculty member has factual information as grounds upon which it 
is claimed that the decision not to recommend reappointment was 
arbitrary or capricious or was based on considerations that violate 
constitutionally protected rights or interests; e.g., consideration of 
race, sex, national origin, exercise of free speech, association, etc., a 
complaint may be filed with the Head of t he Department or office to 
which the faculty member is assigned. 

The complaint shall be in writing and be filed within thirty (30) 
days after receipt of official notice. It shall be accompanied by a 
written, signed statement that the faculty member agrees that the 
authorities who made the decision not to recommend reappointment 
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may present. information in support of the decision for t he purpose 
of confidential consideration by members of the Advisory 
Co mmittee on Faculty Continuance in the event the complaint is 
referred to it. 

The President may cause the complaint to be set for form a] 
evidentiary hearing. As an alternative, the President. may refer the 
com plaint. to the Advisory Committee on Faculty Continuance fo r 
preli minary inquiry, consultation, and its reasoned advice and 
recommendation. The Committee will seek to settle the matter by 
pre liminary inquiry, consultation, discussion, and confidential 
mediation. 

If the difficulty is unresolved informally within three weeks from 
the receipt of the complaint, the committee shall furnish the 
President with a written report containing its advice and 
recommendation as to whether or not t he President should cause the 
matter to be set fo r formal evidentiary hearing. The report shall 
include a statement of the committee's specific reasons in support of 
its advice and recommendation. 

Upon the recommendation of the committee, the President shall 
cause the matter to be heard by an ad hoc committee. The faculty 
member making the complaint herein is responsible for stating the 
specific grounds upon which the allegation is based and the burden 
of proof shaU rest upon the complainant. 

The ad hoc committee shall consist of five (5) members chosen 
by lot from the list of eligibles provided for in Part III . A member 
chosen shall remove himse lf/ herself from t he case either at the 
request of the party or on his /her own initiative if he /she deems 
himself/herself disqualified because of bias or interest. Each party 
shall have a maximum of two chaUenges without stated cause. If the 
list shall be exhausted before an acceptable committee has been 
obtained, supplementary list selections will be made fo llo wing the 
initial procedure. The committee shall select its own Chairman. 

The committee will adhere to the following procedures: 

1. The faculty member will be afforded an opportunity to obtain 
necessary witnesses and documentary or other evidence, and the 
administration will, insofar as it is possible for it to do so, secure 
the cooperation of such witnesses and make available necessary 
documents and other evidence within its control. 

2. The faculty member and the administration will have the right to 
confront and cross-examine all witnesses. Where the witness 
cannot or will not appear, but the committee determines that the 
interests of justice require admission of his/ her statement, the 
committee will identify the witness, disclose his/her statement 
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and if possible provide for written interrogatories. 
3. T~e hearing committee wilt not be bound by strict rules of legal 

eVidence, and may admit any evidence which is of probative 
value in determining the issues involved. Every possible effort 
will be made to obtain the most reliable evidence available. 

4. The hearing committee will grant adjournments to enable either 
party to investigate evidence as to which a valid claim of surprise 
is made_ 

5. The findings of fact and the decision will be based solely on the 
hearing record. 

6. Exce~t for su~h simple announcements as may be required 
covering the time of the hearing and similar matters, public 
statements and publicity about the case by either the faculty 
member or the administrative officers will be avoided so far as 
possible until the proceedings have been com pleted, including 
consideration by the Board of Regents. 

. ~pon conclusion of the hearing, the committee shall report its 
findings, conclusions, and recommendations to the President for 
tran~mitt.al to the Board of Regents. The Board of Regents will 
conSider t he record and the report and may either sustain the 
recommendation of the Committee or return the proceedings for 
reconsideration of speci fic objections made by the Board. The 
committee will then reconsidcr, taking into account the stated 
objection and receiving new evidence , if necessary. The Board of 
Regents will make the final decision after a study of the committee's 
reconsideration . 

V. Procedure for Dismissal 

~ faculty member who has tenure or an unexpired probationary 
apPointment may be dismissed only for cause. Statutory cause 
sufficient to support dismissal consists of incompetency, neglect of 
or refusal to perform duties, or immoral conduct. Under the 
provisions of Kentucky Revised Statutes 164 .360, Board of Regents' 
proceedings for dismissal of a faculty member can be initiated on ly 
upon written charges preferred by the President and shall be decided 
upon in the mrumer provided therein. 

In any case in which the President of the University has personal 
knowled ge of information sufficient to make an informed judgement 
that a faculty member should be dismissed for cause, after informal 
n~tification of the faculty member invo lved, charges may be brought 
Without further consultation as provided by Kentucky Revised 
Statutes 164.360 (3). 

Any member of the University Community other than the 
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President who desires to initiate charges in support of a proposed 
dismissal of a faculty member shall initiate the proposed dismissal 
with the Head of the Department or oHioo to which the faculty 
member is assigned. The proposed dismissal shall be in the form of a 
written signed statement of the facts relied upon to support one or 
more of the statutory grounds for the proposed dismissal. 

After informal notification of the faculty member involved, t.he 
Department. Head shall evaluate the proposal and submit a written 
recommendation to the Dean of the College. The Dean of the College 
shall make an independent evaluation of the proposal and submit a 
written recommendation to the Vice President for Academic Affairs. 
The Vice President for Academic Affairs shall make an independent 
evaluation and submit a written recommendation together with the 
entire file t.o t.he President of the University. 

If the President of the University determines that dismissal for 
cause charges should be brought, charges shall be preferred as 
provided herein, 

If the President of the University determines that additional 
information is needed in order to make an informed judgement as to 
whet.her or not to file charges, the file may be referred to the 
Advisory Committee on Faculty Continuance for preliminary 
inquiry, consultation, and its reasoned advice and recommendation. 

A genuine effort will be made by the Committee to resolve the 
entire matter by informal methods of preliminary inquiry, 
consultation, discussion, and confidential mediation. If the difficulty 
is unresolved informally wit.hin three weeks after receipt of the file, 
the Committee shall furnish the President with a written report 
containing its advice and recommendation as to whether or not. the 
President should prefer charges of cause for dismissaL The report 
shall contain a statement of the Committee's specific reasons in 
support of its advice and recommendation. 

In any case in which the President decides that procedures for 
dismissal for cause are appropriate, the President shall forward to the 
Board of Regents a written recommendation of dismissal. The 
President's let.ter to t.he Board of Regents recommending dismissal is 
to be accompanied by a formal written complamt setting forth 
specifically the nature of the factual information constituting 
grounds for dismissaL A copy of the complaint will be sent to the 
faculty member who is being charged. In transmitting a copy of the 
complaint to the faculty member being charged, the President shall 
advise the facult.y member of the following: 

a. That the attached charges have been preferred against the faculty 
member to the Board of Regents; 

b. That a writ.ten answer to the charges is required to be filed with 
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the Secretary of the Board of Regents; 
c. That the facult.y member's answer to the charges may be either 

an admission or a denial of the charges; and 
d. That the faculty member has a right to be heard by the Board of 

Regents and to present testimony personally or through counsel. 

If the charged faculty member fails or refuses to file the required 
written answer to the charge with the Secretary of the Board of 
.Regents within ten (10) days after receipt of notice of the charges, or 
If th~ faculty member's answer admits the charges, proceedings will 
t.ermmate and an order of dismissal entered. 

If a faculty member being charged files an answer denying the 
charges: a hearing by the Board will be set and heard at a designated 
place, tIme, and date, but not. sooner than three weeks after written 
notice of the charges has been received by the facult.y member. 

The proceedings at the hearing shall be transcribed and 
permanent record kept of the charges, notices, and other actions. 

The proceedings are not governed by formal, legal rules of 
procedure and evidence. The Board may consider any information of 
a kind that has probative value. The following agenda will be 
maintained: 

a. Entry of appearances of the parties and witnesses; 
b. Statement of charges by counsel for the University; 
c. Entry of the faculty member's denial of the charges; 
d. Presentation of evidence by the President or a designated 

representative; 
e. An opportunity for the faculty member or counsel to present 

evidence refuting the charges; 
f. A summation or statement on behalf of the University by the 

President or a designated representative or counsel; and 
g. A summation or statement by the charged faculty member or 

counsel; 
h. Decision and vote in executive session by t.he Board of Regents: 

1. Exonerating faculty member, or 
2. Approving the President's recommendations to dismiss 

faculty member, or 
3. Other appropriate sanctions. 

If t.he Board of Regents decides to apply sanctions, the President 
shall issue a formal letter of notification and shall advise the 
appropriate officials of the University. 
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VI. Termination 

A tenured appointment of a facully member results in a 
comm itment to successively reappoint the faculty member , except 
that a tenured faculty member may be term inated: 

1. By retirement upon attain ment of retirement age and otherwise 
qualify ing therefor ; 

2. By resignation and acceptance thereof; 
3. By a dismissal for cause; 
4. By a decision of the Board of Regents that terminat ion is 

necessary due to changed academic program needs resulting in a 
situation so t hat there is no longer a teaching position available 
within t he University for which the faculty member is Qualified ; 
or , 

5. By a decision of the Board of Regents that termination is 
necessary because of financial exigencies of the instit ution . 

The term o f a faculty appointment for one year may be 
terminated prior to the stated exp iration date: 

1. By resignation and acceptance thereof; or 
2. By dism issal for cause. 

Causes for dismissal specified in Kentucky Revised Statutes 
164.360 are incompetence. neglect of or refusal to perform duties, or 
immoral conduct. 

VII. Procedure fo r Termination Due to Financial Ex igency 

The Board of Regents has a paramount statutory duty to t he 
people o f Kentucky to maintain a quality educational program, but 
within the means of available financial resources as deter mined by 
t he Council on Public Higher Education, the Governor , and t he 
General Assem bly. Accordingly, determination of the existence of 
fi nan cial exigency requiring economy measures is a prerogative 
reserved fo r the Board an d will not be delegated. 

However, the Board is fully aware of the fact that adjustments to 
financial crisis t hat include lay -off or termination of tenured facu lty 
members is a matter of gravity and requires deliberate and 
thoroughly considered balancing of the public and private interests. 
Misunderstandings and disputes in such situations tend to dissipate 
t he purpose, spirit , and academic climate of the institution, and to 
increase costs in time and money. Therefore, the Board of Regents 
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will exercise its prerogative to terminate tenured appoint ments 
because of financial exigency only under severe conditions, and after 
a determination that alternative economy measures to maintain a 
quality education program are not feasible under the prevailing 
circumstances. 

Determination that a financial exigency ex ist s of sufficient 
severity to require layoffs and terminations will be made by the 
Board upon the basis of a thorough analysis of institutionaJ needs 
and requirements, and available fi scal resources especially prepared 
by the President. 

In making specific recommendations for termination of 
individual tenured faculty appointments required by financial 
exigency, the President shall take in to acco unt the fol lo wing 
equitable considerations: 

1. If funded vacancies exist, reasonable effort will be made to offer 
the tenured faculty member concerned an other existing position 
within the institution for wh ich the tenured faculty member is 
qualified by education and experience; and 

2. In the event of the termination of a tenured faculty member that 
faculty member will not be replaced: 
a. For a period of two years by another person of comparable 

qualifi cations at the same or higher salary without fir st 
offering reinstatement to the terminated tenured faculty 
member and allowing a reasonable time for acceptance; 

b. By another person at a reduced level of compensation 
without fir st having o ffered the opportunity to continue a t 
the reduced compensation to the tenured faculty member 
concerned and allowing a reaso nable time for acceptance. 

3. In the event of decisions to terminate faculty as a result of 
financial exigency. unless serious program distortion would 
result, tenured faculty members will have preference of retention 
over non-tenured faculty members. The fo llowing sequence will 
be observed: 
a. Tenured faculty of superior academic rank would have 

preference of retention over tenured faculty of lesser rank . 
b. A faculty member who has attained tcnure prior La ano ther 

faculty member of the same rank would have preference of 
retention ovcr the latter faculty member. 

c. If tenure and rank co nside rations are the same for two 
facult.y members, i.e., t hey both were tenured on t.he same 
da te, t.he faculty member wit h t he longer period of 
employment with Western would have retention preference. 

The President shall send to each tenured faculty member 
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recommended for termination because of financial exigency a 
written notice of the Board's initial decision to make such 
termination. The notice shall include: 

1. A statement of the basis fo r t he initial decision to terminate 
tenured faculty members; 

2. A description of the manner in which the decision to terminate 
this particular tenured faculty member was made; and, 

3. A statement that the tenured faculty member will be provided an 
opportunity to have the particular decision affecting the faculty 
member reconsidered by the President with the advice of t he 
Advisory Committee on Faculty Continuance. 

The President shall also provide fo r disclosure to each such 
tenured faculty member and to the Advisory Committee on Faculty 
Continuance info rmation and data upon which the institut IOn based 
its initial decision that financial exigency required termination of 
tenured facu lty members. 

A tenured faculty member who receives official notice of 
termination because of financial exigency may secure reconsideration 
of the decision by filing a request with the President wit hin thirty 
(30) days after receipt of notice. 

A request shall be in writing and state facts that, if proved, would 
show that, given the chain of decisions which preceded the utlimate 
decision designating that tenured faculty member by name for 
te rmination, the ultimate decision was nevertheless arbitrary, 
capricious, or unreasonable. 

The President shall refer the request to the Advisory Committee 
on Faculty Continuance fo r its reasoned adv ice and 
recommendation. 

The Advisory Committee on Faculty Continuance shall proceed 
to consider t he information furnished by t he President to the 
tenured faculty member, and provide the tenured faculty member an 
opportunity to furnish it written information or statements tending 
to prove the accuracy and correctness of the facts stated in the 
request. 

A genuine effort will be made to resolve the en tire matter by 
inform al methods of preliminary inquiry, consultation, discussion, 
and confidential mediation. No formal evidentiary hearing of an 
adversary nature will be conducted on such a complaint. If the 
difficulty is not resolved within three weeks, the Committee shall 
submit to the President a written report containing its advice and 
recommendation with a supporting statement of its specific reasons. 
After consideration of the report, the President shall make a 
recommendation to the Board. 
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VUI. Procedure for Termination or Lay-off 
Due to Changing Program Needs 

As in the case of the determination of the existence of financial 
exigency, the Board of Regents is also aware that adjustments to 
p~ogra,:" need changes require deliberate and thoughtful planning and 
dISCUSSIon. Therefore, the Board of Regents will terminate tenured 
faculty. ap~ointments because of program need change only after a 
determmaLion that such changes arc necessary and desirable. 

In making specific recommendations for termination of 
individual tenured faculty appointments required by changing 
program needs, the President shall take into account the following 
considerations: 

1. U funded vacancies exist, reasonable effort will be made to offer 
t he tenured faculty member concerned another existing position 
within the institution for which the tenured faculty member is 
qualified by education and experience; and 

2. In the event of the termination of a tenured faculty member that 
faculty member will not be replaced: 
a. For a period of two years by another person of comparable 

qualifications at the same or higher salary without first 
offering reinstatement to the terminated tenured faculty 
member and allowing a reasonable time for acceptance; 

b. By another person at a reduced level of compensation 
without first having offered the opportunity to continue at 
the reduced compensation to the tenured faculty member 
concerned and allowing a reasonable time for acceptance. 

3. In the event of decisions to terminate faculty as a result of 
changing program needs, un less serious program distortion would 
result, tenured faculty members will have preference of retention 
over non-tenured faculty members. The following sequence will 
be observed: 
a. Tenured faculty of superior academic rank would have 

preference of retention over tenured faculty of lesser rank. 
b. A faculty member who had attained tenure prior to another 

faculty member of the same rank would have preference of 
retention over the latter faculty member. 

c. 1f tenure and rank considerations are the same for two 
faculty members, i.e., they both were tenured on the same 
date and were promoted to their current rank on the same 
date, the faculty member with the longer period of 
employment with Western would have retention preference. 

4. Tenured faculty shall be given notification of one year beyond 
the date on the face of the current contract. 
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The President shall send to each tenured faculty member 
recommended for termination because of program need change 
notice of the Board's decision to terminate. The notice shall include 
a statement that the tenured faculty member will be provided an 
op portunity to have the particular decision affecting the tenured 
faculty member reconsidered by the President with the advice of the 
Advisory Committee on Faculty Continuance. 

The President shall also provide for disclosure to each such 
tenured faculty member and to the Advisory Committee on Faculty 
Continuance information and data upon which the institution based 
its initial decision that changed program needs required termination 
of tenured faculty members. 

A tenured faculty member who receives official notice of 
te rmin ation because of changed program needs may secure 
reconsideration of the decision by filing a request with the President 
within thirty (30) days after receipt of notice. 

The request shall be in writing and state facts that, if proved, 
would show that, given the chain of decisions which preceded the 
ultimate decision designating that tenured faculty member by name 
for termination, the ultimate decision was nevertheless arbitrary, 
capricious, or unreasonable. 

The President shall refer the request to the Advisory Committee 
on Faculty Continuance for its reasoned adv ice and 
recommendation. 

The Advisory Committee on Faculty Continuance shall proceed 
to consider the infonnation furnished by the President to the 
tenured faculty member, and provide the tenured faculty member an 
opportunity to furnish it written information or statements tending 
to prove the accuracy and correctness of the facts stated in the 
request. 

A genuine effort wiJI be made to resolve the entire matter by 
informal methods of preliminary inquiry, consultation, discussion, 
and confidential mediation. No formal evidentiary hearing of an 
adversary nature will be conducted on such a request. If the 
difficulty is not resolved within three weeks, the Committee shaH 
submit to the President a written report containing its advice and 
reco mmendation with a supporting statement of its specific reasons. 
After consideration of the report, the President shall make a 
recommendation to the Board. 

Sabbatical Leaves-University policy provides for the gran t ing of 
sabbatical leaves for the purpose of professional improvement of the 
faculty. Such leaves are not automatic with tenure or the 
accumulation of years of service and are regulated by budgetary, 
legal and other considerations. 
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To be eligible for a sab batical leave, a faculty member shall have 
the rank of assistant professor or above, shaH have tenure, and shall 
have completed six continuous full academic years of service at the 
University. Normally sabbatical leaves are granted for either one full 
semester at full payor two semesters at one-half pay. The sabbatical 
leave budget does not provide funds for summer sa bbaticals which 
may be granted only with special approval in exceptional cases . 

Applications for leaves must be submitted in writing no later 
than December 1 of the academic year preceding the date t he leave 
would begin. The application must include a general outline of the 
applicant's proposed activities for the period of the leave, including 
some indication of their contribution to professional improvement, 
and must be endorsed by the department head and college dean. 

Applications are forwarded to a Sabbatical Review Committee 
composed of one representative from each College of the University 
selected from among t he tenured faculty by the College's Curricuh.im 
Committee and one representative from the graduate faculty selected 
by the Graduate Council. This committee evaluates the proposals and 
submits its recommendations as to the relative merits of the 
proposals to t he Vice President for Academic Affairs. After a review 
by the Vice President for Academic Affairs, a recommendation is 
made to the President who is responsible for final recommendations 
to the Board of Regents for official approval. 

Any major modification of plans by a leave recipient must be 
approved by the Sabbatical Review Committee. 

Facu lty members holding administrative positions are eligible for 
sabbatical leaves, and a number of them proportionate to the number 
of eligible faculty members having no administrative duties receiving 
sabbaticals in any academic year may be recommended by the 
President to receive such leaves. The Council of Academic Deans 
shall serve as a review committee for administrative applications prior 
to their submission to t he President for consideration. 

Upon completion of the sabbatical leave, the faculty member 
shall submit a written report to the University on the activities 
engaged in during the leave period. 

Summer Research and Student Fellowships-Facu lty members 
who have served in a full-time capacity at Western for a minimum of 
two years are eligible to apply for research and study fellowships for 
the summer term. Such fellowships are awarded on a competitive 
basis. 

Proposals for su mmer research fellowships are to be submitted no 
later than December 1 of each year to the Faculty Research 
Committee for review. Fellowships may be renewable for a 
consecutive summer if deemed justifiable by the Research 
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Committee. 
Faculty members on leave stat.us are not eligible to apply for a 

study or research grant. For purpose of eligibility, faculty members 
returning Jrom sabbatical leaves must complete two full years of 
service before applying. Summer research grants are not to be used 
for preparing theses or dissertations to meet degree requirements. 

Summer research fellowships are to be granted in the amount of 
one-half of the recipient's summer teaching stipend, but not to 
exceed $1,200. 

Faculty Evaluation-Decisions relative to salary increments, 
promotions, and tenure are initiated by department heads, reviewed 
by deans and the Vice President for Academic Affairs, and are made 
on the basis of recommendations to the Presiden t from the Vice 
President for Academic Affairs. The department heads evaluate their 
faculty members on the following basis: effectiveness as a teacher; 
relationship with students; relationship with co lleagues; cooperation 
(in departmental, college, and university activities); research; public 
se rvi ce; and cont inuing professiona l development. These 
recommendations are forwarded to the college dean, who makes a 
similar evaluation and forwards the recommendation and the 
department head's recommendation to the Vice President for 
Academic Affairs. Recommendations for promotion and lor tenure 
originate with the department head , the dean of the co llege, or the 
Vice President for Academic Affairs, who makes recommendations 
to the President. The President then makes recommendations to the 
Board of Regents which makes the final decisions in such maLLers. 

Faculty and Staff Meetings-Meetings of the faculty and staff are 
held periodically. These meetings are devoted to matters of 
professional interest, announcements, and business a ffa irs of concern 
to the University. Called meetings are held as circumstances requ ire. 
It is an assigned responsibility for each member of the faculty and 
staff to be present at these meetings. 

Graduate Faculty Selection-All courses offered for graduate 
credit at Western Kentucky University must be taught by graduate 
faculty. Categories of graduate faculty membership: 

1. Regular membership. To qualify for regu lar membership on the 
Graduate Faculty, the faculty member must: 
a. hold the appropriate terminal degree in the teaching field. 
b. hold t he rank o f associate professor or above. (In cases where 

exceptional qual ifications exist, an assistant professor may be 
appointed to regular membership.) 
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c. have at least three years' full·time teaching experience at t.he 
graduate level including a minimum of one year at Western. 

d. provide evidence of competency (e.g. , research or other 
creative works, publications, and lor service contributions) in 
teaching and directing the study of graduate students. 

2. Associate membership. To qualify for associate membership on 
the Graduate Faculty, the faculty member must: 
a. hold the appropriate terminal degree in the teaching field. 
b. hold the rank of assistant professor or above. 
c. have at least one year's full-time teaching experience at t he 

senior college level or provide evidence of appropriate related 
experience. 

d. show promise of effective con tribution to teach ing and 
directing t.he study of graduate students. 

3. Temporary membership. Faculty members who do not qualify 
for regular or associate membership may be recommended for 
temporary membership on the Graduate Faculty. Such members 
may teach 400·G level courses or may supervise 500·level 
practicum , clinical, or field work experiences provided they have 
the competence, experience, and appropriate certification. 
Temporary members may not serve on graduate committees or 
vote in graduate matters. New facu lty who hold the earned 
terminal degree may be approved by the Graduate Council, upon 
appropriate recommendations, to direct courses (500 or above) 
open only to graduate students. 

4. Adjunct membership. Qualified persons who teach graduate·level 
courses for Western Kentucky University but who are not 
full-time members of the University facu lt.y are recommended for 
Adjun c t membership on the Graduate Faculty. Adjunct 
membership includes the three ranks-Regular, Associate, and 
Temporary-as used for full·t.ime W.K.U. faculty and carries the 
corresponding requiremen ts and privileges, except in those cases 
where voting privileges, committee membership, etc., are 
restricted to full -time W.K.U. faculty. 

Appointment Procedures: Recommendation of a new member is 
initiated by t.he department head with the concurrences of the 
graduate facult.y of the department. The recommendation must then 
be approved by the College Dean, who recommends the person to 
the Graduate Dean. The Graduat.e Dean makes recommendation to 
the Graduate Council. 

Requirements fo r continuation and /or change in status of 
membership: 

1. Regular membership. Regular membership is subject to review at 
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three-year intervals by t he department head, the co llege dean, the 
Graduate Dean, and Graduate Council. Ho wev e r, 
recommendation for change in membership status may be made 
at any time. 

2. Associate membership. Associate members are appointed for 
three-year periods. At the end of t his period, the faculty 
member may be recommended for regular membership or may be 
continued as an associate member. However, recommendation 
for change in membership status may be made at any time. 

3. Temporary membership. Temporary appointments are made for 
one year. Approval for reappointment shall be based upon such 
consi dera tions as academic background, professional 
development, demonstrated success in teaching the courses 
involved , and success in related , non-academic ex perience_ 

Completion of Doctorate or Master's Degree-Faculty members 
who complete all requiremen ts for the doctorate or master's degree 
after August 16 may receive the sti pulated adjustment in their salary 
to the doctoral or master's level on October 1. November 1, 
February 1, or March 1. If t he degree requirements are completed 
after March 1, the adjustment in salary will be effective on August 16 
of the following academic year. The adjustment in the monthly 
salary will begin on t he nearest date after the Office of Academic 
Affairs receives certification from t he appropriate official of the 
Graduate School where t he degree requirements have been 
completed. 

Policy Concerning Facuity Members Holding Doctoral Positions 
Completing Doctoral Degrees-Before a faculty member working on 
the doctorate is appointed by Western to a position requiring a 
doctorate, the faculty member's graduate advisor should send a letter 
to Western stating the faculty member's progress and the probable 
date of completion of the doctoral degree. If the facu lty member is 
hired before completing the degree, the original contract shou ld state 
that a review separate from the regular annual evaluation be held 
during the fall semester of the second year at Western (if the faculty 
member is still employed at t he time ) to determine progress toward 
the completion of the degree. A final review concerning doctoral 
progress will be held during the fall semester of the third year. If t he 
degree is not completed by the end of the third year, the faculty 
member will not be rehired for a doctoral position for the fourth 
year. 

Guidelines on Faculty Load Responsibilities 
1. Among the components of the total work load of the faculty 
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member are classroom and laboratory instruction, scholarly 
activities including research in class preparation and creative 
endeavors, student consultation and advising, assisting in the 
administration of the work of the department or college, service 
on departmental, college or University committees, representing 
the University in a service or consultative role to schools 
governmental or outside agencies, and other duties incidental t~ 
the above or as assigned by the head of the department, dean of 
the college, Vice President for Academic Affairs, or Preside nt. 
The contract stipulates that the faculty member will participate 
in the evening (or Saturday, or extension) instructional 
program(s) upon request of the department head. 

2. The contract requires of the faculty member complete 
fulfillment of his responsibilities to the academic objectives of 
the University, his college, his department. and his discipline. 
Outside responsibilities or personal activities and interests must 
in no way conflict with the primary contractual obligations of 
the faculty member to the University. Outside professional 
obligations such as paid consulting or similar contractual 
endeavors may be assumed only upon the approval of the 
department head, the dean of the college, the Vice President for 
Academic Affairs, and when necessary the President and should 
in no way interfere with the faculty member's meeting his 
obligations to the University. Personal obligations which interfere 
with the faculty member's fulfilling his total faculty 
responsibilities must be avoided unless provision is made for 
them in a special, less-than-full-time contract. 

3. The University provides the faculty member with office space to 
facilitate his professional responsibilities including participation 
in departmental and college business, consulting with, assisting 
and advising students, and scholarly activities. The maintenance 
of office hours for these purposes is a professional responsibility 
and hours should be sufficient to fulfill the aforementioned 
obligations. 

4. The teaching load component of the faculty member's total work 
load shall not exceed 15 hours, or in rare instances 16 hours, per 
semester. TJ;1e faculty member is expected to fulfill his normal 
duties as outlined above and be available fo r special assignments 
during the regular operating periods of the university. 

5. In addition to their general faculty responsibilities, the teaching 
load component for instructors, and assistant and associate 
professors not holding the doctorate is 27 semester hours for the 
academic year. 

6. Professors, regular members of the graduate faculty, and other 
faculty members who hold the earned doctorate are assigned a 
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total faculty teaching load of 24 semester hours per academic 
year. 

7. Graduate faculty members who assume full-time responsibilities 
in graduate instruction have a teaching load assignment of 21 
semester hours per academic year. Other load consideration for 
graduate faculty members shall be delimited by the guidelines 
applicable to special faculty assignments. (See number 9). In 
granting such assignments for graduate faculty involvement prime 
consideration should be given to faculty members who have the 
equivalent of a half-time faculty assignment in graduate level 
instruction. 
Load credit for the direction of theses will be weighted according 
to the amount of faculty supervision required . A thesis director 
may be granted a three-hour teaching load adjustment when a 
minimum of five theses have been directed or are actively in 
progress. A thesis may be counted only once toward a load 
adjustment. 

S. Teaching load credit for laboratory courses and for special 
instructional programs in which semester hour equivalents are 
not applicable is computed according to an approved formula 
established by the University after the circumstances of the 
particular course of study are evaluated. Factors taken into 
consideration are the supervision required of the instructor, the 
number of laboratory assistants available, the level of instruction 
and si milar factors. Twenty-four contract hours in 
laboratory-type classes are considered to constitute a full·time 
teaching load for a semester. 
Teaching load credit for the supervision of special readings, 
research and directed study courses may be assigned on t he basis 
of one semester hour credit for each three students. 

9. For the improvement of instruction, especially at the graduate 
level, and for the professional advancement of the faculty 
through research and service activities special faculty assignments 
may be approved on a limited basis in accordance with the 
following guidelines: 
a. In evaluating the justification for teaching load adjustments 

or assignment. of special assistance as a means of instructional 
improvement the department head and dean of the co llege 
may consider such factors as total student load, level of 
instruction, contact hours, number and complexity of course 
preparations, and other similar factors. Normally, a faculty 
member teaching nine semester hours would not be eligible 
for any additional load adjustment. The department head 
shall initiate and justify all recommendations for load 
reductions in this category to the dean of the college for his 
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approval. 
b. The dean. of the college shall carefu lly evaluate the impact of 

such assignment on the educational program and class 
schedule of the department and if it is determined that a 
di~ect bu.dgetary allocation is necessary, the approval of the 
Vice PreSident for Academic Affairs will be required. 

c. Normal ly, requests for a special -assignment for a research or 
service activity are initiated by the faculty member who is 
required to present to the department head a comprehensive 
outline and statement of objectives for the proposed project. 
At the conclusion of a semester during which a special 
assignment has been pursued, the faculty member shall 
submit a full progress report to the department head and the 
college dean. A summary of t,hese reports shall be submitted 
each semester by the dean to the Vice President for 
Academic Affairs. 
For the guidance of the department head and the dean of the 
college, the following factors are to be considered in addition 
to the more specific merits of the. research or service 
proposal: 
(1) The contribution that the activity will make to the 

professional career of the individual or to the educational 
mission of the University. 

(2) The potential present for acquiring outside financial 
support for the project as a result of the special 
assignment. 

(3) The implications of the proposal as it may relate to the 
University community or to the service region and the 
patrons of the University. 

(4) The utilization of the project as an extension of the 
instructional process including the involvement of 
students in an educational context. 

d. To insure relative uniformity of the application of these 
guidelines, the following provisions shall apply to this 
category of faculty assignments: 
(1) Within a month after the conclusion of registration, all 

such assignments shall be verified to the Vice President 
for Academic Affairs by the dean of the college. 

(2) All special assignments for research and service activities 
shall be made on a tentative basis not later than two 
months prior to the registration date for the next 
semester. Such assignments may be finalized during the 
registration process. Preference shall be given to those 
projects which may be pursued during the semester of 
least enrollment for the particular department. 
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(3) As a rule-of-thumb all special faculty assignments in 
terms of total semester-hour load adjustment should not 
exceed 3.5 percent of the number of semester hours 
taught by the faculty of the University during the most 
recent comparable semester. 

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

10. Department heads normally teach six hours each semester 
depending upon the size and complexity of the program and staff 
in the department. Special circumstances may justify deviation 
from this guideline in which case the dean of the college should 
provide proper justification. Academic deans normally are 
expected to teach one class or the equivalent in other duties each 
semester. Associate and assistant deans teach from one-to-two 
classes each smester dependent upon the extent of their 
respon si bi li ties. Assistant or associate deans of colleges, 
department heads and academic directors will normally teach one 
class during the summer session . 

11 . In addition to the provisions of the special assignment category, 
load or salary consideration for research or service activities may 
be authorized under the following circumstances: 
a. When a funded project provides a budget for a portion of the 

faculty member's time; 
b. When a Summer Research Fellowship is granted by the 

University upon recommendation of the Faculty Research 
Committee to provide for a research assignment with stipend 
during a summer session. 

Student-Teacher Ratio- The University feels that direct personal 
contact between the faculty and the student is essential to a sound 
education. For this reason, the Un iversity tries to maintain a teacher 
to student ratio which will allow such student· faculty interact ion . 

Course Syllabi or OuUines-Course outlines are submitted to the 
Academic Council when new courses are approved and filed with the 
Vice President for Academic Affairs and the dean of the college 
concerned. The scope and content of multi-section courses taught by 
more than one instructor are expected to be coordinated by the 
department head to insure relative uniformity. 

Field Trips-Field trips which are listed as a part of the course 
description in the University Catalog are considered "regular field 

36 

trips" and require only that the department head, the college dean 
and the Dean of Student Affairs be notified and provided a list of 
students making the trip. Trips not listed as a part of the catalog 
course description are "special field trips" and require approval 
through a "Request for Special Field Trip Approval" form. Copies of 
this approval form may be obtained from the departmental or college 
office. 

It is important that each faculty member supervising any kind of 
a "field trip" ascertain that the trip constitutes an authorized 
University activity in accordance with the above paragraph. 
Participation in a non-authorized activity would expose the faculty 
member to the risk of personal legal liability. 

Tests and Examinations-Testing and examining procedures are 
left largely to the individual instructor, but faculty members are 
expected to evaluate each student adequately so that a mid-term and 
final grade report can be made. 

A schedule of final examinations is produced in the official class 
schedule bulletin at the beginning of each semester. All finals must 
be conducted at the periods scheduled unless special arrangements 
for deviation from the schedule have been made with the department 
head and approved by the dean of the college concerned. 

Grading-In the system of grading employed by the University, 
the letters A, a, C, D, F, X, WP, WF, NR, and NG are used. These 
letters have the following meanings: 

A - Excellent, valued at four quality points for each semester 
hour 

B - Good, valued at three quality points for each semester 
hour 

C . Average, valued at two quality points for each semester 
hoW" 

D - Below average, unsatisfactory, indicates deficiency, valued 
at one quality point for each semester hour, but gives 
credit for graduation provided that with such credits the 
student's overall scholastic standing is 2.0 or more. 

F - Failure, valued at no semester hours and no quality points 
X - Incomplete 
W - Withdrew 
WP - Withdrew passing 
WF - Withdrew failing 
NR - No report 
NG - No grade 
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Credit can be earned in a course in which a grade o f F has been 
made only by repeating the course in residence. 

A grade of X (incomplete) is given only when some relatively 
sma1l amount of work is not completed because of illness or some 
other reason satisfactory to the instructor. A grade o f X (incomplete) 
will automatically become an F unless removed within 12 weeks of 
the nex t full semester regard less of whether t he student re-enrolls. 
The grade is not to be used under any circumstances as a substit.ute 
for F, WF, or WP. 

A student's grades become a part of the official record at the 
University and are treated con fidentially. Except at the student 's 
request, grades will be available o nly for facul ty advisement or other 
professional uses. 

Student Advisement 
An in c reasing number of universities throughout higher 

education support the concept that academic advising is the 
foundation of their counseling structure. A counseling spirit should 
pervade the entire university community for it is frequently the 
individual not. directly concerned with formal co unseling who is best 
able to provide the student with a constantly expanding view of the 
world. Faculty members in particular should be aware of the 
profound influence which they can and do wield in inspiring their 
students intellectually and exemplifying for them the tru ly we ll 
educated man or woman in societ.y. 

Western Kentucky University is cognizant of the value of 
providing sound career plann ing and academic advisement and, 
thusly, a strong commitment has been exercised by Western's 
administration and academic community to strengthen institutional 
academic advise ment and related activities. The Center for Academic 
Advisement, Career Planning and Placement has been created and 
charged with an overall mission o f conceptualizi ng, developing and 
delivering a wide variety of developmental services and programs 
designed t o assist undergraduate students as they move toward the 
successful completion of their scholastic related objectives. One of 
the major thrusts o f the Center is to assist in the development of a 
more meaningful program of academic advisement throughout the 
university. Professional personnel in the Center work very closely 
with institutional faculty advisors, department heads, program 
coordinators, etc. in an effo rt to keep them informed as to advisee 
information, degree requirements, scholastic regulations, etc . 

Whereas the Center has assumed the responsibility fo r promoting 
and coordinating an academic advise ment program throughout the 
university , each academic department and /or program a rea has the 
responsi bility of conducting an advisement program that best meets 
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the parti cu lar needs of their students. Among the responsi bilities 
assumed by facult.y advisors at Western are the follo wing: 

1. Assisting t he advisee in affecting a program of study consonant 
with t he student.'s interests and abilities. 

2. Assist ing the advisee in conducting peri odic evaluat.ions of hi s/her 
academ ic progress. 

3. Ass isting the advisee in initial ex ploration of long-range 
occupational and career plans, referring him/ her to institutional 
so urces for specialized assistance (Le. University Counseling 
Services Center). 

4. Serving as the coordinator of the learning ex periences for each 
advisee; assisting in the integration of the various kinds of 
assistance rendered to include health and psychological, remedial 
work, financial aid, etc . 

5. Encouraging the advisee to assume responsibility for the decision 
making process and in general to seek to develop in the advisee 
an increasing sense of responsi bility and independence in all 
decision areas. 

Publications such as the University Balletin and the Facalty 
Advisor Man ual are designed to assist Western 's faculty advisors more 
effectively fulfill their responsibilities in advising undergraduate 
students. 

Office Hours-Faculty members are expected to post class 
schedules and o frice hours. Faculty members have a responsibility to 
keep t he departmental office informed concerning their office hour 
schedules and to provide students each se mester with their office 
hour schedules. Inability to meet classes or to maintain offi ce hours 
should be reported to the department head. 

Absence from Work- All faculty members are expected to meet 
their classes regularly and promptly at the scheduled time. In case of 
illness, the department head should be given immediate notification. 
In the case of death in the family or other emergencies necessitating 
absence from the campus, a similar procedure should be followed. 

Leaves of Absence-Leaves of absence may be granted to persons 
involved in special assignments, professional im provement programs 
or engaging in additional study. Special consideration is given to 
applications from persons desiring leaves fo r work on advanced 
degrees. Each application for leave is considered on its individual 
merits. 

39 

I 

( 

•• 



Travel-Persons teaching extended campus classes are reimbursed 
fo r the actual mileage traveled in personal vehicles at the currently 
existing rate for official travel and for necessary meals in keeping 
wit h state regu lations governing such expenses. 

Smoking-In accordance with state fire and insurance regulations, 
it is a University policy that there be no smoking in classrooms, 
laboratories and all other areas so designated by no smoking signs. 
Department heads and all other facu lty members are charged with 
t he responsibility of enforcing this regulation in their respective 
areas. 

PROFESSIONAL RESPONSIBILITIES AND FUNcr lO NS 

Academic Freedom- The University subscribes to the principle 
t hat facu lty members shou ld be secure in their freedom to teach, to 
investigate , and to participate as responsible citizens in communit.y 
activities. Within this context, the University's policy on academiC 
freedom is elaborated in the following statement: 

1. The faculty member shall be entitled to freedo m in the classroom 
in discussing his discipline, but he should be careful not to 
introduce into his teaching controversial matter which has no 
relation to his subject.. Nothing in this statement should be 
interpreted to protect. an incompetent or negligent faculty 
member or to prevent t he University from making proper efforts 
to evaluate the work of each teacher . 

2. The faculty member shall be entitled in his area(s) of 
specialization to fu ll freedom in research and investigation and in 
the publication of the results, subject to the adequate 
performance of his other academic duties. 

3. The faculty member is a citizen, a member of a learned 
profession, and a representative o f the U~iversit~. '~he~ he 
speaks or writes as a c itizen, he is not subject to institutIOnal 
censorship or discipline. but his special position in the 
community imposes special o bligations. As a man of learning and 
an educational officer, he should remember that the public may 
judge his profession and his institution by his utter.ances. He~ce 
he should at all times be accurate, exercise appropnate restramt, 
show respect for the opinions of others, and make every effort to 
indicate that he is not an institulional spokesman. 

Professional Gro wth- It is the policy of the University to 
encourage t he continuous professional growth and development of 
its faculty members through additional graduate study , research, 
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membership in professional organizations, and attendance at 
professional meetings and workshops. Requests fo r leaves of absence 
for continued study or professional improvement are carefully 
considered and have normally been approved when feasible. Persons 
with less than the generally recognized terminal degree in t he ir area 
of specialization are encouraged to continue work toward that degree 
whenever possible. In general, t he Unive rsity expects the individual 
faculty member to take the initiative in identi fying and meeting his 
own professional growth needs. 

ParticipaLion in Professional and Learned Societies- The 
University encourages faculty members to join and participate in the 
activities of professional organizations, associations and societies. It 
is not the policy of the University , however, to allow departmental 
funds to be used for membership fees, dues, or other assessments of 
such groups. 

Research and Publication-Although a "publish or perish" 
atmos phere does not exist at Western, the University encourages its 
faculty members to engage in research and to publish their scholarly 
efforts whenever possible. The individual faculty member is 
com pletely free to undertake scholarly investigations in his area of 
specialization. However, research for outside agencies and for 
pecuniary return must not inter fere with regular university duties. 
Thus the head of the department and co llege dean will be in formed 
of such activities. Li mited funds fo r faculty research are available 
through the Faculty Research Committee. Whenever possible the 
University encourages research by its faculty by aiding them in 
efforts to secure ,,>Tants and by making availab le facilities and 
assistance when in keeping with University policies and regulations. 

Outs id e Employment and Con s ultative FWlctions-The 
Un iversity feels that normally the primary responsibilities of the 
faculty member include classroom leaching, student advisement, 
research and writing, work on faculty committees and similar duties. 
However, faculty mf'mbers may undertake responsibilities above and 
beyond these duties with prior approval of the University. A 
standard University form is provided for submission of requests for 
such approval. It is assumed that preparation for and involvement in 
such activities will not interfere with the faculty member's primary 
responsibility to the University and that care will be taken to insure 
proper fulfillment of these obligations. The following guidelines 
govern such add itional work· load activities. 

Paid Consulting-With prior approval of t he University, a faculty 
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member may serve as a paid consultant to outside organizations. 
Such activities, engaged in during periods when the faculty member 
is not attending to principal responsibilities, should not exceed four 
days per month and will be approved when such consulting will not 
interfere with performance of the faculty member's University 
duties. 

Sponsored Research-A faculty member may engage in sponsored 
research activities in the field of specialization in addition to teaching 
responsibilities when such research activities, in the opinion of the 
department head and the dean of the college, do not require so much 
time as to interfere with the primary assignment. An appropriate 
reduction of teaching load will be made when approved research 
requires more than one·fifth of the faculty member's time. Research 
activities should be related to the professional competency of the 
facu lty member. Research which requires the cooperation of a 
govemmental agency or outside organization with the University 
must be approved by the University administration and the agency or 
organization. 

Diredorships of Special Projects, lnstitutes, or Direct 
Involvement in Such Activities as Assistants, Internal ConsulLants, 
Etc.- With prior approval of the University, a faculty member may 
engage in the above mentioned activities in addition to full·time 
faculty responsibilities, when such involvement as determined by the 
department head and the dean of the college does not interfere with 
the primary assignment. An appropriate reduction of the teaching 
load will be made when such activities require more than one-fifth of 
the faculty member's time. 

Additional Faculty Compensation-Faculty members who are 
involved in sponsored research, projects, institutes and internal 
consulting may receive compensation from the University in addition 
to their regular salary when: 

1. The services of the faculty member are performed in addition to 
the regular assignment; or 

2. A sponsored activity in which the faculty member is engaged 
requires more time and a higher level of productivity than in 
normally expected of a faculty member. 

If the activity falls in one of the two categories above, t he 
additional compensation, authorized for a project which rllns for the 
academic year (9 or 10 months), may range up to a maximum of 

l 
one-fifth of the salary for the academic year. If the project is to be 
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carr~ed out during. the summer session, the faculty member may 
receIve up to one-fIfth of the base salary for the involvement in the 
sponsored project while teaching. When a faculty member is not 
teaching during the summer term, no restriction is placed on the 
services. 

Administration of Externally Funded Grants and Contracts-As a 
center of learning, W~stem Kentucky University encourages faculty 
members to engage m scholarly and service activities which are 
consistent with the University's educational mission and its 
established programs. Whenever possible, such activities should 
complement the instructional program and in all cases they must 
relate to the faculty member's area of professional expertise. 
Research and service activities which are funded through external 
grants and contracts require special approval by University officials 
to insure that there will be no conflict with regularly assigned 
r esponsibilities of the faculty member to the students the 
department, the college or the University. ' 

Participation in Funded Projects-Participation in funded 
res:arc~ or project activity may be authorized by Western Kentucky 
UOlverslty. Kentu cky statutes state in relation to Federal funding t he 
following: 

164.288 ~ower of University and State Colleges to Accept 
Federal Aid. Any of the state colleges or the University of 
Ke~tuc.ky or the state on behalf of any of the colleges or the 
uOlverslty may accept federal aid in the form of services 
equipment, supplies, materials or funds by way of gift, grant 0; 
loan for the purpose of higher education including student 
~oans. ~ny of th~ state colleges or the university acting through 
Its presIdent or Its governing board is hereby authorized to 
receive such services, equipment, supplies, materials, and funds 
as are now available or may be made advailable. 

The decision to participate in funded projects must take into 
consideration several factors. Existing demands for faculty time in 
the areas of teaching, research, and public service must be taken into 
consideration when seeking to secure outside funding for new 
programs. Care must be taken by the department head and the dean 
of each college to assure that participation in funded project activity 
does not detract from responsibilities to the student. 

Grants and 
University- Grants 

Co ntracts So ught by Western 
and contracts sought by Westem 
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University include grants for the construction of academic facilities, 
for instructional equipment, for direct loans and grants to students, 
for program development and enrichment, and grants to support 
basic and applied research. Cooperative relationships which show 
promise of developing programs of benefit to the public are 
encouraged. Before proposal activity is undertaken projects should 
be discussed with the department head, the dean of the college, and 
office of Grant and Contract Services. Preliminary discussions by the 
faculty with the Grant and Contract Services are encouraged before 
submission. In addition. discussions should be held which lead to the 
proposal having the approval of the appropriate department head and 
the dean. 

Grants, Gifts, and Contracts-Research or project activity 
conducted by University faculty may be supported in whole or in 
part through resources or funds provided by donors in the form of 
research gifts, grants, or contracts. Preliminary negot.iations and 
prospective contracts with the prior knowledge of the department. 
head and college dean, may be conducted by the faculty members. 
All such program arrangements must. have approval of the President 
or his designated representative and be coordinated through the 
Office of Grant and Contract Services. 

Accept .. lnce of Grants, Gifts, and Contracts-The authori ty to 
accept a grant, gift or to enter into a contract is vcsted in the 
President. The President or his designated representative signs all 
contracts on behalf of the University. Other University personnel 
may not commit the institution to grant requests or contracts. 

In cases where a proposal for a grant, gift or contract must be 
reviewed before submission as a proposal, an ad hoc committee 
appointed by the president shal l accomplish such a review. 

Budget Preparation- In the preparation of budgets for projects 
the services of the Grant and Contract Services are available to the 
faculty for the preparation of budgets for project.. activities. Before 
any budget is submitted, whether in preliminary or final form, the 
concurrence of the Director of the Budget is secured by Grant and 
Contract Services. Indirect cost rates arc established by negotiations 
with agencies outside the University. These indirect cost rates must 
be used in the preparation of any budget. Indirect costs represent 
actual expenses of the University, and these funds may not be 
committed to or obligated by the project directors. The designation 
of faculty members to participate in funded research or project 
activity must have the approval of the Department Head, Dean, and 
Vice President for Academic Affairs. 
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Conflict of Interest- Members of the faculty and staff , when 
undertaking or engaging in funded projects, must avoid possible 
conflict s of in terest. Kentucky statutes state in relation to conflicts 
of interest the following: 

164.390 In terest in Contract Prohibited . No president, 
professor, teacher, regent, member of t he executive councilor 
other officer or employee shall be interested in any contract or 
purchase for the building or repairing o f any structure or 
furn ishing any supplies for the use of a university or college. 

University Responsibility- Western Kentucky University 
exercises its responsibility for t he su pervision and administration of 
all contracts in which it is engaged. Formulation of budgets and fiscal 
responsibility, as well as the preparation of appropriate reports, is the 
responsibility of the University. Specifically, the University exercises 
the following types of organizational and administrative action to 
provide for t he proper administration o f grants and contracts: 

1. The establishmen t of accounting procedures to insure that funds 
from donors are expended in accordance with contracted 
obligations. 

2. The establishment of procedures for the proper execution of 
contractual obligations in which the professional faculty 
participate. 

3. The formulation of regulations governing university staff and 
faculty in the conduct of business relating to donated funds. 

4. The provision of advice and guidance to the faculty regarding 
problems which may arise as a resu lt of outside financial 
arrangements. 

All funds received by t he University from external agencies are 
handled in the same manner and are subject to the regulations 
applied to general funds of the University. Grants, contracts, and 
project monies are in general more rigorously controlled than othlilr 
University funds in t hat such funds are expended in accordance with 
the terms and conditions specified by the donor or contracting 
agency. Funds provided by a grant or contract may not be expended 
before or beyond the dates of t he grant or contract. All funds 
received from outside the Un iversity are subject to both internal and 
external audit. Such funds may be expended only within the 
specified categories of the contract. The Office of Grant and 
Contract Services is charged with the responsibility for supervision 
and review of all grant related oxpenditures. 
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Travel Expenses-Grants, contracts, and project activity often 
require travel as a condition of the activity. Anticipated expenses for 
travel should be included as part of t he projected or approved 
budget. Regulations of the University and the Commonwealth 
governing travel apply equally to all grants, contracts, or project 
activity. For detailed information on travel and travel expenses, the 
Kentucky Standard Travel Regulations found in the University 
Personnel Manual should be consulted. 

PATENT POLICY 

As a public institution of higher education, Western Kentucky 
University has broad responsibility in the areas of instruction, 
service, and research. Faculty engaging in research may make 
significant discoveries which have commercial application. Income 
resulting from patents is to be regulated in the public interest by 
procedures set forth in this policy. 

Scope of the Policy Statement-This policy statement is defined 
to include any member of the faculty, staff, or student body of 
Western Kentucky University. 

General Policy-An invention or patent which is the result of the 
use of staff, materials, equipment, time, or facilities shall be owned 
and controlled by Western Kentucky University. 

Patents and Research Sponsors-Sponsors for research may wish 
to retain partial or total control of inventions and patents which are 
the result of the sponsored research. Unless agreed to in advance of 
the research, all patent rights from sponsored research shall be owned 
and controlled by Western Kentucky University. 

Relationship of the Faculty, Staff, or Student Body and Western 
Kentucky University in Regard to Patents 
1. Faculty, staff, or students having a joint interest with Western 

Kentucky University in an invention or discovery shall assign 
patent rights to Western Kentucky University. 

2. Faculty, staff, or students of the University have the 
responsibility to report in writing to the Committee on Patents 
any invention or discovery of patentable value. Facu lty, staff, or 
students are not obligated to apply for a patent unless such 
expenses are borne by Western Kentucky University. Faculty, 
staff, or students must agree to cooperate with Western 
Kentucky University in patent application procedures. Faculty, 
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staff, or students may have an interest in a patent application and 
may share in the returns, as determined by the Committee on 
Patents. 

3. Interest of the University in all cases involving invention or 
discovery shall be determined by the standing Committee on 
Patents appointed by the President of Western Kentucky 
Un iversity. Faculty, staff, or students engaged in patent 
de Ii berations shall be present or may be represented in 
discussions before the Committee on Paten ts. The declsion of the 
Committee shall be final and shall determine the interest of the 
parties in the invention or discovery. The Committee on Patents 
shall act in accordance with the following general principles: 
(a) If the Committee on Pate nts finds that an invention or 

discovery made by faculty, staff, or students was not related 
to employment by Western Kentucky University and was not 
the result of the use of staff, materials, equipment , time, or 
fa cili ties owned or controlled by Western Kentucky 
University, Western Kentucky University shall have no 
interest in the invention or discovery. 

(b) If the Committee on Patents determines that an invention or 
discovery is related to employment or the use of the 
resources of Western Kentucky University , patent rights shall 
be assigned to Western Kentucky University with the faculty, 
staff, or student member having an interest in the invention 
or discovery and sharing in the returns, as determined by the 
Committee on Patents. 

(c) To determine the interest which the faculty, staff, or student 
shall have, the Committee on Patents shall consider whether 
Western Kentucky University paid, or did not pay, for time 
spent in the research which led to the invention or discovery. 
The Committee on Patents shall determine the extent to 
which University resources were used in research. The 
Committee on Patents shall determine the involvement in 
advice and assistance given to the inventor by associates of 
Western Kentucky University. The Committee on Patents 
shall determine the relationship which existed between the 
invention or discovery and the responsibilities of the faculty, 
staff, or student member. 

5. Should Western Kentucky University not initiate a patent search 
within nine months or a patent application within eighteen 
months of the receipt of a written report of an invention or 
discovery, the individual faculty, staff, or student member may 
apply for a patent and shall own all rights. 

6. In case of sponsored research, the contract between Western 
Kentucky University and the sponsoring agency shall be binding 
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on the faculty, staff, or student members engaged on the project 
the same as if each were a party to that agreement. 
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Academic Information 

GENERAL INFORMATION 

Registration-Normally students will register for courses on the 
days designated in the University calendar for this purpose. Detailed 
instructions are made available by the Registrar. Unless otherwise 
indicated most mem bers of t he faculty and staff are assigned 
responsibilities in registration. Duties are assigned by the Registrar 
and the department heads, and such duties are usually announced in 
advance. 

Scheduling of Classes- Most of the classes of the University meet 
on a 5 ·10 scheduling system, which means that classes meet five 
times every two weeks. The system works in the following manner : 
One week classes which meet on Monday and Wednesday will also 
meet on Friday. The next week classes which meet on Tuesday and 
Thursday will meet on Friday. This makes it possible to schedule 
classes at the same hour on both Monday and Wednesday and 
Tuesday and Thursday because the classes will meet at that time on 
alternating Fridays. This provides greater flexibility in the scheduling 
of classes. Because o f the 5· 10 scheduling system, classes meet for 
60 minutes. Laboratories usua1ly meet for longer periods. 

Academic Functions-All faculty members are expected to 
participate in the formal convocations of the University and to wear 
academic regaJia when appropriate. 

Protection of University Personnel and Property- The University 
maintains a full ·time security force of trained and experienced 
security and law enforcement o fficers. These officers are responsible 
for security of all University property and personnel on campus. 
Under the direction of the Physical Plant Administrator , the security 
office may be reached at 745·2540 on t he University phone system. 
In emergency situations the security automobiles may be reached by 
radio through the Bowling Green City Police Headquarters. 

Public Relations-The overall direction and supervision o f public 
relations is the responsibility of t he Office of Public Affairs and 
Public Relations which is charged with informing the public 
concerning significant developments at the University and with 
gathering and channeling University news to press, radio and 
television outlets. It is higMy desirable that each faculty member 
keep the Office of Public Affairs and Public Relations informed of 
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significant accomplishments and activities. 

Extra-Curricular Duties-Many faculty members serve on 
University committees, act as faculty sponsors and advisors to 
student organizations, and engage in other extra-curricular functions. 
These activities are considered a vital contribution of the faculty 
member to the University community. 

Oass RoUs-The day foUowing registration, the Registrar's Office 
sends to each faculty member an unofficial roll for each class . After 
the official drop-add period, the Registrar's Office issues an official 
roU for each class which, once verified by the instructor, is to be used 
to submit to the Registrar's Office a mid-semester deficiency report 
in accordance with instructions which will come from the Registrar. 
If a student is attending class and the name is not on the class roll, it 
is extremely important that the instructor send the student to the 
Registrar's Office. A final class roll will be sent just prior to the end 
of the term to be used for reporting final grades. 

Grade Reporting-It is the responsibility of each faculty member 
to assign and report a grade for each student who is enrolled in class 
within the specified time listed on the semester calendar. All grades 
are reported to the Registrar's Office on the official class roll and in 
accordance with instructions issued by the Registrar. Once a grade is 
reported it may be changed only by the teacher concerned and on ly 
in case of error in reporting. Such changes must be made on the 
official form provided for such purposes available in the Registrar's 
Office. 

Grades will be recorded in the Registrar's Office as reported by 
the teachers in charge of the various courses. Students who withdraw 
from a class within the period indicated for this purpose in the 
University calendar will have no grade recorded. After the date on 
which students may withdraw from a class without a grade, they will 
be given WP, WF, or F for the time during which they were in the 
class as reported by the instructor. In all cases, students withdrawing 
from classes must secure official permission. In the absence of an 
official withdrawal, a grade of F will be recorded regardless of the 
quality of work being done by the student at the time of withdrawal. 

Grade Books- Grade books are to be a part of the official class 
records of each teacher. These books are available at the Registrar's 
Office. It is a policy of the University that an accurate account be 
kept in this book of the attendance, grades, and other data of the 
teacher's choosing which will give an account of the progress of the 
student. Grade books should be turned in to the department head if 
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work at the University is terminated. They may be filed with the 
department head for permanent keeping at any time. 

Informing Students of Grading Procedures-At the beginning of 
each course, the professor will inform each student in writing 
regarding the factors to be considered in determining grades and the 
specific weight to be assigned to each of the factors. 

Student Records-The Registrar's Office maintains a current 
record on each student's academic progress at the University. Their 
records are confidential but are accessible to faculty members for 
advisement or other professiona1 purposes. A faculty member 
desiring to check a student's record should contact the Registrar's 
Office. Faculty members should be familiar with the Family 
Educational Right and Privacy Act of 1974 and Western's guidelines 
(see Appendix). 

University Counseling Services Center-The University 
Counseling Services Center has a professionally trained staff to work 
with students experiencing educational, vocationa1 or persona1-social 
problems. Faculty members are encouraged to identify and refer to 
the Center students in need of such help. The Center also administers 
university-wide testing programs. 

Printing and Copy Center Scrvices- A well-equipped print shop is 
located in the Service and Supply Building where bulletins, 
brochures, and various other official publications are printed. The 
Print Shop has facilities to fold, collate and bind publications. Three 
fast-copy centers are located on campus, one in Room 141 of the 
Education Complex, one in the Print Shop, and one across the street 
from the Wetherby Administration Building. Funds for printing and 
copying are included in each department's budget and requests for 
this service should be submitted through the department head. Most 
departments and colleges have ditto and mimeograph machines 
which may be used by members of the faculty and staff. 

Professional Secretarial Services-Academic departments are 
provided with professional secretaries, either on a full-time or 
part-time basis as the need justifies. The availability of the 
department secretary to perform work for individual faculty 
members will be determined by the department head. 

Part-Time Student Employees- Each department is allocated 
funds for the hiring of students through the various student aid and 
work-study programs. The number of students, the hours they work, 
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and the allocation among the department members are left to the 
discretion of the department head. Individual faculty members 
desiring student assistance should contact their respective 
department head. Normally students cannot work in excess of fifteen 
hours per week. 

Teaching Facilities and Classroom Supplies- Each departmental 
budget includes an allocation of funds for classroo m equipment and 
supplies. Requests for supplies, equipment, and repairs should be 
made through the department head. The planning for needed 
e quipme nt and teaching aids takes place when the annual 
departmental budget is being prepared, usually in the spring of each 
year. All funds, regardless of their source must be expended t hrough 
the use of an official purchase order. The University is no t 
responsible for any purchase made by faculty or staff members 
without proper approval and issuance of an official purchase order. 

Office Facilities- The University provides its faculty and staff 
with the most adequate offices and furniture available. Requests for 
additional office equipment, such as bookcases, file cabinets, etc., 
should be made through the department head. 

Campus Bookstore Facilities-The College Heights Bookstore is 
located in the Downing University Center and supplies textbook and 
other instructional materials. Profits from t he bookstore go to the 
College Heights Foundation whose primary function is student 
financial assistance. Normally , textbook requests are submitted to 
the bookstore through the department head . The bookstore will also 
receive orders on textbooks and supplementary materials from 
faculty members. Faculty and staff are granted a ten percent 
discount on materials purchased at t he bookstore . 

ACADEMIC OFFENSES 

The maintenance of academic in tegrity is of fundamental 
importance to the university . Thus it should be clearly understood 
that acts of plagiarism or any other form of cheating will not be 
tolerated and that anyone committing such acts risks punishment of 
a serious nature . 

Academic Dishonesty-It is the responsibility of each faculty 
member to maintain at al l times conditions which discourage 
academic dishonesty in any form. Faculty should be careful to insure 
t hat class records and examinations are not accessible to those not 
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entitled to such information and shou ld make every effort to inspire 
in the student the proper attitude and respect for honesty in 
academic work. The Dean of Student Affairs is available for 
assistance in dealing with cases of dishonesty. 

Plagiarism- To represent written work taken from another source 
as one's own is plagiarism. Plagiarism is a serious offense, The 
academic work of a student must be his own. One must give any 
author credit for source material borrowed from him. To lift content 
directly from a source without giving credit is a flagrant act. To 
present a borrowed passage without reference to the source after 
having changed a few words is also plagiarism. 

Cheating-No student shall receive or give assistance not 
authorized by the instructor in taking an examination or in the 
preparation of an essay, laboratory report, problem assignment, or 
o ther project whi c h is submitted for purposes of grade 
determination . 

Di spos iti o n of Offenses-A faculty member encountering 
plagiarism or cheating in student work may choose one or both of 
the following procedures: 

(i) Assign the grade which is deemed appropriate by the faculty 
member fo r the particular assignment or examination in which the 
offense occurred. 

(ii) Present the case to the Faculty Disciplinary Committee 
through the Office of the Dean of Student Affairs. 

The assign ment of a grade of "F" to that portion of the course 
work in which the academic dishonesty is detected may, of course, 
have as its consequence the assignment of a failing grade for the 
entire course; but an "F" as the final grade should not be assigned 
solely as punishment for the particular offense. A student who 
believes a faculty member has dea lt unfairly with him in a case 
involving academic dishonesty may seek relief through the Student 
Complaint Procedure. 

Other Types of Academic Dishonesty-other types of academic 
offenses such as the theft or sale of tests, sho uld be reported to the 
Faculty Disciplinary Committee through the Student Affairs Office. 

STUDENT COMPLAlNT PROCEDURE 

The procedure for resolving a Complaint concerning a faculty 
member is outlined below in four steps. 
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Step 1 (Facul ty Member)- The first step is for the student to discuss 
the complaint with t he faculty member involved. If the faculty 
member is no longer employed by the University, the student should 
go directly to the department head who will contact and represent 
the former faculty member. H the complaint involves a grade, the 
student must take the complaint to the faculty member wit hin the 
first two weeks of the first regular semester (fall; spring) following 
the assignment of the grade. It is hoped that the complain t may be 
satisfactorily dealt with at this level. 

Step 2 (Department Level)-If the student and the faculty 
member are unable to resolve the complaint, the student may take 
the complaint to the facu lty member 's department head . It is the 
responsibility of the department head to arrange for a conference 
where the student, faculty member, and the department head will be 
present for discussion. Neither the faculty member nor the student 
will be allowed representation at the conference. The department 
head shall hear both sides of the complaint and shall attempt to 
mediate a settlement. The department head shall keep a written 
record of t he proceedings, including the recommended solution. The 
department head's recommended solution is to be considered by 
both the faculty member and the student as a recommendation and 
not as a decision that is binding. 

Step 3 (College Level)-Should the studen t be unable to receive 
the satisfaction desired at the departmental level, the complaint may 
be taken to the college level. Written notification of t he complaint 
must be submitted to the college dean or his designated 
representative within two weeks after t he conference with the 
department head (Step 2). Upon receipt of the notification, the 
college dean or his representative shall provide the student a copy of 
the procedural guidelines to be foiJowed by the College Complaint 
Committee. The procedural guidelines shal l provide for a conference 
with both the student and the faculty member present for joint 
discussion of the complaint with the committee. 

The College Complaint Committee will be responsible for 
scheduling the conference within two weeks following the 
submission of a written complaint to the chairman of the College 
Complain t Committee including as much detail as t he student cares 
to include. The written complaint should clearly stat e what is 
considered to be urueasonable and lor unfair practices or procedures. 
Neither the faculty member nor the student will be allowed 
representation at the conference. The College Complaint Committee 
shall hear both sides of the complaint and render a decision. The 
J.ecision shall be sent in writing to the Vice·President for Academic 
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Affairs, with a copy being sent as a matter of record to the student, 
faculty member, faculty member's department head, and the 
faculty member's college dean. The Office of the Vice·President for 
Academic Affairs shall be responsible for enforcing the decision of 
the college committee. The Office of the Vice·President for 
Academic Affairs shall not enforce t he decision until two weeks after 
the decision is made by t he college committee. The purpose of the 
two week delay is to provide either the student or the faculty 
member an opportunity to submit a formal written notice of appeal 
to the University Complaint Committee. 

Step 4 (University Level)-Should the student or the faculty 
member desire to appeal the decision of the College Complaint 
Committee, a formal written notice of appeal may be submitted to 
the University Complaint Committee chairman, with a copy to the 
Vice President for Academic Affairs, within two weeks of the 
decision of the College Complaint Committee. The chairman of the 
University Complaint Committee will provide the student and the 
faculty member involved with a copy of the University Complaint 
Co m mittee's Procedural Guidelines. The University Complaint 
Committee will secure copies of the wri tten proceedings from the 
department head and the College Complaint Committee. The 
University Complaint Committee will schedule a conference where 
the faculty member and the student joinily discuss the issue. Neither 
the faculty member nor the student will be allowed representation at 
the conferen ce. The committee's decision will be sent to the 
Vice· President for Academic Affairs, with a copy being sent as a 
matter o r record to the student, facu lty member, faculty member's 
department head, and the faculty member's college dean. The Office 
of the Vice· President for Academic Affairs will see that decisions of 
the University Complaint Committee are carried out. The University 
Complaint Committee's decision is final. 

ACADEMIC SERVICES 

Academic Services provides support to the research service and 
inst ru ctional programs of the University. This support is 
accomplished t hrough the activities and programs of Library 
Services, Media Services and t he University Archives. It is the 
purpose of these activities and programs to increase utilization of the 
educational resources and services of the University. 

Ubrary Ser:vices- Seven library and resource centers ex ist to serve 
the academic community. They are: (1) the Helm Library, (2) the 
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Cravens Graduate Center and Library. (3) the Kentucky Library, 
(4) the Jones-Jaggers Laboratory Schoo l Library, (5) the Wilson Hall 
Student Center, (6) The Science Library, and (7) the Educat ion 
Resources Center. 

These libraries and study centers provide a seating capacity for 
3,173 or approximately 28 percent of t he student body . Library 
holdings presently exceed 500,000 volumes. 

The Kentucky Museum contains a collection of artifacts relating 
to Kentucky and to its history. 

There are several services to the faculty member: 

(1) Circulation Services. All books and resources are kept in open 
stack areas. AU resources circu late with the exception of journals, 
reference books, and specific reserve books and documents. 

(2) The Reserve Collection is a function o f the circulation area. A 
special collection is developed, at the request of faculty, each 
semester for books which are in short su pply and for which there 
is demand. The length of time they circulate varies, and is 
determined by the professor requesting the book. 

(3) Copy service is provided in the Helm, Cravens, Science, and 
Kentucky Libraries and the Education Resources Center . 

Media Services-The purpose of media services is to produce or 
acquire non-book materials to meet instructional needs; to provide 
assistance in and maximize the use of media resources; and to 
provide laboratory facilities in support of media related instructional 
programs. 

Acquisition and production of media materials and their 
dissemination is performed in the media services units of t he Division 
of Academic Services. These services are the respo nsibility of the 
audiovisual and educational television area. 

16mm Films. The entire campus is served with instructional 
motion pictures through rental or from University owned and Third 
District Film Library films. 

Audiovislwl Equipment. Equipment is provided throughout the 
entire campus for faculty and student use. This equipment includes: 
audio tape recorders, cameras, projectors of all types, and portable 
video tape equipment. 

Closed Circuit Distribution. The television closed circuit 
distribution system is the primary utilization for video taped 
materials on campus. The playback of television videotape materials 
to those classrooms wired into the system is provided on demand. 
Television receivers are maintained in key areas to fac ilitate t hese 
playbacks. 

Media Retrieval Center. A dial access audio retr ieval system is 
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loaded on the second floor of the Helm Library building. Forty 
listening stations are available. This center also provides video 
retrieval, audio cassette, audio tape, slide, and filmstrip retrieval. 

Television Production. A staff of professional televison 
production specialists is engaged in the production of video tapes and 
16mm motion pictures for instructional applications. 

Audiovisual Production Services. Services which are provided are: 
35mm slides-copying and original photography 
Slide/slide tape prcsentations 
35mm fi lm strips 
overhead transparency preparation 
photographic processing and printing 
audiotape duplication 
production of audiotapes 
graphic materials-transparency masters, posters and charts, 
te levision and film visuals, and art work for slide 
presentations. 
l/.z" videotape provision of equipment (and operators in some 
instances) 

COM PUTE R AN D INFORMATIONAL SERVICES 

This office, through the subareas of Institutional Research 
Academic Research and Computer Services, and Computer Center: 
provides data processing and research services to both academic and 
administrative sections of the University. The principal services are: 

1. Collection, analysis, and reporting of basic University data. 
2 . Institutional research and informational services. 
3. Administrative data processing and computer services. 
4. Academic research and computer services. 
The last service listed is to assist faculty and students in 

effectively using computer equipment and instruction in research. It 
also provides, in cooperation with and through the Division of 
Library Services, an extensive library of primary data in the social 
sciences. 

Computer hardware available includes an IBM 360/40, an IBM 
3780 remote batch terminal connected to the Kentucky Educational 
Computing Network, and, through the Colleges of Science and 
Technology and Business and Public Affairs, a PDP 11 /45 and an 
IBM S/ 3. 

Academic Computing and Research Services- The Office of 
Academic Computing and Research Services--a subdivision of 
Computer and Informational Services- provides support for academic 
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users in research design, statistical consulting, computer software 
support and other areas related to instructional and research use of 
computer facilities. The offices and data processing center for 
Academic Computing and Research Services are located in Grise Hal l. 
To initiate service a student or faculty member need on ly contact the 
orfice (Room 245 Grise Hall; telephone 745-4981). 

Academic Computing also offers test scoring and data entry 
services. Card punches are available for the use of faculty and 
students in the Grise Hall data processing center. An optical mark 
reader is available which can be used hoth fo r generating data from 
optical mark sheets and for test scoring optical mark answer sheets. 
The test scoring service can provide as little as student scores or as 
much as a full statistical analysis of examinations. Data can be coded 
on general purpose optical mark sheets and output for use by t he 
computer. Both test answer sheets and general purpose optical mark 
coding forms can be obtained through Central Stores. 

GRANT AND CONTRACT SERVICES 

The basic function of this office is to administer the grant and 
contract program for Western Kentucky University including both 
progmmmatic and fiscal matters. 

Other basic services-The basic services are as follows: 

(1) Identification of funding sources for specific needs and programs; 
(2) Consultation on and guides in the development. of grant and 

contract proposa ls; 
(3) Processing of proposals and contracts; 
(4) Disseminat.ion of informat.ion to faculty and staff concerning 

grant sources, guidelines, and the admin istration of specific 
programs; 

(5) Maintenance of central grants record file; 
(6) Liaison with off·campus agencies. 

OTHER IN FORMATION 

University Archives-The University Archives, established in 
November, 1971, is housed in the Helm Library and administe red by 
a professional librarian. The purpose of t he Archives is to collect, 
perserve, and organize for appropriate use the records of the 
University which arc required for administrative functions and are 
essential Cor the historical study of the institution, including its 
genea logical antecedents. Such records include correspondence, 
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reports, min utes, tapes, photographs, scrapbooks, publications, and 
other items, such as clippings and articles about the University and 
its personnel. Reference service is available. 

Eagle University-Eagle Universit.y is a consortium of cooperating 
e ducationa l institutions which seeks to provide educational 
opportu nities for military and civilian personna! at Fort Campbell, 
Kentucky. Western is a participat.ing institution in the Consortium 
and ann ual ly offers a number of off-campus courses at the Fort 
Campbell facilities. 

Graduate Consortium- Western Kentucky University, Murray 
State University, Brescia College, and Kentucky Wesleyan-The 
Graduate Consortium is composed of Western, Murray State, Brescia 
College, and Kentucky Wesleyan College. Its purpose is to provide 
e xpanded e du cat ional o pportu nities for students in 
Owensbo ro/Daviess County, Kentucky region . 
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Personnel Policies and Services 

SALARY PAYMENT PROCEDURES 

Sa.lary Checks- Faculty members employed on a nine· months 
basis receive twelve salary checks payable on the 15th of each 
month. Other personnel are paid at the end of the month, normal ly 
the last full work·day of the month. Salary checks should be called 
for at the Business Office. 

Payroll Deductions-Payroll withholding includes federal 
income tax, state income tax, city occupational tax, Social Security, 
and retirement. In those cases where elected, Blue Cross-Blue Shield 
medical insurances, United Givers Fund, grou p life insurance, Tax 
Sheltered Annuities, U.S. Savings Bond, and credit union shares may 
be deducted. 

INSURANCE BENEFI'I'S 

Group Life lnsumnce- Western's group life plan was adopted 
after carefu l consideration by the administration and the insurance 
committee. The plan chosen is designed to provide the faculty 
member with a substantial amount of life insurance protection at a 
low premium cost. The University shares in the expense of the 
program. 

Faculty members are insured for the basic amount of insurance 
($10,000). In addition to the basic insur.mce, raculty me~bers are 
eligible for optional insurance in the amount equal to t heir annual 
contract salary rounded to the next higher thousand. 

The basic insurance cost is paid by the University. The optional 
insurance is available to the individual faculty member at low·cost 
group term rates based upon age. 

Health Insunmce- The University provides Bille Cross and Blue 
Shield coverage for the regular full·time employees. The employee 
may use payroll withholding to purchase additional COVef"dge for his 
family members. The plan includes comprehensive Blue Cross, 
Schedule C Blue Shield benefits, and major medical protection. 

Di sa bility In surance-The University provides Long-term 
Disability Income protection th rough an insurance plan coordinated 
with benefits available from Social Security and the retirement 
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system. Briefly, the plan guarantees 60 percent of an employee's 
earnings, after a specified waiting period , to age 65. The individual 
premium cost is paid by the University. 

Tax Sheltered Annuit.y Programs-Faculty and Administrative 
Faculty may participate in tax sheltered annunity programs. Payroll 
deduction is available for this purpose. The Kentucky Teachers' 
Retirement System offers a tax sheltered plan to supplement other 
features of the retirements provisions, and commercial companies 
also offer tax sheltered programs. 

Group Travel Accident. Insurance- The University provides a 
business travel accident plan for faculty members. The plan provides 
for $100,000.00 coverage for accidental death or dismemberment. 
Contact the Department. of Personne l Services for additional 
information. 

Workmen's Compensation-Employees of Western Kentucky 
University are covered under a blanket Workmen's Compensation 
policy purchased by the Commonwealth of Kentucky. In general, the 
policy provides coverage for personal injury sustained by the 
employee by accident and for disability resulting from occupational 
diseases, arising out of and in the course of employment, or for deat.h 
resu lting from such accidental injury or occupational disease. 

RE'I'IREM EN'!' 

Teacher Reti remen t-All facu lty members are required to 
participate in t he Kentucky Teacher Retirement System. At present 
the faculty member's contribution is 7.70 percent of gross salary, 
and t he University contributes an equal amount. Participants become 
vested in the system after on ly five years. 

Of the 7 .70 percent representing the members' contribution to 
the Kentucky Teachers ' Retirement System, 7.20 percent is allocated 
to the purchase of retirement allowances, .25 percent to survivor and 
death benefits, and .25 percent to hospital and medical insurance 
upon retirement. The deductions are credited to the Teachers' 
Savings Fund, Survivor Fund, and Hospita l Fund respectively. 

If a participant withdraws his contributions to the Kentucky 
Teachers' Retirement System, the deposit of 7.20 percent, plus 
accrued interest to the Teachers' Saving Fund, will be retun1ed in 
full; but credits to the Survivor Fund and the Hospital Fund will not 
be returned. 
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Social Security- The law requires that a deduction on earnings 
be made regularly from one's paycheck, and the University, as 
employer, is taxed an equal amount. These payments provide Social 
Security retirement and disability income and payments to one's 
family in case of the employee's death. The Social Security program 
is in addition to the other benefit programs administered by the 
University. 

OTHER POLICIES, SERVICES AND BENEFITS 

Official Travel-Each department has budgeted funds for travel. 
Authorization for travel must be made by the department head 
before the trip is made. Travel expenses are usually borne by the 
individual who is later reimbursed after filing an expense voucher. 
The University has an arrangement with local travel agencies in which 
travel reservations are made and tickets purchased by the travel 
agency. When this service is used, the faculty member lists the travel 
agency as second payee on the travel expense voucher. Department 
heads have copies of the Travel Regulations which are contained in 
the Personnel Mallual. 

Identifi cation Cards- The University provides identification cards 
for all regular employees. The card is designed for use in the 
University Libraries, Business Office, University Sales Siores, 
recreational facilities, etc. Faculty and staff members should contact 
the Personnel Office to have identifi cation cards prepared. 

University Credit Union-The Western Kent.ucky Universit.y 
Credit Union, Inc., is organized to provide a savings and low-cost. 
loan service for members of the faculty and staff. One may invest 
unlimited amollnts in the shares of the credit union. Loans are 
available, and payroll deduction affords a systematic and convenient 
way in which to save and make loan payments. Free life insurance is 
provided with accounts. Contact the treasurer of the Credit Union 
for further information. 

Health Services- The University Health Service provides 
outpatient and inpatient facilities for students. The staff consists of 
physicians, nurses, a pharmacist, x-ray and medical technologists and 
clerical personnel. 

For faculty and staff, the limited services include first aid and 
certain immunizations. 

Other Benefits-Among other fringe benefits available are: 
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Season tickets to all home football and basketball games at 
reduced rates. 

Reduced rates for spouses of regular. full-time faculty and staff 
enrolling in evening classes. 

A ten percent discount on materials purchased at the College 
Heights Bookstore. 

Use of recreational facilities in the Downing University Center, 
Diddle Arena, and L. T. Smith Stadium. 

Use of University Stationery and l'ostage- The use of official 
University stationery and of the mailing service is restricted to 
faculty members, officers, and departments carrying on officially 
recognized and authorized business of the University. Stationery and 
metered postage are provided for official correspondence only. 

Building Security-Faculty and staff members are urged to use 
the same rules of good judgment to insure security of keys to 
University buildings and to individual offices that would be used for 
one's own home or other personal property. 

A key may be obtained by a request to the department head, 
who in tum submits a written request (form available from the 
Physical Plant) to the Assistant Director of the Ph ysical Plant. If 
employment at t he University terminates, or a faculty member is 
away on leave of absence, keys must be turned in at the Physical 
Plant building. 

Housing-The University has a limited number of rental housing 
units available to the facult.y. In terested faculty members should 
direct their inquiries to the Director of Housing. These facilities are 
designed primarily to provide the new facu lty member with desirable 
living quarters for a limited period of time in order that he may have 
sufficient opportunity to fully appmise living conditions and more 
conveniently make permanent arrangements. Faculty members may 
find assistance in locating apartments, houses, o r rooms by 
consulting the Director of Housing. Files are kept available on 
housing facilities and contacts are made with community agencies 
and property owners who may assist. Deans of the colleges and 
department heads will be happy to assist new staff members in 
finding suitable living quarters. 

Food Services-The Director of Food Services, working under the 
Auxiliary and Business Services is in charge of the Cafeterias, Snack 
Bar, and Grill. The faculty and starf are cordially invited to use these 
facilities. A limited number or banquets for official University 
organizations can be served by Food Services; arrangements for these 
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must be made with the Director. A full line of vending services 
supplements the above facilities and can be found in convenient 
locations for use by the students, faculty and staff. 

MISCELLANEOUS INFORMATION 

CultUr:.11 and Recreational Opportunities-The following items 
will give some idea of the great variety of activities available to 
Western faculty and staff. 

The University and the Rodes- Helm Lecture Series bring to the 
University Campus each year a number of outstanding lectures on 
various topics. A series of outstanding artistic events is presented 
each year through the University's Fine Arts Festival. 

The Department of Music sponsors a number of musical 
presentations including special seasonal concerts. In addition, many 
faculty and student recitals are given throughout the year . 

The Department of Communication and Theatre and the Western 
Players present a series of programs during the academic year. 
Summer Theatre programs are also scheduled during the summer 
sessions. A small fee is charged for admission to major productions; 
however, there is no admission charge for one act plays produced by 
the Department. 

The Downing University Center Theatre provides films for t he 
enjoyment of Western students, faculty, staff, and their families. A 
nominal fee is charged. 

The Department of Art has a gallery on the ground floor of 
Cherry Hall where a display is usually on exhibit. Art displays are 
also usually on exhibit in the art reading room which is located on 
the third floor of Downing University Center. 

The University library facilities, as well as the public library, are 
available for recreational reading. 

Faculty members are invited to use the facilities of the 
Department of Physical Education and Recreation. 

Western holds membership in the Ohio Valley Conference and 
the National Collegiate Athletic Association. The schedule of 
intercollegiate athletic contests includes a variety of sports. 
Admission to all spring sport events is free, and season tickets for 
basketball and football are available to the faculty and staff at a 
reduced rate. 

A number of lakes and reservoirs are within driving distance of 
Bowling Green, and fishing and boating are popular activities for 
many faculty members. 

Institutional Publications- In addition to this handbook for 
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facult y the University has a number of other publications which wilJ 
prove informative and helpful. 

The Western Kentucky University Bulletin Catalog is the most 
complete publication on the University and its operations. No rmally 
publi she d annually the Univers ity Bu lletin Catalog contains 
descriptions of the vario us degree programs, cu rricula and course 
offerings o f the University, requirements for graduation, rules and 
regulations, course descriptions and listings of faculty. All faculty 
members should familiarize t hemselves with th is pUblication . 

The Graduate Bulle tin contains descriptions of the graduate 
programs and course offerings at Western. 

The College Heigh ts Herold and the yearbook, The Talisman, are 
campus publications issued under the supervision of the faculty and 
staff in t he Office of University Publications. In 1925 t he Board of 
Regents authorized the establishment of t he College Heights Herald, 
and since that ti me, the Herold and The Ta lisman have provided 
laboratory ex periences in journalism for students interested in 
developing skills and responsibilities in the practical application of 
t he established standards of pro fessionaJ journalism. 

Class Schedule Bu lletins are published t hrough the office of the 
Vice President for Academic Affairs for each semester and t he 
summer term . This bulletin contains the University calendar, course 
offerings, and all other data pertain ing to registration and class 
scheduling fo r t he specific term. 

This Mon th at Western is prepared and distributed each month 
by the Office of Public Relations. The Office of Public Relations also 
collects and records in format ion from each office and department on 
campus which is ke pt in a master datebook, which is available as an 
informational reference to any member o f the faculty or sta ff in 
order to avoid conflicts and to co-ordi nate the use of university 
fac ilities. All avai lable informat ion is distri buted at the beginning of 
each semester fo r use as a guide in long-range planning. 

A Campus Tour Gu ide is published by the Office of Public 
Relations and includes a campus map which is available in quantity 
particularly for distribution to prospective students and workshop 
groups. Other literature is available from the Office of Public 
Relations providing information and pictures about campus fac ilites 
and university activities . 

Library Leaves is a quarterly circular distributed by the 
University Library listing recent additions to the library collection. 

Zephyrus is a fine arts magazine affording student s of Western 
Kentucky University the opport un ity to have t heir creative work 
published . 

The Faculty Research Bulletin is an annual publication at 
Western which includes articles from faculty members across the 
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University. 
This Week at WKU (The "Blue Sheet") is a weekly in formation 

sheet distributed by the Office of Academic Affairs. 

Emeriti of the University- Western is built upon the philosophy, 
personalities and spirit of the past. Faculty and staff members are 
encouraged to become acquainted with the large number of emeriti 
who reside in the community. The University values the continued 
support and assistance of those who have retired from active teaching 
and administrative roles. 

Elementary and Secondary School Facilities- The University 
operates a laboratory school which includes a kindergarten and 
elementary grades. The City of Bowling Green and Warren County 
operate a number of elementary schools. There is one high school in 
the city and two high schools in the county. There are private and 
church related schools for certain elementary grades in Bowling 
Green. 

Faculty Lounges- Faculty lounge areas are available in most of 
the classroom buildings. Also the Faculty House, located near Cherry 
Hall, provides facilities for fellowship and recreation for faculty 
members and their wives or husbands. 

Faculty Dining Room-A special dining facility is operated in the 
Academic Complex to serve lunch to faculty and their guests. 

Guest House-The Guest House, managed by a full-time hostess, 
provides facilities where University guests may go for a few hours 
rest and relaxation or may stay overnight. Guest lecturers and 
prospective faculty members are often billeted in the Guest House 
while on campus. 

Parking Facilities- Limited reserved parking for faculty members 
is provided in certain areas on the campus which are designated for 
faculty parking only. The available spaces are not reserved for any 
individual but are on a first come-first served basis. 

Official faculty and staff parking permit decals must be posted 
on the bumpers oC each car, indicating authority to use the faculty 
parking lots. These decals are available through the Office of Public 
Safety upon payment of a $5 registration fee. Faculty/Staff permits 
allow free parking in the Parking Structure during athletic events. 

Religious Opportunities- As a state-supported institution the 
University is non-denominational, but it cooperates to the fullest 
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extent with t he churches of Bowling Green and encourages its 
students and faculty to attend the church of their choice. A large 
number of churches representing a variety of denominations are 
found in the BowHng Green Community. 

Mail Scrvice-A branch of the U.S. Post Office is located on the 
lo bby level of the Garrett Conference Center. Faculty members may 
rent private mail boxes or may use the campus mail service which is 
provided for each department. Campus mail service may be used for 
official University mailing without postage, but U.S. Post Office 
regulations do not permit its use for personal mailing unless it has 
postage attached. The College Heights Post Office operates on the 
follo wing schedule during the regular terms: 

8:00 a.m.· 4:30 p.m. Monday through Friday 
8:00 a.m. - 12:00 noon Saturday 
Outgoing mail leaves the post office three times daily, at 7:00 

a.m., 10 :30 a.m., and 2:30 p.m. During holidays and vacation 
periods, a special schedule is followed. Faculty and staff memhcrs are 
notified of the hours the post office is open during these holiday and 
vactaion periods. All postal services given by the downtown post 
office (stamps, money orders, insured and registered mail, c.o.d., and 
special deliveries) are available at t he campus post office. 

The University provides a Courier Service to aid in the internal 
administrative efficiency of the University. This service, which 
provides for the delivery of written communications that pertain to 
recognized and authorized official University business, may be used 
on ly by members of the University faculty, the administrative staff, 
the Associated Students organization , and other organizations 
budgeted by the University. The authorized users are required to 
conspicuously indicate on the outer envelope both the originating 
office and the name of the individual sender. Items failing to indicate 
an originating office and name will be inspected. Upon determination 
of the originator , the item will be returned for proper designation by 
the sender. 

Faculty Wives Club-This organization was formed in 1927 for 
the purpose of p~omoting the welfare and the best interests of the 
University. It is now one of the largest women's clubs in Kentucky 
with a roster which includes the wives of faculty members as well as 
many wives of faculty emeriti. The group engages in various activities 
such as the establishment of a permanent scholarship fund, the 
sponsorship of a student wives club, and the presentation of awards 
for student achievement. The club carries on a planned program of 
business meetings and social events during the fall and spring 
semesters. 
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Kent.ucky Vot.ing-University personnel are encouraged to 
exercise t.heir voting privilege in all national, state and local elections. 
To qualify to vote in Kentucky, a person must get his name on the 
official voting list. by going to the County Clerk's office in t.he local 
court house and registering. Persons 18 years of age or older who 
have resided in the precinct 60 days, the county 6 months, and the 
stat.e for one year are eligible to become registered voters and vote in 
state and local elections. Those moving to Kentucky from another 
state are eligible to register and vote in presidential elections after 
residing in t.he state 30 days. 

Kent.ucky Auto and Driver Regulations-Persons moving to 
Kentucky from out of state are required by law to secure a Kentucky 
driver's license within 30 days after establishing residence in the 
state. This license may be acquired by passing the written 
examination. Automobiles transferred from out of state must also be 
licensed in the state once residence is established, and the 5% usage 
tax must be paid on those cars transferred from states not having 
reciprocity agreements with Kentucky. 
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CHARTER OF T ilE ACADEM IC COUNCIL 

I. Name of the Organization 

The name of this organization shall be the Academic Council of 
Western Kentucky University. 

II. Purpose of the Organization 

The Academic Council is comprised of representatives from the 
faculty. student body and administration. It is the principal 
agency for curriculum review and control and for the 
determination of degree requirements, standards of scholastic 
achievement and rules governing faculty-student relations. 

HI. Functions of the Academic Council 

A. To recommend to the President and the Board of Regents 
ac ademic policies pertaining to the curriculum and 
scholastic regulations. 

B. To review all proposals relative to the curriculum of the 
University forwarded to it by the duly established Co llege 
and University-wide Curriculum Committees. 

C_ To initiate studies and policies pertaining to the curriculum, 
scholastic regulations, or other matters referred to the 
Council by the President, the Vice-President for Academic 
Affairs, or the Council of Academic Deans, 

D. To refer to the duly constituted academic committees, the 
Council of Academic Deans, or to special sub--committees of 
the Council assignments relative to academic affairs within 
the purview of Council authority. 

• 
E. To recommend the addition of new majors, minors or 

degree programs at the undergraduate or graduate levels to 
the President and the Board of Regents for approval. 

IV. Co mposition of the Academic Council 

A. Ex-officio Membership (voting) 

Vice-President for Academic Affairs 
Academic Deans of Applied Arts and Health, Arts and 
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Humanities, Business and Public Affairs, Community, 
Education, Graduate, and Science and Technology Colleges, 
and the Academic Deans of Academic Services, Scholastic 
Development, and Public Service and In ternational 
Programs; the President of Associated Students (or 
designated representative); and the Registrar 
Each ex-officio member may designate an alternate 

B. Elective Membership 

c. 

Elected Faculty Representative (voting) 

Unit 
Academic Services 
Applied Arts and Health 
Arts and Humanities 
Business and Public Affairs 
Education 
Science and Technology 

Elected Faculty Alternates 

Unit 
Academic Services 
Applied Arts and Health 
Arts and Humanities 
Business and Public Affairs 
Education 
Science and Technology 

Number of Elected 
Representatives 

3 
4 
9 
6 
9 
8 

Number of Elected 
Representatives 

3 
4 
9 
6 
9 
8 

The distribution of the number of elected faculty 
representatives and alternates by units is based on an 
approximate proportion of each units raculty to the total 
university faculty. To maintain a proport ional 
representation, a review of the number of elected faculty 
representatives and alternates per unit shall be conducted on 
odd-numbered years. 

Student Elective Membership 

Elected Student Representatives (voting) 

One elected student representative each from Applied 
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Arts and Health, Arts and Humanities, Business and 
Public Affairs, Community, Education, Graduate, and 
Science and Technology Colleges. 

Elected Student Alternates 

One elected student alternate representative each from 
Applied Arts and Health, Arts and Humanities, Business 
and Public Affairs, Community, Education, Graduate, 
and Science and Technology Colleges. 

O. Changes in Membership 

The Academic Council may propose to the President and 
Board of Regents revisions in the distribution number, and 
qualifications of the membership. 

V. Qualifications and Term of Office of Elective Membership on 
Academic Council 

A. Faculty 

B. 

1. Membership Qualifications: Any full-time ranked 
faculty member of an academic department, including 
those with administrative assignments, who has 
completed two years of service at Western is eligible for 
membership on the Academic Council. 

2. Term of Membership: The term of membership shall be 
two years with one-half of the faculty membership 
rotating each year. Faculty members will be eligible to 
succeed themselves for one additional two-year term if 
elected. 

Student 

1. Membership Qualifications: Except for the Community 
or Graduate Colleges, to be eligible for membership on 
the Council a student shall have earned by the 
beginning of the term of office a minimum of 60 
semester hours, have a minimum grade point average of 
2.75, have at least one semester of residence credit at 
Western and be a declared first major/area of 
concentration in a department of the college to be 
represented. Candidates for election from the Bowling 
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Green Community College shall have earned by the 
beginning of the term of office a minimum of 30 
semester hours, have a minimum grade point average of 
2.75, have at least one semester of residence credit at 
Western and be a declared major in an associate degree 
program. Any graduate student in good standing is 
eligible for eleciion as the student representative from 
the Graduate College. 

2. Term of Membership: The term of membership shall be 
one year. Student members may be eligible to succeed 
themselves for one additional year term if elected. 

C. Vacancies in a Term of Office 

When a vacancy occurs in an elected representative's term of 
office, t he elected alternate with the highest vote for that. 
unit will serve during the interim of the vacancy. 

VI. Officers 

The Council shall have a chair, vice-chair, secre tary. recorder and 
parliamentarian. 

VI I. Committees 

The Council shall establish a rules committee and other standing 
committees to have initial jurisdiction over the various functions 
authorized to the Council by the Board of Regents. 

VIII. Amendment of the Charter 

The Charter of the Academic Council may be amended at the 
discretion of the Board of Regents. The Academic Council may 
recommend amendment of the Charter to the President and 
then the Board of Regents. 
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RULES AND PROCEDURES Of THE ACADEM IC COUNCIL 

I. Organization 

A. Chair: 
The Chair shall be the Vice President for Academic Affairs. 
The Chair of the Academic Council shall preside at 0.1\ 
meetings of the Council. The chair shall be responsible for 
seeing that the agenda is prepared and that the minutes of the 
Council meetings are properly kept. For assistance with these 
duties, the chair shall appoint a secretary, a recorder, and a 
parliamentarian. The chair may create ad hoc committees and 
shall be the chair of the Rules Committee. 

B. Vice-Chair: 
The vice-chair shall be elected on a yearly basis from the 
membership of the Council. The vice-chai r shall assist the 
chair in the preparation of the agenda and in the conduct of 
the business of the Council. The vice-chair shall chair the 
Council in the chair's absence, shall serve as vice chair of the 
Rules Committee, and may be delegated other repsonsi blities 
by the chair. 

C. Secretary. Recorder, and Parliamentarian: 
From the faculty of the Un iversit.y a secretary and a recorder 
shall be appointed by the chair. The secretary, assisted by a 
recorder, shall be responsible for keeping of the minutes of 
the Counci l, the preparation of the meeting agendas, and t.he 
distribution of notification of all meetings to the membership 
and the media as required by law. A parliamentarian, 
appointed by the chair, shall be responsible for advising the 
cha ir on questions of parliamentary procedure which may 
arIse. 

D. Standing Committees 

1. Rules Committee 

The Council Chair and Vice-Chair shall be the Chair and 
Vice-Chair of the Rules Committee. It.s functions shall 
be: 

a. to supervise elections for vacancies on the Council 
and to conduct such other elections as necessary. 
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b. to recommend to the Council the time and place of 
regular meetings. 

c. to consider suggested changes in the charter and rules 
and procedures and make recommendations to the 
Council. 

d. to periodically review the charter and rules and 
procedures and make recommendations to the 
Council. 

e. to conduct a review of the proportional 
representation of the elected faculty representatives 
by unit and make recommendations to the CounciL 

f. to interpret the charter and rules and procedures of 
the Council. 

g. to advise the Chair on other matters related to the 
operation of the Council. 

2. General Education Committee 

This committee has responsiblity for continuous purview 
over general education requirements: 

a. to develop and review general education guidelines, 
course crite r ia, and courses and make 
recommendations to the Council. 

b. to consider courses proposed for general education 
and make recommendations to the Council. 

3. Academic Requirements and Regulations Committee 

This commit tee shall review and make recommendations 
regarding: 

a. undergraduate degree and graduation requirements 
excluding the functions assigned to the General 
Education Committee. 

b. scholastic policies and regulations, and the 
interpretation of policies and regulations as they 
apply generally to the University. 
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4. Membership of Standing Committees 

Each unit caucus shall elect two eleded representatives to 
each standing committee. The student caucus shall elect 
two elected student representatives to each standing 
committee. The Chair shall appoint two advisory 
co mmittee members to the General Education 
Committee and the Academic Requ irements and 
Regulations Committee, and one advisory member to the 
Rules Committee. The Chair and Vice·Chair shall be 
members of the Rules Committee and shall serve as Chair 
and Vice Chair of the Rules Committee. Membership of 
the other standing committees shall elect their chair on an 
annual basis. 

5. Reports and Recommendations of Standing Committees 

Standing committees of the Council shall make reports to 
th.e Council as necessary and shall file an annual report 
With the Secretary of the Council. Standing committees 
of the Council shall make recommendations to the 
Council on those matters which have received favorable 
committee action. 

6. Rules of Standing Committees 

a. Meetings- Standing committees shall meet at least 
once each month during the academic year. Special 
meetings may be called by the chair upon the request 
of a majority of the committee members. 

b. Quorum-A quorum shall consist of a simple majority 
of voting members of the committee. 

c. Voting requirements- A simple majority of the 
quorum is requi red for a legal vote. 

d. Other rules- Each standing committee shall adopt 
such other rules as necessary for the conduct of their 
business so long as such rules are not in violation of 
the Charter or Rules and Procedures of the Academic 
Council. In the absence of specific committees' rules 
SturgIs Standard Code of Parliamentary Procedllr~ 
shall be the authority. 
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E. Categories of Membership 

1. Ex-Oflicio-Those who are ex-officio members are 
entitled to full participation in the organization. 

2. Elected Repre sentative-Th ose who are elected 
representatives are entitled to full participat ion in the 
organization. 

3. Elected Alternate-Those who are elected alternates shall 
function in the place of an elected representative for the 
same unit when the elected representative is not present 
at a Council meeting. When an elected representative 
cannot attend a meeting, that member will secure a 
replacement from the unit alternates and the alternate 
shall be responsible for notifying the secretary of t he 
Council of this action. 

II . Procedures 

A. Election procedures for elected faculty representatives and 
elected faculty alternates. 

1 . During t he sixth week prior to the end of the spring 
semester elections will be held in each un it where there is 
a vacancy. 

2. The Office of t he Vice-President for Academic Affairs 
will prepare a list of all faculty in each unit with 
academic rank and two years of service at Western. 

3. Elections will be conducted in each unit by a Rules 
Committee representative. 

4. Balloting shall be by secret ballot. 

5. All faculty members wi th academic rank in a unit shall be 
eligible to vote in that unit. 

6. A simple majority of legal votes cast shall constitute 
election. In the event of failure to secure a simple 
majority for anyone candidate, subsequent balloting 
shall be conducted between the two receiving the greatest 
number of votes. 
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7. Results of each election shall be certified in writing 
within twenty-four hours to t he Chair of the Council. 

B. Election procedures for elected student representatives and 
elected student alternates. 

1. Prior to the end of the spring semeste r, elections will be 
conducted by the Associated Student Government to fill 
all student elected and alternate representatives for the 
next year. 

2. The Associated Student Governmen t will obtain a list of 
all students eligible to vote. This list must indicate a 
student's delcared major. 

3. To be eligible to be elected , a student must file with the 
Associated Student Government and be certified as 
eligible by the Secretary of the Council. The deadline for 
filing for candidacy shall be two weeks prior to the dale 
of the election. 

4. Balloting shall be by secret ballot. 

5. To be eligible to vote for a candidate for representative of 
a particu lar college, a student must be a declared first 
major/area of concentration in that college. 

6. A simple majority of legal votes cast shall constitute 
election. In the event of failure to receive a simple 
majority for anyone candidate , subsequent balloting 
shall be conducted between the two receiving the greatest 
number of votes. 

7. Results of each election shall be certified in writing 
within twenty-four hours to t he Chair of the Council. 

C. Election of Officers-The Vice· Chair shall be elected from the 
membership o f the Council on an annual basis. At the first 
meeting of the Coun cil each academic year, nominations shall 
be made from the floo r by any member of the Council. After 
nominations have ceased, the election shaH be conducted by 
secret ballot at the same meeting by the Rules Committee. 

D. Meetings-During the academic year, the Council shall 
normally meet at 3:10 p.m. on the fourth Thursday of each 
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mont.h and at. 2:00 p.m. on the fourth Wednesday of June 
and July during the summer session. The Council will not. 
normally meet in May and August. The Rules Committee 
shall determine the place of meetings and may alter the 
meeting date when it is in conflict with University holidays. 
Special meetings may be called by the Chair as t.he volume of 
Council business dictates. Since the Academic Council 
functions in an advisory capacity to the policy making 
governing board, its meetings are conducted in accordance 
with the requirements of t.he Kentucky Open Meetings Law. 
(KRS 61.805·6.991). 

E. Quorum-A quorum shall consist of a simple majority of the 
voting membership of the Council. 

F. Voting Requirements 

1. An affirmative vote of a simple majority of the quorum 
of the Council shall be required for passage of any 
measure. 

2. The Council will normally vote by voice or by the raising 
of the hands. However, any member of the Council may 
request a vot.e by secret ballot or any other method of 
voting and that request will be granted. A request for a 
secret ballot will take precedence over all other requests 
for methods of vot.ing. 

G. Agenda and Minutes- The agenda for a Council meeting and 
the minutes of the previous meeting shall be prepared by the 
Chair with the assistance of the Vice-Chair, Secretary and 
Recorder. The agenda and the previous meeting minutes will 
be distributed to Council members a reasonable time prior 
to the meeting. 

H. Visitors- Visitors shall be seated apart from the membership 
of the Council. 

I. First and Second Readings-Procedural matters brought 
before the Council require only one reading. Substantive 
matters brought before the Council require two readings. 

J. Parliamentary Authority-Sturgis Sta/Jdard Code of 
Parliamentary Procedure shall be the parliamentary authority 
of the Council. 
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K. Amendments to the Rules and Procedures-The Rules and 
Procedures of the Council may be amended by majority vote 
of the quorum. 
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FACULTY SENATE CONS'I'ITUTION 
WESTERN KENTUCKY UNIVERSITY 

Preamble 
The Faculty Senate at. Western Kentucky University is an elected 

body of representatives from the faculty whose functions are to 
provide a forum for the concerns and interests of the university-wide 
faculty community, to furnish advice and recommendations with 
reference to policies that pertain to the faculty and to make available 
to t he University the expertise of the faculty on appropriate matters. 

L Functions of the Faculty Senate 
The Faculty Senate functions as an oHicial representative voice 
of the faculty on any university policies which the President. 
may refer to it for consideration and opinion, or which it 
determines should be brought to the attention of the President, 
or to the Board of Regents through the President. 

It makes recommendations to the Academic Council on 
academic policies and programs. 

It may, upon request, or upon its own initiative furnish advice 
and recommendations on policies and procedures, such as those 
relating to: 
a. Criteria for recruitments, appointments, reappointments, 

promotions, granting of tenure, evaluation of work 
effectiveness, and recognition of outstanding faculty 
performance in instruction, research, creative activity and 
service. 

b. Salary, workload, working conditi ons, summer teaching 
employment, patent policy, copyright poli cy , awarding of 
university research grants, and recognition and publication 
of scholarly or creative work. 

c. Retirement programs, insurance plans, sick leave, and other 
business issues which concern the facu lty. 

d. Planning and maintenance of physical facilities when these 
may affect the attainment of the edu cational objectives of 
the university. 

e. Faculty responsibilities, privileges, grievances, sabbatical 
leaves, leaves of absence, travel expenses for professiona l 
conventions and programs, off·campus instruction and 
service, consulting, and academic freedom. 

f. Long range planning of institutional goals and priorities as 
related to the function of the senate. 
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The Faculty Senate may advise the Board of Regents, in the 
event of a vacancy or an announced impending vacancy of the 
Office of President, on qualifi cations for the Office of President 
and the policies concerning faculty involvement in the filling of 
the office . 

II. Coordination of the Academic Council and the Faculty Senate 

Each body is dominant in its stated functions and it is the duty 
of each to report its recommendations to the President and to 
the Board of Regents through the President. 

III. Organization 
A. Composition 

1. The term faculty for the purposes herein is defined as 
persons in the full ·time employ of the university who 
hold faculty rank and who satisfy at least three-fourths 
of their contractual obligation in teaching, research, 
public service, and /or non·administrative assignments. 

The term college as used herein is defined as the 
undergraduate colleges and the area of Academic 
Services. 

2. The Faculty Senate shall be composed of members 
elected by and from the faculty, with the 
Vice-President for Academic Affairs or a designated 
alternate serving as an ex-offico non-voting member. 
The Faculty Regent, unless already an elected member 
of the Senate, shall be an ex-officio non·voting member 
of the Senate. 

3. Each department is entitled to one senator who shall be 
elected by secret ballot by the faculty of that 
department; each college may also be entitled to 
at-large senators. The total number of senators 
(departmental senators plus at·large senators) to which 
each college is entitled is that number which will make 
up a delegation equal to 10 percent (rounded to the 
nearest whole number) of the college's total faculty as 
previously defined. The at-large representation of each 
college therefore may vary, and t he number shall be 
determined and adjusted in accordance with the 
number of qualified faculty members listed on the 
official Senate roster prepared during the fall of the 
academic year during which the elections occur. No 
department shall have more than one at· large senato r 
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until all departments in the college have at least one 
senator serving in an at-large capacity. 

4. Term of office: Each elected member shall serve for a 
term of two years and shall be eligible for reelection fo r 
a second consecutive term but ineligible for further 
reelection until one year has elapsed. Elections to fill 
vacancies shall be for the unexpired term. 

S. Officers 
1. Th e Fac ul ty Senate shall have a Chairperson, 

V ice-C hairperso n, Secretary-Treasurer, and 
Parliamen tarian. 

2. The officers o f the Faculty Senate shall serve in their 
respective positions for a period of one year, or until a 
successor is elected. They shall be eligible for 
reelection. 

3. The term of the Chairperson shall begin with his or her 
election in the first week of March. The terms of the 
Vi ce-C hairperso n, Secretary-Tre asurer, and 
Parliamentarian shall begin with their election at the 
follo wing regular meeting of the Faculty Senate. 

C. Elections 
1. All elections of new members of the Facult y Senate 

shall be conducted under the supervision of the 
By-Laws, Amendments and Elections Committee. 

2. Members of the Faculty Senate are to be elected during 
the t hird and fo urth weeks in February and shall be 
chosen as follows: 
a. Departmental elections: During the third week in 

February t he faculty in each department shall elect 
by secret ballot one representative to the Faculty 
Senate. 

b. At-Large elections: During the first week in 
February the By-Laws, Amendments and Elections 
Committee will inform each college in writing of 
the number of at-large senators to which the 
college is entitled. Each of the aforementioned 
colleges shall elect at· large senators during the 
fourth week of February by secret ballot. 

3. Elections of Officers, the Executive Committee, and 
the Standing Committees 
a. Election of the Chairperson: During the week 

following the election (exclusive of vacations) of 
the at·large senators, a caucus of the senators 
elected to serve during t he forthcoming year shall 
be called by the outgoing Executive Committee. At 
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thi s meeting the senators elected to serve during 
the fort hcoming year shall elect by secret ballot 
one from their number to serve as Chairperson of 
the Faculty Senate. 

b. Election of the Executive Committee and Standing 
Committees: Following the election of the 
Chairperson, at the same meeting, t he senators 
shall caucus by co llege and each shall elect from its 
number one senator to serve on the Executive 
Committee and a senator to serve on each of the 
standing committees. Each committee will then 
caucus and e lect a c hairperson [rom its 
membership. 

c. Election of Other Officers : The Vice-Chairperson, 
SecretarY-Treasurer, and Parliamentarian shall be 
elected by secret ballot from the membership of 
the Faculty Senate at the next regularly scheduled 
meeting of the Senate. 

4. Vacancies in the Senate: Departmental vacancies in the 
Faculty Senate occurring during the academic year shall 
be filled by new elections within t hree weeks of the 
vacancy. Departmental vacancies occurring during the 
summer term will be filled by new elections within 
three weeks of the beginning o f the next fall semester. 
Vacancies in at-large delegations shall be filled by the 
individual receiving the next highest vote in the at-large 
election of the college in which the vacancy occurred. 

D. Meetings and Rules of Procedure 
1. The Faculty Senate shall meet once each month during 

the school year unless the frequency of meetings is 
changed by a vote of the Senate. The date, time, and 
place of the meetings are to be determined by the 
Executive Committee. 

2. No regular meeting of the Faculty Senate shall be held 
unless an age ndum prepared by the Executive 
Committee is distribu ted to all members of the 
Senate at least four school days prior to the meeting. 

3. Special meetings may be called by the Chairperson wit h 
the concurrence of the majority of the voting members 
of the Executive Committee. Such meetings shaH be 
called upon written request of at least ten (10) 
members of t he Facu lty Senate. 

4. The Executive Committee shall appoint a temporary 
Chairperson should neither the Chairperson nor 
Vice·Chairperson be able to attend any Faculty Senate 
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meeting. 
5. A quorum for the Faculty Senate shall be a majority of 

the Senate membership. 
6. The Faculty Senate shall adopt rules for the conduct of 

its business. In t he absence of any special rules of order 
which the Senate may adopt, Sturgis Standard Code of 
Parliamentary Procedure shall govern the conduct of 
t he meetings. 

E. Committees 
1. Executive Committee 

The Executive Committee shall be composed of the 
Chairperson of the Faculty Senate and one senator 
from each college. The Vice-Chairperson shall sit 
ex·officio and non-voting. The Chairperson of t he 
Senate shall preside and have voting privileges. 

The term of the eJected members of the Executive 
Committee shall commence with their e lection and 
shall be [or one year or until successors are elected . A 
quorum for t he Executive Committee shall be four of 
the seven voting members of the committee. 

I t shall be the responsibility of the Executive 
Committee to perform fundions assigned to it by t he 
Faculty Senate. It shall function as liaison betwee n t he 
Senate and t he administration and between the Senate 
and the Rules Committee of Lhe Academic Council. Its 
recommendations shall be recorded in its minutes and 
reported to the Senate at the next regu lar meeting. It 
may crcaLe special and ad hoc committees and 
determine the composition of all committees subject to 
the approval of the Seant.e. It shaH refer to t he 
appropriate Senate committee for study such matters as 
are designated by the Faculty Senate. The written 
reports of the committees to the Senate shall be 
submitted to the Chai rperson o f the Faculty Senate. It 
shall insure that elections of the Senate are carried out 
as specified by the Constituti on. 

2. By- Laws, Amendments, and EJections Committee 
IL shall be the responsibility of this committee to 
supervise nominations and elections. It shall study, and 
when appropriate, make recommendations concerning 
Senate rules and by-Jaws, proposed amendments, and 
procedural changes. 

3. Facu lty Status and Welfare Committee 
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It shall be the responsibility of the committee to study, 
and when appropriate, make recommendations to the 
Faculty Senate on policies, criteria, and procedures for 
faculty appointment s, recru itment of faculty , 
reappointments, promotions, and granting of tenure. 

It shall st ud y and, wh e n appropriate, make 
recommendations to the Faculty Senate on policies and 
procedures concerning salary, faculty work load, 
working conditi ons, and summer teaching employmen t . 
It shall also furnish advice on policies and procedures 
relating to retirement programs, insurance plans, sick 
leave, and other subject areas that are re levant to 
faculty welfare. 

It shall also study and, when appropriate, make 
recommendations to the Faculty Senate on policies and 
p rocedures concerning sabbatical leaves, leaves of 
ab sence, professional travel expenses, o ff-campus 
teaching and service , consultant activities, and academic 
freedom and academic due process. 

4. Professio nal Responsibilities and Concerns Committee 

It shall be t he responsibility of this committee to study, 
and when appropriate, make recommendations to the 
Faculty Senate on the policies and procedures for the 
consideration of faculty grievances. 

It shall study and , when appropriate, make 
recommendations to the Facu lty Senate on policies, 
criteria, and procedures for faculty evaluat ion , and the 
recognition of outstanding performan ce in teaching and 
University service. 

It sha ll st ud y and, when a p p r opriate, make 
recommendations on policies and procedures relating to 
patents and copyrights, University research grants, and 
recognition of scholarl y and crea tive activ ity. 

It shall also study and, when appropriate, make 
recommendations to the Faculty Senate concerning the 
responsibiliti es and obligations o f the faculty person in 
his/ her role as scholar and teacher. 
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5. institutional Goals and Planning Committee 

It. shall be the responsibility of t.his committee t.o study. 
and when appropriate, make recommendations to the 
Faculty Senate relating to the long-range planning 
process, including institutional goals and object.ives, 
program-related physical facilities, and policies re lated 
to instructional support areas. 

6. Fiscal Affairs Committee 

it shall be the responsibility of t.his committee to study, 
and when appropriate, make recommendations to the 
Faculty Senate on institutional policies, procedures, 
and guidelines related to resources allocation, the 
financial impact of proposed program additions or 
cha n ges, an d institutional response to financial 
exigencies. 

7. Academic Affairs Committee 

It shall be the prerogative of this committee to study, 
and when appropriate, make recommendations to the 
Faculty Senate on academic policies and programs 
under consideration by the Academic Council. Upon 
recommendation of the committee, the Faculty Senate 
may initiate action on academic policies which it thinks 
should be considered by t he Academic Co unci\. This 
committee shall coordinate its efforts and activities 
with the Fiscal Affairs Committee where academic 
policies and decisions have financial and budgetary 
consequence. 

IV. Senate Action 

The Faculty Senate acts directly o r through its committees. 
Formal communications containing advice and 
recommendations of the Senate on institut ional policies are 
addressed from the Chairperson of the Senate to the President or 
office or body designated by the President, or through the 
President to the Board of RegenLs. 

The Faculty Senate may also address communications to a 
member of t.he faculty or the faculty in general, making 
suggestions or recommendations, giving advice, furnishing 
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info rmation, or communicating otherwise for whatever purposes 
the Senate deems appropriate. 

V. By-Laws 

General by-laws governing the operation of the Faculty Senate 
shall be adopted by a majority vote of the actual membership of 
the Senate. 

VI. AmendmenLs 

An amendment may be proposed by the Faculty Senate by a 
two-thirds majority of those voting, provided it was included in 
the agendum and was available to the members of the Faculty 
Senate at least two wee ks before the vote is taken. An 
a mendment becomes operative upon being approved by the 
Board of Regents. 

By·laws will be adopted to deter mine how amendments will be 
submitted. 

VII. Ratification 

The Faculty Senate shall be established and this constitution 
shall be adopted upon approval of the Board of Regents. 

THE ED UCATIO N RIGHTS 
AN D PRIVACV ACT OF 19 74 

The Ed ucational Rights and Privacy Act of 1974 requires 
institutions of higher education to inform the student body of t he 
ty pes of student educational records being kept within the 
institution, where they are located on campus, and the official 
res ponsible for the secu ri ty of t hese records. Therefore, students and 
facu lty at Western Kentucky University should be aware o f the 
following: 

I. T he permanent t.ranscript of grades earned at the University is 
kept in the Office of the Registrar , Wet.herby Administration 
Building. Inquiries should be directed to the Registrar. 

II . The permanent folde r for each student, including such it.e ms as 
t he application for admission, ACT scores, high school 
transcript, co rrespondence with the student, etc., is kept in the 

95 

I , 

, 



Center for Academic Advisement, Career Planning and 
Placement, Wetherby Administration Building. Inquiries should 
be made to the Director of that Office. 

Ill . Academic advisement, career planning and placement records are 
kept for most students. Generally, advisement records are kept 
within the academic department of the student's major by the 
faculty advisor or department head. Advisement, career planning 
and placement records are kept in the Center for Academic 
Advisement, Career Planning and Placement.. Inquiries should be 
directed to either the head of the academic department or to the 
Director of the Center for Academic Advisement, Career 
Planning and Placement. 

IV. Graduate admission and advisement records are kept in the 
Graduate College office, Cravens Graduate Center, and in the 
student's academic department. Inquiries should be directed to 
the Dean of the Graduate College or to the head of the student's 
major department. 

V. Ot.her student records pertaining to teacher education, student 
affairs, organizations, alumni affairs, traffic, residence h~lIs, 
student health, and financial aid are maintained by the offices 
responsible for these areas. Inquiries should be made to the 
Director of each office. 

Each office and department maintaining student educational 
records has procedures for students to review their records and 
policies for the release of student records. Student educational 
records will be released outside the University only to t hose persons 
specifically authorized by the federal and state stat.utes. Within the 
University, student educational records are available only to 
authorized University personnel who have an educational interest in 
the student and the record. Lnquiries pertaining to review or release 
of records should be directed to t he head of the office or department 
maintaining the record. 

Procedures for a student to challenge the content of an 
educational record when it is believed that a part of the record is 
inaccurate, misleading, or in violation of the student's rights are as 
follows: 1) The head of the office will confer with the student in an 
attempt to reach an understanding about the item in quest.ion and to 
resolve the matter if possible. 2) If an understanding cannot be 
reached, the Vice President. responsible for the office or department. 
maintaining the record will arrange for a hearing upon written 
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request from the student. At this hearing, the student and the head 
of the office will present the facts to an ad hoc committee conSisting 
of three impartial persons (administrative staff and/or faculty) 
appointed by the Vice President. 3} After the hearing, this 
committee will make recommendations, but the Vice President will 
make the final decision. Inquiries about these procedures should be 
directed to the head of the office or department and/or t he 
appropriate Vice President. 

Other questions pertaining to the Educational Rights and 
Privacy Act of 1974 or student educational records may be directed 
to the Dean of Scholastic Development, Wetherby Administration 
Building. (see forms on accompanying pages.) 
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REQUEST FO R INSPECTIO N OF 
ST UDENT RECORDS 

REVIEW REQUEST 
(To be executed by student who wishes to revie w records ) 

Date: ___ _ 

I, _______ =-_....,.,,,.....,,.--,-_____ _ of 
(Name or Student) 

hereby request 
(Complete Address o f Student) 

that I be permitted to inspect and review the records of ____ _ 

_ __ ~~-----~-~~~--~~,_-..".-' pertaining to 
(Department or office which has custody or record) 

me. 

(Signature of student) 

(Telepho ne Number) 
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RELEASE REQUEST 

(To be executed by any person, agency, or organization, other than 
the student himself, desiring access to the records of a student) ~ 

PART! Dote ' ____ _ 

I hereby request access to the records of _=_--,.,-,,-,-,.,-__ 
(Name of Student) 

_____ on behalf of -,====:-:c=::-:c==== 
(Name of pertOn, alrency or orjranization) 

for the following purpose : 

The specific records requested are: 

(Siln. ture of person deliring accelloS) 

PART II 

Consent- This portion is to be executed by student at 
the student's sole discretion, but only cases 
of inspection or release to persons outside 
the institution. 

I hereby consent to the release of my 
records as requested above. 

(Student', Signature) 

NOTE: This form to be retained by a custodian of records with the 
records of the affected student. 
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