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FOREWARD 

II9ITIm ~;~ll' 
..... ARCHIVES 

The Faculty Handbook is designed to prov ide members of the 
faculty with general information about Western Kentucky University. 
its history. philosophy, organization, policies and procedures. faculty 
responsibi lities a nd benefits. and various services and facil ities. In the 
interests of brevity and economy, duplication of information available 
in other un iversity publications is held to a minimum, and references 
are made to other sources such as the University Catalog. It is 
suggeted that the faculty familiarize themselves with these other 
publications inorderto be better informed about Western. Specifically. 
faculty are encouraged to be familiar with the pUblication Western 
Kentucky Uni,t'ersi ty Governing Statutes-Rules-Policies. A copy of this 
document is available in each department head's and dean's office. 

As the institution is changing constantly. so must the policies and 
procedures of the Unive rsity. The administ'fltion makes a concerted 
effort to keep the facu lty informed of such changes. Suggestions on 
how future ed itions of the Handbook can be made more informative 
may be submitted at any time to the Office of the Vice President for 
Academic Affairs. 
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History of Western 

As a public institution of higher learn ing, Western Kentucky 
University came into existence in 1906 when a bill was enacted by the 
Kentucky General Assembly creat ing a state normal school in 
Bowling Green headed by Dr. Henry Hard in Cherry. The nameoCthe 
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 beginn ing as a small state normal school with about 300 
students and adozen (acuity 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 than 1700 in 
the fall of 1955 to over 13,500 students in the fall of 1980. The faculty 
has grown from fewer than 100 in 1955 to over 600 in 1980 and the 
number of faculty holding the earned doctorate has advanced from 
under 25% to more than 56%. In 1955 Western offered two under­
g raduate degrees. and one graduate degree: cu r ren tly the un iversity 
offers t hree assoc iate degrees. fi ve baccalaureate degrees, s ix masters 
degrees. the spec ialist degree. and cooperat ive doctoral programs 
with the University of Kentu cky and the University of Louisville. The 
number of fields in which students may pursue stud ies has increased 
substantially during the same period. (For more complete informa­
tion on degrees and study avail able see t he undergraduale, and 
graduate cata logs.) 

The University physical plant likewise has undergone tremendous 
growth, expanding from a few classrooms and offices in one bui lding 
in 1906 to a main campus of more than 66 modern buildings and 
approximately 200 acres. (For an up-to-date li st and description of 
University physical faci lities consult the Unit'erlJil1/ Catalog.) 

Western's hil ltop campus is located in Bowling Green (estimated 
popu lation of 48.790) a rapidly growing, easily access ible city in 
Warren County (estimated population of 74.700) 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 
leve l, Bowling Green has a pleasant and stimu lating climate. The 
average annuallemperature is 57.6 degrees. with average tempe r­
atu res of 78 degrees for the warmest month and 34.4 degrees for the 
coldest month . Although average rainfall is 50 inches, the sun shines 
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80%oftheyear ar.d periods of extreme heat and cold are usually of only 
short du ration. 

Although its growth has been rapid and t ime has brought great 
changes. Western has never lost sight of its major objectives and 
purpose in higher education. Many of the ideals upon which the 
Un iversity was founded were expressed by Western's first President. 
Dr. Henry Hard in Cherry. and are still guiding principles today. For 
example. Dr. Cherry articu lated these goals for Western: 

1. To be a live school and to impart to its students a burn ing 
zeal to do and to be something. 

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

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

Through the years the school has str iven constantly to provide its 
students with var ied educational opportunities within an academic 
climate intended to promote the legitimate objectives of liberal 
education. democrat ic citizenship. character development and the 
pursuit of excell ence. 

For an interesting and more detai led histor ical background of 
Western from beginning until 1938. read James P. Cornette's A 
History of the Weslern Kenlltcky State Teachen College, which is 
available in the University li braries. 
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University 
Organization and Administration 

Boa rd of Regents- As provided under state law, the gove rning 
body of Western Kentucky University is the Board of Regents. 
composed of eigh t members appoin ted by the Governor. a faculty 
regent elected by the faculty. and a student regent selected from the 
Un iversity student body by the stude nts. Kentucky Revised Statute 
164.350 provides in per t inent part as follows: 

The government of (Western Kentucky Univers ity) is vested in 
its ... board of rege nts ... When its members have been appointed 
and qualified. (it) sha ll constitute a body corporate, with the 
usual corporate powers. and with all immunities. rights, privi­
leges and franchises usually attaching to the governing bod ies of 
education institutions. 

Presiden t- The chief execut ive officer to whom the Board has 
delegated author ity. as its agent. to direct, govern. and manage the 
affairs of the University and to make day-to-day dec is ions and 
judgments necessary to car ry out that responsibility. 

Vice President for Academic Affa ir s- Adm inistrative officer 
who is responsible for instruction. resea rch. and se rvice and related 
academic affairs. The Vice President for Academic Affairs serves as 
chairman of the Academic Council and the Council of Academic 
Deans. Academic deans report to the Vice President for Academic 
Affairs. 

Vice President for Administ r ative Affairs-Administrative 
officer who is responsible fo r supervision of var ious aspects of 
administrative programs including Athletics, Alum ni Affa irs. Health 
Services. Public Informati on , Student Affairs, and University·School 
Relat ions. 

Vice President for Business Affa irs- Administrativeoffice r who 
is responsible for administration and supervision of the fiscal opera­
tion of the Un ive rsity including Accoun ts and Budgetary Control, 
Pu rchasi ng. Auxiliary and Business Servi ces, Physical Plant and 
Facilities Management. Personnel Services, and Student F inancial 
Aid. 

P r esiden t of the College Heights Foundation- Administrative 
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officer who directs the activities of the College Heights Foundation, a 
tax-exempt, non-profit organization founded at Weste rn in 1923. The 
College Heights Foundation exists for the purpose of aiding quali fy­
ing. 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 P resident of the Foundation is also President Emeritus of the 
University. 

ACADEMIC ORGANIZATION 

Organizat ion for Instruction-The University is organized into 
six colleges under wh ich are grouped related departments and 
programs. The coll eges are the Bowling Green College of Business 
Administration. the College of Applied Arts and Health, the College of 
Education, the Graduate College, the Ogden College of Science and 
Technology and the Potter College of Arts and Humanities. 

Each college is administered by a dean and each department by a 
department head. In an effort to keep linesof communication open and 
to encourage free exchange of views and ideas, meetings of depart­
ment heads. college facu lties, 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. Inc luded in th is budget, 
for the benefitofthe faculty members. is an al lociation for purchase of 
instructional supplies and materials. equipment maintenance, office 
supplies, classroom supplies, tr avel. and capital outlay. 

T he Academic Council-The Academic Cou nci l is a major initiator 
of academic policy recommendation within the University. The 
Counci l is composed of fifty-nine voting members. including forty-one 
elected faculty members. six student members representing the six 
colleges, and twelve ex-officio members. The Council functions and 
qualifications for membersh ip are described briefly below. 

The Academic Council is compr ised 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 govern­
ing faculty-student relations. 

The complete Charter of the Academic Counc il is included in the 
Appendix. 

Facul ty Senate-The Faculty Senate at Western Kentucky Uni­
versity is an elected body of representatives from the faculty whose 
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functions are to provide a forum for the concerns and interests of the 
university·wide faculty community, to furnish advice and recom­
mendations with reference to policies that pertain to the faculty and to 
make available to the University the expertise of the faculty on 
appropriate matters. Thecomplete Constitution of the Faculty Senate 
is included in the Appendix. 

Council of Academic Deans-The council of Academic Deans is 
composed of the Vice President for Academic Affairs (who serves as 
chairman), the Deans of the Coll eges of Business Administration. 
Applied Arts and Health, Education. Science and Tech nology, and 
Arts and Humani·ties, the Dean of Public Service and Continuing 
Education, the Dean of the Graduate College, the Dean of Academic 
Services, the Dean of Scholastic Development, the Associate Vice 
President for Academic Affairs. and the Assistant Vice President for 
Academic Affairs. The Council provides leadership and coordination 
for the academic affairs of the University. 

Administ r ative Council-The Administrative Council includes 
offic ials for the major administrative units of the University. The 
Council includes the President of the Un iversity, who serves as 
chairman; the Assistant to the President for Resources Management 
and Director of the Budget; the Director of Development; the 
University Attorney: the Ass istant to the President; the Vice President 
for Busi ness Affai rs; the Vice President for Admin istrative Affai rs; 
the Vice Pres ident fo r Academic Affa irs: the Associate Vice President 
for Academic Affairs; the Assistant Vice President for Academic 
Affairs: the Dean of Student Affairs: the Dean of Academic Services; 
the Dean of the College of Business Administration; the Dean of the 
College of Applied Arts and Health; the Dean of the Coll ege of 
Education: the Dean of the Graduate College; the Dean of Ogden 
College of Science and Technology; the Dean of Potter College of Arts 
and Humanities: the Dean of Public Service and Continuing Education; 
and the Dean of Scholastic Development. 

T he Gr aduate Counc il- The Graduate Counci l has general super­
vision and control over all matters of graduate instruction. inc ludi ng 
admission and degree requirements. curricula, Graduate Faculty 
membership, and general academic regulations. The Graduate Council 
submits recommendations concern ing initiation or revision of grad­
uate courses and programs th rough the Academic Council to the 
Pres iden t and the Board of Regents. The Counci l is composed of the 
Dean of the Graduate College as chairperson. two faculty members 
from each of the five academic colleges offering graduate courses 
elected from the graduate faculty of their college, and two graduate 
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students representing two separate academic colleges elected by the 
graudate students of the Univers ity. 

COMMI'ITEES 

University Curriculum Committees- Four un iversity-wide cu r­
riculum comm ittees rev iew and approve curriculum proposals within 
their specialized academic areas and exercise general supervision of 
the total curr icula under their jurisdiction. Recommendations from 
these committees are forwarded to Hie Academic Counci l. These 
committees and their respective composition are outlined below: 

Teacher Education Committee- All matters curricular or other­
wise 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, Departmen t of Secondary Education 
Head, Department of Elementary Education 
The University Registrar 
One Academic director from the graduate professional education 
programs (to be rotated an nually) 
One department head or academic director from other professional 
education programs (to be rotated an nually) 

Faculty mem bership 
One facul ty member from each college cu r r iculum committee 
One member from the Graduate Counci l 
One member from the Academic Council 

Assoc iate membership 
All other academic deans with University-wide responsibi li ties. 

Health Programs Committee- This committee is chaired by the 
Dean of the College of Applied Arts and Health and has representa­
tives from those departments in the College of Appli ed Arts and 
Health a nd other colleges that have health -related programs. The 
committee reviews all new programs. program revi sions, or ex pan­
sion of individual courses of study in t he health area. 

Technology Programs Committee- This committee is chaired by 
the University Coordinator of Technology Programs and has repre­
sentatives from the de partments of Industrial Education and Tech­
nology. Enginee ri ng Technology, Agr iculture, and Physics and 
Astronomy. The committee rev iews and approves all new programs, 
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program revisions. and new courses in the techn ical programs of the 
areas outl ined above and facil itates coord ination of techno logy 
programs. 

College Curriculum Committees- Curri cul um committees for 
the Colleges of Business Administration, Applied Arts and Health. 
Education. Arts and Humanities, and Science and Technology in itially 
consider proposals for curriculum expansion or rev is ion from aca­
demic departments or cur r icular areas with in their respective col­
leges. Each college curricul um com mittee is composed of the dean of 
the respect ive college. the department heads wi thin the college, the 
directors of other divi sions or offices within the college. and one 
elected facul ty member from each de partment in the college. Each 
college also has a graduate cu r r icu lum com mittee to rev iew graduate 
related matters and make recommendations to the Graduate Council. 

Other Committees- Numerous university-wide committees and a 
variety of spec ial and ad hoc commi ttees are coordinated by a 
universi ty-wide Committee on Committees. The Vice President for 
Administrative Affairs se rves as cha irman, and faculty-staff with 
questions concerning such committees should direct their concerns to 

that office. 
There are numerous college. departmental or other unit commit­

tees. Information concern ing these com mi ttees can be obtained from 
the admin istrative office involved. 

Standing Committees of the Academic Council 
Rules Committee 
General Education Comm ittee 
Academic Requi rements and Regulations Committee 

Standing Committees of the Faculty Senate 
Executive Committee 
By-Laws. Amendments and Elections Comm ittee 
Faculty Status and Welfa re Committee 
Professional Responsib ilities a nd Concerns Committee 
Institutional Goals and Planning Committee 
Fiscal Affairs Committee 
Academic Affai rs Com mi ttee 
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Institutional Policies-Faculty and 
Faculty-Related Activities 

FACULTY APPOI NTMENTS 

Appointment Process-Appointments of (acuity and slafr are 
made by the Board of Regents. Inter im appoi ntments may be made by 
the Pres ident subject to ratification by the Board of Regents if the 
appoin tment has not been previously so approved. Recommendations 
to the Board for new facu lty and staff member appointments are 
developed th rough a cooperative procedure involv ing depar tment 
heads. co\legedeans. the Vice President for Academic Affairs, and the 
President. Incumbent facuity members may be involved in the 
interview phase of recruitment. Normally, recommendat ions to the 
Board are made only after the candidates are interviewed. recom­
mended by their department head. the college dean , the Vice Pres ident 
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 spec ifically stated in wr iti ng, new faculty 
members receive temporary probational appointments for the dura­
t ion of one academic year. Notice of appointment is by letter from the 
Pres ide nt. Enclosed with the letter is a fo rm to be s igned by the 
recipient a nd returned to the President indicati ng acceptance or 
rejection of the terms of employment. 

Rank- Faculty Rank at Western Kentucky University is deter­
mined on the bas isof cr iter ia recommended by a facui ty committee of 
the Uni versity and adopted by the Board of Regents. The criteria are 
as fo llows: 

1. General Principles 

A. Int roductory 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 se rve as a guide in the assignment of 
academic rank. Justi fiable exceptions to these principles may be 
made in extreme situations. 

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

C. To consider the ev ide nce of facu lty members for promotion in 
rank , per iod ic eva luations are made by the department head. the 
dean of the coll ege. a nd the Vice Pres ident for Academic Affairs. 
Recommendations based upon these evaluat ions are forwarded 
to the President after rev iew by the Council of Academic Deans. 
The Pres ident has the responsibil ity of making recommenda­
t ions to the Board of Regents for final approval. 

II.Specific Criter ia for Indiv id ual Ranks 
A. Professor 

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

teaching, research. creati ve work. or faculty service. 
B. Associate Professo r 

1. Academic qualifications: Doctorate or two or more years of 
advanced work above the master's level largely in one field of 
concentration. (Academic requi rements above the master's 
level may be waived provided the indivudual has had a 
minimum of eight yea rs' ex per ience, fi ve of which must be 
gained in this inst itution , and has made an outstanding 
contr ibution to th is un ive rsity). 

2. Experience 
a. If academic qualifi cations include a doctorate, three years' 

acceptab le ex per ience in t he field in which he is 
employed. 

b, If academ ic qualificat ions are less than a doctorate. five 
years' acceptable exper ience in the fi eld in which he is 
employed. 

3, Demonstrated abi li ty to do scholarl y or creative work or an 
established reputation in the teaching field. 

C. Assistant Professo r 
1. Academic qualifications: Doctorate or one or more years of 

advanced work above the master's level largely in one field of 
concentration. (Academic requ irements above the master 's 
level may be waived prov ided the individual has had a 
minimum of five years successful teaching exper ie nce. or has 
made an outstand ing con tribution to this university). 

2. Exper ience: 
a. If academic qualifications include a doctorate. fo rmal 

teac hing experience may be waived. 
b. If academic qualificat ions are less than a doctorate. three 
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years' acceptable experience in the field in 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 degree and demonstrated 
ability in the field for which the cand idate 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 spec ial appointment for individu­
als qualified to teach Unive rsity 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 employees. 

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

GRADE I 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. 

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

GRADE III Persons employed in this grade should hold at least the 
master's degree and have 5 years or more teaching 
experience, hold other degrees or certifications (Ed.S., 
CPA. CPE .. etc.) or special qualifications, or hold a 
doctorate with less than 7 years teaching experience. 

GRADE IV Persons employed in this grade should hold the docto­
rate and have a minimum of 7 years teaching exper­
ience or other special qualifications applicable to their 
teaching role. 

10 

Teaching Experience-In the establishment of equivalent expe­
rience for purposes of stipend determinations. the teaching of four 
cou rses (12 semester hours) as a University Lecturer constitute one 
year's experience. Years of service as a University Lecturer do not 
count toward consideration of tenure. 

Prior related experience coun ts as follows: 
A. One year teaching full -time in another college or university 

= 1 year 
B. One year teaching Cull-time at the secondary or elementary 

level = ~ year 
C. One year in government. business or industry =~ year 
D. One year as a graduate teaching assistant = y. year 

Special Benefits: 
A. 1.0. card (or Library and Bookstore privileges. 
B. A temporary faculty-staff parking permit is issued for the 

duration of the part-time employment. 

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

OTHER SPECIAL FACULTY APPOINTMENTS: 

Visiting Pro!essor-This is a special appointment designed par­
ticularly for academic personnel who are qualified for such a position 
at Western Kentucky University by virtue of educational service 
elsewhere. There is no age limit. Participation in the Kentucky 
Retirement System is determined according toeligibility 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 serv ice 
elsewhere. There is no age limit. Participation in the Kentucky 
Retirement System is determined according to eligibility and whether 
vestiture wou ld be possible. This is a one-year appointment subject to 
renewal. 

Appointee in Residence- This is an appointment designed (or 
persons particularly dist inguished in their fields such as artist in 
residence. author in residence. musician in residence. sculptor in 
residence, or scientist in residence. 

11 

I 
, 
• 



Adjunct Professor-This is an appointment designed for persons . 
of established repu tation or distinction in their field for the specific 
purpose of enabling them to work with g raduate stude nts or as . 
members of special research teams, or to offer special instruct ion in 
their di sc ipli ne. Adjunct Professors will receive no salary unless it is 
separately contracted , and shall not be ent itled to tenure or other 
facu lty benefits unless spec ifically authorized. Appointments are to 
be on an annual basis and are subject to renewal. 

TENURE POLICY 

I. Introduction 

1. Tenure is a means to achieve such goals as: 
a. Freedom of teaching and research (for the University's stat€-" 

ment on academic freedom, see page 35) 
b. A sufficient degree of economic securi ty to make the profession 

attr active to men and women of ability. 
c. Institutional continuity and stability through a substantial 

cont ingent of facu lty with long-range commitment to Western 
Kentuck University. 

2. The development a nd retent ion of an increasingly competent 
fac ulty is an objective of Western Kentucky University to which 
tenure makes a s ignificant contribution. While length of service 
determines one's eligibil ity to be recommended for tenure. tenure 
will be granted on ly to those facu lty 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 the probationary period. 

II. Faculty Tenure Appointment Policy 

1. Decisions concerning tenure will be based on performance in the 
following categor ies: instructional activities, other scholarly activi­
ties, and service to and for the University. It is understood that the 
faculty member should cooperate in working with colleagues in 
carrying out the University's educational mission. The following 
general statements wi ll serve as guidelines for evaluating the 
facu lty member's performance in assigned responsibi lities. 

The evaluation of instructional performance cons ide rs factors 
including knowledge of subject matte r. teaching effectiveness, 
studen t advisement. and cur r iculum development. 
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Theevaluation of other scholarly activities considers factors includ­
ing the individ ual's activities a nd achievements in areas such as 
research, publications. program pa rticipation at professional 
meetings, creative activity, a nd work toward a terminal degree (if 
the degree is a requirement for the posit ion). 

Theevaluation of service to and for the Unive rsity considers factors 
including comm ittee work. student-related activities, and public 
and community service. Public and commu nity service should be 
related to the special competencies of the individual and be an 
extension of the faculty mem ber's role as scholar-teacher. 

2. Full-t ime facu lty members appointed 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 cont ract and are not eligible for tenure at 
that ran k. 

The probationary req uirement may be satisfied through full -time 
faculty service as follows: 

a. Six years as a n Ass istant Professor or above at Western Ken­
tucky University. 

b. Five years at the rank of Assistant Professor or above at Western 
plus two or more years at the rank of Instructo r at Western or 
two or more years at the rank of Assistant Professor or above at 
another univers ity or college. 

The facu lty member will be notified of the decision regard ing 
tenure by May 15 of the fi nal probationary year. There will be no 
extension of the probationary period. However. the University may 
oCfer a maximum of two annual appointments without tenure ther€-" 
after upon its determination that such action is in the best interest 
of the institut ion. 

3. At the disc retion of the University, newly establi shed positions or 
positions becoming vacant through retirement or resignation may 
be designated as con tingency positions not leading to tenure. Years 
of service in such positions may be conside red toward tenure only 
when the facu lty member is transCerred to a tenurable faculty 
position. 

4. A recommendation concerni ng tenure is made by the department 
head (or heads in case of joint appointments). The department 
head's recommendation shall be Corwarded to the col lege dean aCter 
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the department head has given each tenured faculty member of the 
department an opportunity to submit written advisory opinions to 
accompany the tenure recommendtion. The academic dean shall 
submit a recommendation to the Vice President for Academic 
Affairs. The Vice President for Academic Affiars has the responsi­
bility for making a recommendation to the President, 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 
faculty member being appointed by Western Kentucky University 
is not assured of employment after the initial term of appointment. 
The faculty member will be notified by March 1 if the faculty 
member is not to be reappointed for the 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 for a 
third year. Thereafter, the faculty member will be notified by 
October 1 if the faculty member is not to be reappointed for the 
following year. 

6. Employment after age 65 will be on an annual contract with tenure 
no longer being in effect. This requirement will not be effective 
after June 30.1982. 

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. 

III. Advisory Committee on Faculty Continuance 

The Pres ident 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-Reappoint­
ment 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 

14 

, 

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 eligib le list for a period of two academ ic 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 ~he list by lot. A faculty member shall not participate in 
a case mvolving 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/he rself 
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. 

The committee shall des ignate 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: 
h. By December 15 of the second appointment; and 
c. Thereafter. by October 1. 

The University is not obligated to furni sh a statement of reasons for 
the decision not to recommend reappointment of a faculty member fo r 
another term during the probationary period. and it is the policy of the 
University not to furnish a written statement of reasons for such a 
decision. However, it is the policy of the University that, upon request 
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ofthe facultymember , the Department Head and Dean oftheCollege 
and Academic Vice President will arrange a conference with the 
facu lty member to d iscuss infor mally t hecircumstancessurrou nding 
the non-reappoin t men t. If th is conference fails to satisfy the faculty 
member, the P reside nt will have a related conference with the fac ul ty 
member upon request. 

If a facu lty member on non-tenured appoin tment has received 
official notice of a dec ision not to recommend reappoin t ment a nd t he 
faculty member has factual information as grounds upon which it is 
cla imed that t he dec is ion not to recommend reappoin t ment was 
arbi t rary or capr icious or was based on co ns iderat io ns that violate 
constitutionally protected r ights or interests: e.g .. cons ide ration of 
race, sex. national or igin. exercise of free speech. assoc iation, etc .. a 
may be fi led with the Head of t he Department or offi ce to which the 
facu lty member is assigned. 

The complaintshall be in wri ti ng and be filed within thirty (30)days 
after receipt of offic ial notice. It shall be accompanied by a written, 
signed statement t hat the facul ty member agrees t hat the authorities 
who made t he decis ion not to recommend reappointment may present 
informat ion in suppor t of the decision for the purpose of confi denti al 
consideration by members of the Advisory Committee on Faculty 
Continuance in t he event t he complaint is referred to it. 

The Pres ide nt may cause the complaint to be set for formal 
evidentiary hear ing. As an alternative, the P resident may refer t he 
complaint to t he Ad visory Committee on Facul ty Continuance for 
preliminary inqui ry. consultation. and its reasoned adv ice and recom­
mendatio n. The Committee will seek to settle t he matter by pre­
liminary inquiry, consultation. discussion. and confident ia l mediation. 

If t he diffi cul ty is unresolved informally withi n three weeks from 
t he rece ipt of the complaint . the committeeshall furnish the President 
with a wri tten report contain ing its advice and recommendation as to 
whethe r or not t he President should cause the matter to be set for 
formal ev ide nt iary hearing. The report shall include a statement of 
t he committee's specific reasons in support of its adv ice a nd 
recommendation. 

Upon the recommendation of the committee. the P resident shall 
cause the matter to be heard by an ad hoc commi ttee. The faculty 
member making the complaint herein is responsi ble for sta ting the 
specifi c grounds upon which t he a llegation is based and the burden of 
proof shal l rest upon the complainant. 

The ad hoc committee sha ll consist of five (5) mem bers chosen by lot 
from t he li st of e li gibles prov ided fo r in Par t III. A member chosen 
shall remove himself/ herself from t he case either at the requestofthe 
par ty or on his/ her own in itiative if he/s he deems himself/ herself 
disq ualified because of bias or interest. Each party shall have a 
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maximum of two challenges without stated cause. If the list shall be 
exhausted before an acceptable committee has been obtained. su p­
plementary list se lections wil l be made fo llowing the in it ial proce­
dure. The com mittee sha ll se lect its own Chai rman. 

The comm ittee wi ll adhere to the following procedures: 

1. The faculty member will be afforded an opportunity to obtai n 
necessary witnesses and documentary or other evidence. and the 
administr ation wi ll . insofar as it is possible fo r it to do so. secu re the 
cooperation of such witnesses and make ava ilab le necessary docu­
ments and othe'r ev idence within its control. 

2. The faculty membe r and the adm inistration will have the right to 
confront and cross-examine a ll witnesses. Where t he witness 
cannot or will not appear. but the committee deter mines that the 
in terests of justice require admission of his/ her statement, the 
committee will identify t he witness. disclose his/her statement and 
if possible prov ide for wr itten in terrogato r ies. 

3. The hear ing committee will not be bound by str ict r ules of legal 
evidence, and may admit any ev idence which is of probat ive value 
in dete rmining the issues involved. EVf':ry 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 o(su r pr ise is 
made. 

5. The findi ngs of fact and the decision will be based solely on the 
hear ing record. 

6. Except for such s imple an nou ncements as may be required cove r­
ing the time of the hear ing and similar matters. public statements 
and pub li city about the case by either t he faculty member or the 
adm inistrative officers wi ll be avoided so far as poss ible until t he 
proceedings have been com pleted. including consideration by the 
Board of Regents. 

Upon conclusion of the hearing, the comm ittee shall report its fi nd­
ings, conclusions, and recommendations to the Pres ident for transmit­
tal to the Board of Regents. T he Board of Regents will consider t he 
record and the report and may either sustain the recommendat ion of 
the Committee or return the proceedings for recons ideration of spe­
cifi c objections made by the Board. The committee will then recon­
sider . taking into account the stated objection and receiving new 
ev idence. if necessary. The Board of Regents will make the fin al 
decision after a study of the comm ittee's reconsiderat ion. 
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V. Procedure for Dismissal 

A faculty member who has tenure or an unexpired probationary 
appointment may be dism issed on ly for cause. Statutory cause 
suff icient to support dismissal consists of incompetency. neglect of or 
refusal to perform duties. or immoral conduct. Under the prov isions of 
Kentucky Revised Statutes 164.360. Board of Regents' proceedings 
for dismissal of a faculty member can be in itiated only upon written 
charges preferred by the President and shall be decided upon in the 
manner provided therei n. 

In a ny case in which the President of the University has personal 
knowledge of information sufficient to make an informed judgement 
that a faculty member shou ld be di smissed for cause. after informal 
notification of the faculty member involved, charges may be. brought 
without further consu ltatio n as provided by Ken tucky Revised Sta­
tutes 164 .360 (3). 

Any member of the University Community other than the Pres ident 
who desires to init iate charges in support of a proposed dismissal of a 
faculty membe r shall in itiate the proposed dismissal with the Head of 
the Departmentor office towhich the facu lty member is ass igned. The 
proposed di sm issal shall be in the fo rm of a written s igned 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. the 
Department Head shall evaluate the proposal and submi t 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 Academ ic Affairs. 
The Vice President for Academic Affairs shall make an independent 
eva l ua tion and s ubmi t a wr i tt en recommendation 
togethe r with the ent ire file to the Pres ident of the Un iversity. 

If the President of the Univers ity determines that d ism issal for 
cause charges should be brought. charges shall be preferred as pro­
vided herein. 

If t he President of the University determines that add it ional in for­
mat ion is needed in order to make an informed judgement as to 
whether or not to file charges. the file may be refe r red to t he Advisory 
Committee on Facul ty Continuance for preli minary inquiry. consul­
tation. and its reasoned advice and recommendation. 

A genu ine effort will be made by the Committee to resolve the entire 
matter by informal methods of preliminary inq uiry, consu ltation, 
discussion. and confidential mediat ion. If t he diffi cul ty is unresolved 
informally within the three weeks after receipt of the file . the Com­
mittee shall furni sh the President with a written report co ntaining its 
advice and recommendation as to whether or not the President should 
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prefe r charges of cause for dismissal. The repor t shall contain a 
statement of the Committee's specific reasons in suppor t of its advice 
and recommendation. 

In any case in which the Pres ident decides t hat procedures fo r 
dismissal fo r cause are appropriate. the Pres identshall forward to the 
Board of Regents a wr itten recommendation of dismissal. The Presi ­
dent's letter to the Board of Regents recommending dism issal is to be 
accompanied by a formal written complaint setting forth speeifically 
the natu re of the factual information constituting grounds for di smis­
sal. A copy of t he complain t will be sent to the faculty member who is 
being charged. In transmitti ng a copy of the complaint to the faculty 
member be ing charged. the President shall advi se the faculty member 
of the fo llowi ng: 

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

b. That a written answer to the charges is required to be filed with the 
Secretary of the Board of Regents; 

c. That the faculty member's answer to the charges may be either an 
adm ission or a denial of the charges: and 

d. That the facu lty member has a ri ght to be heard by t he Board of 
Regents and to present testimony personally or through counsel. 

If the charged faculty member fails or refuses to file the requi red 
wr itten answer to the charge with the Secretary of the Board of 
Regents within ten (lO) d ays after receipt of notice of the charges. or if 
the faculty member's answer admi ts the charges. proceedings will 
terminate and an order of dismissal entered. 

If a faculty member being charged files an answer denying the 
charges, a hear ing by the Board w ill be set and heard at a des ignated 
place. time. and date. but not sooner than three weeks after written 
notice of the charges has been rece ived by the faculty member. 

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

The proceed ings are not governed by fo rmal. legal rules of proce­
du re and ev idence. The Board may cons ider any information of a ki nd 
that has probative value. The fo llowing agenda will be maintai ned: 

a. Entry of appearances of the parties and witnesses: 
b. Statement of charges by cou nsel for the Un ivers ity; 
c. Entry of the facul ty member's denia l of the charges; 
d. P resentation of ev idence by the Pres ident or a des ignated 

representative; 
e. An opportunity for the facu lty member or counsel to present evi­

dence refuting the charges: 
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f. A summation or statement on behalf of the Univers ity by the Presi­
dent or a designated representative or counsel; and 

g. A summatio n or statement by the charged faculty member or 
counsel; 

h. Decision and vote in execut ive session by the Board of Regents: 
1. Exonerating facul ty member , or 
2. Approving the President's recommendations to dismiss facul ty 

member . or 
3. Other appropriate sanctions. 

If the Board of Regents decides to apply sanctions, the Presiden t 
shall issue a formal lette r of notification and shal l adv ise the approp­
riate officials of the University. 

VI. Termination 

A tenured appointment of a faculty member results in a commit­
ment to success ively reappoi nt the facu lty member, except that a 
tenured faculty member may be terminated: 

1. By retirement upon attainment of retirement age and otherwise 
qualifying therefor; 

2. By resignation and acceptance thereof; 
3. By a dismissal for cause; 
4. By a decisio n of the Board of Regents that termination is necessary 

due to changed academic program needs resulting in a situation so 
that there is no longer a teaching position available withi n the 
University for wh ich the faculty member is qualified; or. 

5. By a dec ision of the Board of Regents that termination is necessary 
because of fina ncial ex igencies of the institution. 

The term of a facui ty appointment for one year may be te rminated 
pr ior to the stated expi ration date: 

1. By resignation and acceptance thereof or 
2. By dismissal 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 for Termination Due to Financia l Exige ncy 

The Board of Regents has a paramoun t statutory duty to the people 
of Kentucky to maintain a quali ty educational program, but within 
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the means of available financial resources as determined by the Coun­
cil on Public Higher Educat ion , the Governor, and the General 
Assembly. Accord ingly, determination of the existence of financial 
ex igency requi ring economy measures is a prerogat ive reserved for 
the Board a nd will not be delegated. 

However. the Board is fully aware of the fact that adjustments to 
fi nancial cr isis that include lay-off or term ination of tenured fac ulty 
members is a matter of gravity and requires deliberate and thor­
oughly considered balancing of the pub lic a nd private in terests. Mis­
understandings a nd disputes in such situations tend to diss ipate the 
purpose, spi rit, an.d academic climate of the institution. and to 
increase costs in t ime and money. Therefore, the Board of Regents will 
exercise its prerogative to terminate tenured appointments because of 
financial exigency only under severe conditions, and after a determi­
nation that alternative economy measures to maintain a quality edu­
cation program are not feasible under the prevai li ng circumstances. 

Determination that a fi nancial exigency ex ists ofsufficientsever ity 
to require layoffs and terminations wi ll be made by the Board upon 
the basis of a thorough analysis of institutional needs and require­
ments , and available fiscal resou rces especially prepared by the 
President. 

In making specific recommendations for terminat ion of individual 
tenured facuity appointments requi red by financial exigency, the 
President shall take into account the foll ow ing equitab le 
considerations: 

1. Iffunded vacancies exist, reasonable effort will be made to offer the 
tenured facul ty member concerned another existing-pos ition withi n 
the institu t ion for wh ich the tenured facu lty member is qualified by 
education and exper ience; and 

2. In the event of the termination of a te nured (acuIty member. that 
faculty member will not be re placed: 
a. For a period of two yea rs by another person of comparable 

qualifications at the sameor highe r salary without first offering 
reinstatement to the terminated tenu red facu lty member and 
allowing a reasonable time for acceptance; 

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

3. In the event of dec isions to terminate faculty as a resu lt of financial 
ex igency. unless serious program distortion wou ld result. tenured 
faculty members will have preference of retention over non­
tenured faculty members. The follow ing sequence w ill beobserved: 
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a. Tenured faculty of superior academic rank would have prefer· 
ence of retention over tenured faculty of lesser rank. 

b. A faculty member who has attained tenure prior to another 
faculty member of the same rank would have preference of 
retention over the latter faculty member. 

c. If tenure and rank considerations are the same for two faculty 
members. i.e .. they both were tenured on the same date, the 
faculty member with the longer pe riod of employment with 
Western would have retention preference. 

The President shall send to each tenured faculty member recom· 
mended for termination becauseoffinancial exigency a written notice 
of the Board's initial decis ion to make such termination. The notice 
shall include: 

1. A statement of the basis for the initial decision toterminate 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 facu lty 
member reconsidered by the President with the advice of the Advi­
sory Committee on Faculty Continuance. 

The President shall also provide for disclosure to each such tenured 
facul ty member and to the Advisory Committee on Faculty Conti nu­
ance information and data upon which the institution based its in itial 
decision that financ ial exigency required termination of tenured 
facu lty members. 

A tenured faculty member who receives official notice of termina­
tion because of fi nancial exigency may secure reconsideration of the 
decision by fi ling a request with the President within 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 
deci sion designating that tenured faculty member by name for termi­
nation. the ultimate dec ision was neve rtheless arbitrary. capricious, 
or unreasonable. 

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

The Advisory Committee on Faculty Continuance shall proceed to 
consider the information furnished by the President to the tenured 
faculty member, and provide the tenured faculty member an oppor­
tunity to furnish it written information or statements tending to prove 
the accuracy and correctness of the facts stated in the request. 
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A genuine effort will be made to resolve the entire matter by infor­
mal methods of preliminary inquiry, consultation, discussion, and 
confidential mediation. No formal evidentiary hearing of an adver· 
sary nature will be conducted on such a complaint. If the difficulty is 
not resolved within three weeks, the Committee shan submit to the 
President a wr itten report containing its advice and recommendation 
with a supporting statement of its spec ific reasons. After considera­
tion of the report, the President shall make a recommendation to the 
Board. 

VIII-. 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 
program need changes require deliberate and thoughtful planning 
and discussion. Therefore, the Board of Regents will terminate 
tenured faculty appoi ntments because of program need change only 
after a determination that such changes are 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. If funded vacanciesexist, reasonable effort will be madetooffer the 
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 ter mination 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 ter minate 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 superio r academic rank would have prefer· 

ence of retention over tenured faculty of lesser rank. 
b. A faculty member who had attained tenure prior to another 
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faculty member of the same rank would have preference of 
retention over the latter faculty member. 

c. If ten ure and rank consider ations are the same for two facu lty 
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 retent ion preference. 

4. Tenured faculty shall be g ive n notification of one year beyond the 
date on the face of the cur rent contract. 

The President shall send to each tenu red facu lty member recom­
mended 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 wi ll be provided an opportunity to 
have the particular decision affecting the tenured facu lty member 
reconsidered by the President with the advice of the Advisory Com­
mittee on Faculty Continuance. 

The President shall also provide for di sclosure to each such tenu red 
facu lty member and to the Advisory Committee on Faculty Contin u­
ance information and data upon which the institution based its initial 
decision that changed program needs required te rmination of tenured 
faculty members. 

A tenured facu lty member who receives official notice of termina­
tion because of changed program needs may secure reconsideration of 
the decision by fi ling a request with the President withi n thirty (30) 
days after receipt of notice. 

The requestshall be in writing and state facts that, if proved, wou ld 
show that, given the chain or decisions which preceded the ultimate 
decision designating that te nured faculty member by name for termi­
nation, the ul timate decision was nevertheless arbitrary, capri cious, 
or un reasonable. 

The President shall rerer the request to the Advisory Committee on 
Faculty Continuance ror its reasoned advice and recommendation. 

The Advisory Comm ittee on Faculty Continuance s~ all proceed to 
conside r the in formation furnished by the President to the tenured 
facu lty member, and provide the tenured faculty member an oppor­
tunity to furnish it written information or statement.s tending to prove 
the accuracy and correctness of the facts stated in the request. 

A genuine effort will be made to resolve the entire matter by'infor­
mal methods of prelim inary inquiry, consultation, discussion, and 
confidential mediat.ion. No formal evidentiary hearing of an adve r­
sa ry nature will be conducted on such a request. If the difficulty is not 
resolved within three weeks. the Committee sha ll su bmit to the Presi­
dent a wr itten report conta in ing its advice and recommendat ion with 
a supporting statement of its specific reasons. After consideration of 
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the report, the President shall make a recommendation to the Board. 
Sabbatical Leaves-University policy provides for the granting of 

sabbatical leaves for the purpose of professional improvement of the 
facul ty. Such leaves are not automatic with tenure or the accumulation 
of years of se rvice and are regulated by budgetary, legal and other 
considerations. 

To be eligible for a sabbatical leave. a faculty member shall have the 
rank of assistant professor or above, shall have tenure. and shall have 
completed six conti nuous full academic years of service at the Univer­
sity. Normally sabbatical leaves are granted for eithe r one full semes­
ter at full pay or t~o semeste rs at one-half pay. Summer sabbaticals 
may be granted only with special approval in exceptional cases. 

Applications for leaves must be submitted in writing during the 
Fall semester of the academic year preceding the date the leave would 
begin. The application must include a general outline of the appli­
cant'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. 

Appli cations are forwarded to a College Sabbatical Review Com­
mittee composed of one representative elected from among the 
tenured faculty members of each department in the College. These 
committees will evaluate proposals and submit their recommenda­
t ions as to the relat ive merits of the proposals to the respective col lege 
deans. Each dean shall then submit their recommendations to the 
Vice President (or Academ ic Affairs for rev iew. After consultation 
with the respective deans. the Vice President for Academic Affairs 
shall make recommendations to the Pres ide nt 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 College Sabbatical Review Comm ittee. 

Faculty members holding admin istrative pos it ions are eligible for 
sabbatical leaves. and a number or them proportionate to the number 
of eligible faculty members having no administrative duties rece iv ing 
sabbaticals in any academic year may be recommended by the Presi­
dent to receive such leaves. The Council of Academic Deans shall serve 
as a review committee for administrative applications prior to thei r 
submission to the Pres ident for consideration. 

Wi thin thirty (30) days after completion of the sabbatical leave, the 
faculty member shall submit a written report to the Vice President for 
Academic Affairs with copies to the appropriate dean and depart­
ment head on the activ ities engaged in during the leave period. 

Summer Research and Study Fellowships- Faculty 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 fe llowships for 
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the summer term. Such fellowships are awarded on a competitive 
basis. 

Proposals for summer research fellowships are to be submi tted to 
the Facu lty Research Committee for rev iew by a date established and 
publicized by the Office of Academic Affai rs each year. Fellowships 
may be renewable for a consecut ive summer if deemed justifiable by 
the Research Commi ttee. 

Faculty members on leave status are not eligible to apply for a study 
or research grant. For purpose of eligibility. faculty members return­
ing from sabbatical leaves must complete two full years of service 
before applying. Summer fellowshi ps are not to be used for preparing 
theses or dissertations to meet degree requirements. 

Summer fe llowships are to be granted in the amount of one-half of 
the recipient's su mmer 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 Pres ident for Academic Affairs. and are made 
on the basis of recommendations to the Pres ident from the Vice Presi­
dent for Academic Affairs. The department heads evaluate their 
faculty members on the following bases: effectiveness as a teacher; 
relationshi p with students; relationship with colleagues: cooperation 
(in departmental . college. and uni versity acti vit ies); research; public 
service; and cont inuing professional development. These recommen­
dations are forwarded to the college dean. who makes a similar eva­
luation and fo rwards the recommendation and the department head's 
recommendation to the Vice Pres ident for Academic Affairs. 
Recommendations for promotion and/or tenure or iginate with the 
department head. the dean of the coll ege. or the Vice Pres ident for 
Academic Affairs. who makes recommendations to the President. The 
President then makes recommendations to the Board of Regents 
which makes the final dec isions in such matters. 

Faculty a nd Staff Meetings- Meetingsofthe facul ty and staff are 
held periodically. These meetings are devoted to matters of profes­
sional interest. announcements, a nd business affairs of concern to the 
Unive rsity. Called meetings are held as circumstances require. It is 
an assigned responsibility for each mem ber of the faculty and staff to 
be present at these meetings. 

Graduate Faculty Selection- All courses o((e red for graduate 
credit at Western Kentucky University must be taught by graduate 
facul ty. Categor ies of graduate faculty membersh ip include: 

1. Regu lar membersh ip. To Qualify for regu lar membership on the 
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Graduate Faculty. the faculty member must: 
a. hold the appropriate terminal degree in the teaching field . 
b. hold the rank of assoc iate professor or above. (In cases where 

exceptional quali fications ex ist. an assistant professor may be 
appointed to regular membership.) 

c. have at least three years' fuli-time teaching experience at the 
graduate level including a min imum of one year at Western. 

d. provide ev idence of competency (e.g .. research or other creative 
works. publications, and/or 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 ap propr iate terminal degree in the teaching field. 
b. hold the ran k of assistant professor or above. 
c. have at least one year 's full -time teaching experience at the 

senior coll ege level or provide ev idence of appropriate related 
experience. 

d. show promise of effective contribution to teaching and directing 
the study of graduate students . 

3. Tempora ry membership. Faculty members who do not qualify for 
regular or associate membership may be recommended for tem­
porary membership on the Graduate Faculty. Such members may 
teach 400-G level courses or may supervise Sao-level practicum, 
clinical , or field work exper iences provided they have the compe· 
tence. experience, a nd a ppropr iate cer ti fi cation . Temporary 
mem bers may not serve on graduate comm ittees or vote in gradu­
ate matters. New facuty who hold the earned terminal degree may 
be approved by the Graduate Council. upon appropriate recom­
mendat ions. to teach courses (500 or above) open only to graduate 
students. 

4. Adjunct membership. Qualified persons who teach graduate-level 
courses for Weste rn Kentucky University but who are not full- time 
members of the University faculty are recommended for Adjunct 
membersh ip on the Graduate Faculty. Adjunct membership 
includes the three ranks-Regular , Associate. and Temporary-as 
used for full-t ime W.K.V. faculty and car ries the corresponding 
requ irements and privileges. except in the cases where voting priv· 
il eges, committee membership, etc., arc restricted to fuli -time 
W.K.V . faculty. 

Appoin tment Procedures: Recommendation of a new member is 
initiated by the department head with the concurrence of the gradu­
ate faculty of the department. The recommendation must then be 
approved by the college dean , who recommends the person to the 
Graduate Dean. The Graduate Dean makes recom mendation to the 
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Graduate Council. 
Requirements for continuation and/or change in status of 

membership: 
1. Regular membership. Regular membership is subject to review at 

three-year intervals by the departme nt head, the college dean, the 
Graduate Dean, and Graduate Council. However, 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 this 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 
considerations as academic background, professional development. 
demonstrated success in teaching the courses involved, and success 
in related, non-academic experience. 

Completion of Doctorate or Master's Degree- Faculty members 
who complete all requirements for the doctorate or master's degree 
after August 16 may receive the stipu lated adjustment in their salary 
to the doctoral or master's level on October 1, November 1, February 
1, or March 1. If the 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 the nearest date after the Office of Academic Affairs receives 
certification from the appropriate official of the Graduate School 
where the degree requirements have been completed. 

Policy Concerning Faculty Members Holding Doctoral Posi­
tions Completing Doctoral Degrees-Before a faculty member 
working on the doctorate is appointed by Western to a position requir­
ing a doctorate, the faculty member's graduate advisor should send a 
letter to Western stating the faculty member's progress and the prob­
able date of completion of the doctoral degree. If the faculty member is 
hired before completing the degree, the original contract should state 
that a review separate from the regu lar annual evaluation be held 
during the fall semester of the second year at Western (if the faculty 
member is still employed at the t ime) 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 the 
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 member 
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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 to the above or as assigned by 
the head of the department, dean of the college, Vice President for 
Academic Affairs, or the President . The contract stipulates that the 
faculty member will participate in the evening (or Saturday, or 
extension) instructional program(s) upon request of the depart­
ment head. 

2. The contract requires of t he faculty member complete fulfillment 
of responsibilities to the academic objectives of the University, 
college. department, and di scipl ine . Outside responsibilities or per­
sonal activities and interests must in no way conflict with the 
primary contractural obligations of the faculty member to the 
University. Outside professional obligations such as paid consult­
ingor 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 meeting 
obligations to the University. Personal obligations which interfere 
with the faculty member fulfil ling total faculty responsibilities 
must be avoided unless provision is made in aspecial. less-than-full­
time contract. 

3. The University provides the faculty member with office space to 
facilitate meeting professional responsibilities including partici­
pation in departmental and college business, consulting with, 
assisting and advi sing students. and scholarly activities. The main­
tenanceof office hours for these purposes is a professional responsi­
bility and hours should be sufficient to fulfill the aforementioned 
obligations. 

4. The faculty member's normal teaching load is 24 semester hours 
per academic year. 

5. Graduate faculty members who assume full -time responsibilities in 
graduate instruction have a teachi ng load assignment of 21 semes­
ter hours per academic year. Other load consideration for graduate 
faculty members shall be delimited by the guidelines applicable to 
special faculty assignments. (See number 7). 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 accordingto 
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the amount of faculty supervision required. A theses director may 
be granted a three-hour teaching load adjustment when a min­
imum of three theses have been directed or are actively in progress. 
A thesis may be counted only once toward a load adjustment. 

6. Teaching load credit for laboratory courses and for special instruc­
tional programs in which semester hour equ ivalents are not appli­
cable is computed accordingto 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 jnstruction and similar factors. 
Twenty-four contact hours in laboratory-type classes are consi­
dered to constitute a Cull-time teaching load for a semester. 
Teach ing load credit for the supervision of spec ial readings, 
research and directed study courses may be assigned on t he basis of 
one semester hour cred it for each three students (9 student credit 
hours). 

7. 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 
im provement the department head and dean of the college may 
consider such factors as total student load, level of instruction, 
contact hours, number and complexity of course preparations, 
and other similar factors. 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 approval. 

b. The dean of the college shall carefully evaluate the impact of 
such assignment on the educational program and class schedule 
of the department and if it is determined that a direct budgetary 
allocation is necessary, t he approval of the Vice President for 
Academic Affairs will be required. 

c. Normally, 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 pro­
gress report to the department head and the college dean. A 
summary of these reports shall be submitted each semester by 
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the dean to the Vice President for Academic Affairs. 
For the guidance of the department head and the dean of the the 
following factors are to be considered in addition to more specific 
merits of the research or service proposal: 
(1) The contribution that the activity will make to the profes­

sional 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 Uni­
versity community or to the service region and the patrons of 
the University. 

(4) The utilization of the project as an extension of the instruc­
tional process includ ing the involvement of students in an 
educational context. 

d. To insure relative uniformity of the application of these guide­
lines. 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 Aca­
demic Affairs by the dea n 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 semeste r. Such 
assignments may be finalized during the registration pro­
cess. Preference shall be given to those projects which may be 
pursued during the semester of least enrollment for the par­
t icular department. 

(3) As a rule-of-thumb all special facu lty 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 
teach ing 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. 

8. Department heads normally teach six hours each semester depend­
ing 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 
semester dependent upon the extent of their responsibilities. Assi-
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santor associate deans of colleges, department heads and academic 
directors will normally teach one class during the summer session. 

9. In addition to the provisions of the spec ial 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 Univer­

sity upon recommendation of the Faculty Research Committee to 
provide for a research ass ignment with stipend during asummer 
session. 

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

Course Syllabi or Outlines-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 t r ips which a re listed as a part of the course 
description in the Uni-l'ersity Catalog are considered "regular field 
trips" and require only that the department head, the college dean and 
the Dean of Student A ffairs be notified and provided a list of studentS" 
making the trip. Trips not li sted 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 appro­
val form may be obtained from the departmental o.r college office. 

It is important that each facu lty member supervising any kind of a 
"field trip" ascertain that the trip constitutes an authorized Univer­
sity 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 exam inations is produced in the official class 
schedule bu lletin at the begin ni ngof each semester. All fina ls must be 
conducted at the periods scheduled unless specia l arrangements for 
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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. B, C, D, F. X. WP, and WF are used by faculty members 
to indicate the achievement or status of students in their courses; and. 
in addition. the Registrar employs the letters W. NR. and NG in 
certain specific circumstances. These letters have the following 
meanings: 

A -Excellent, .valued at four quality points for each semester 
hou r 

B -Good, valued at th ree Quality points for each semester hour 
C -Average, valued at two quali ty points for each semester hour 
D -Below average, unsatisfactory. indicates deficiency, valued 

at one quality point for each semester hour. but gives cred it 
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 grade reported by instructor 
NG -Used for certain laboratory experiences and for maintaining 

matriculation during the thesis writing process. 

Credit can be earned in a course in which a grade of F has been made 
only by repeating the course in residence. 

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

A student's grades become a part of the oHicial record at the Uni­
versity and are treated confidentially. Except at the studen t's request, 
grades wi ll be available on ly for faculty advisement or other profes­
sional uses. 

Student Advisement 
An increasing number of un iversit ies throughout higher education 

support the concept that academic ad vising is the foundation of their 
counseling structure. A counseling spirit should pervade the entire 
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university community for it is frequently the individual not directly 
concerned with formal counseling who is best able to prov ide the 
student with a constantly expanding view of the wor ld . Faculty 
members in particular should be aware of the profound influence 
which they can a nd do yield in inspiring their students inte ll ectually 
and exempli fying for them the truly well educated man or woman in 
society. 

Western Kentucky University is cognizant of the value of providing 
sound career planning and academic advisement and , th usly, astrong 
commitment has been exercised by Wester n's administrat ion and 
academic community to strengthen . institutional academic adv ise­
ment a nd related activities. The Center for Academic Advisement, 
Career Planning and Placement has been created and charged with 
an overall mission of conceptualizing, developing and delivering a 
wide variety of developmental services and programs designed to 
assist undergraduate students as they move toward the successful 
completion of their scholastic related objectives. One of the major 
thrusts of the Center is to assist in the development of a more meaning­
ful program of academic advisement throughout the university. Pro­
fessional personnel in the Center work very closely with institutional 
faculty advisors, department heads, program coordinators, etc. in an 
effort to keep them informed as to adv isee information, degree 
requirements. scholastic regulations, etc. 

Whereas the Center has assumed the responsibility for promoting 
and coordinating an academic adv isement program throughout the 
university, each academic department and/or program area has the 
responsibility of conducting an advisement program that best meets 
the particular needs of their students. Among the responsibilities 
assumed by faculty advisors at Western are the fo llowing: 

1. Assi sting the advisee in affecting a program of study consonant 
with the student's interests and abi lities. 

2. Assisting the advisee in conducting periodic evaluations of his/her 
academic progress. 

3. Ass isting the advisee in initial exploration of long- range occupa­
tional and caree r plans. referring him/her to insti tutional sources 
for specia lized assistance (Le. University Counseling Services 
Center). 

4. Serving as the coord inator of the learning experi ences for each 
advisee; assisting in the integration of the various kinds of assist­
ance 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 adv isee an 
increas ing sense of responsibility and indepe ndence in al l decision 
areas. 
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Publications such as the Unit'ersity Bulletin and the F MU.liy A dt":-
80r Manual are designed to assist Western's faculty advisors to more 
effectively fulfill their responsibili ties in adv ising undergraduate 
students. 

Office Hours-Facu lty members are expected to post class sched­
ules and office hours. Facul ty members have a responsibility to keep 
the departmental office informed concerning their offi ce hour sche­
dules and to provide students each semester with their office hour 
schedules. Inability to meet classes or to maintain office 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 
ill ness, 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 improvement programs 
or engaging in additional study. Special consideration is given to 
applications from persons desiring leaves for work on advanced 
degrees. Each applicat ion for leave is considered on its individual 
merits. 

Smoking- In accordance with state fire and insurance regulations, 
it is a Uni versity pol icy that there be no smoking in classrooms, 
laboratories, and all other a reas so designated by no smoking signs. 
Department heads and all other facu lty members are charged with 
the responsibility of enforc ing this regulation in their respective 
areas. 

PROFESSIONAL RESPONSIBILITIES AND FUNCTIONS 

Academic F r eedom- The Un ive rsity su bscri bes to the following 
principles: (1 ) faculty mem bers are entitled to freedom in the class­
room in discussing their disciplines and in selecting teaching aids and 
library material s; (2) facu lty members are entitled in their areas of 
specializat ion to freedom in research and investigat ion and in the 
publication of results: and (3) faculty members are entitled to freedom 
in participating as responsible citizens in community affairs. 

The above statement is not to be inte rpreted as protective of an 
incompetent or negligent faculty member nor does it prevent the 
University from evaluating the work of each faculty member. Faculty 
members should not introduce into their teac hi ng controversial issues 
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which have no relation to the subject matter. As representatives of a 
learned profession and of the University. they should remember that 
the public may judge the profession and the University by their utter­
ances and behavior. Therefore. they should strive at all times to be 
accurate. to exercise appropriate restraint, to show respect for the 
opinions of others. and to indicate that in voicing their personal opin­
ions they do not represent the institution. Faculty members should 
recognize the right and responsibi lity of their departmental col­
leagues to review the selection of teaching materials to insure quality 
and uniformity of instruction and to insure that budgetary limitations 
are acknowledged. 

Professional Growth-It is the policy of the University to encoura­
gethe continuous professional growth and development of its faculty 
members through additional graduate study, research, membership 
in professional organizations, and attendance at professional meetings 
and workshops. Requests for leaves of absence for continued study or 
profe~sional improvement are carefully considered and have normally 
been approved when feasible. Persons with less than the generally 
recognized terminal degree in their area of special ization are encour­
aged to continue work toward that degree whenever possible. In gen­
eral, the University expects the individual faculty member to take the 
initiative in identifying and meeting his/her own professional growth 
needs. 

Participation in Professional and Learned Societies-The Uni­
versity 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" 
atmosphere does not exist at Western, the University encourages 
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/her area of 
specialization. However, research for outside agencies and for pecun­
iary return must not interfere with regular university duties. Thus 
the head of the department and college dean will be informed of such 
activities. Limited funds for 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 
grants and by making available facilities and assistance when in 
keeping with University policies and regulations. 
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Outside Employment and Consultation Functions-The Univer­
s ity feels that normally the primary responsibilites of the faculty 
member include classroom teaching, studen t advisement. research 
and writing, work on faculty committees and similar duties. However, 
faculty members may undertake responsibilities above and beyond 
these duties with prior approval of the University. A standard Uni­
versity form is provided for submission of requests for such approval. 
It is assumed that oreoaration for and involvement in such activities 
will not interfere with the faculty member's primary responsib ility to 
the University and that care will be taken to insure proper fulfillment 
of these obligations, The following guidelines govern such additional 
work-load activities. 

Paid ConSUlting-With prior approval of the University, a faculty 
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 responsib ilities, should not exceed four days 
per month and will be approved when such consulting will not inter­
fere with performance of the faculty member's University duties. 

Sponsored Research-A faculty member may engage in spon­
sored 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 approp­
riate 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 
faculty member. Research which requires the cooperation of a 
governmental agency or outside organization with the University 
must be approved by the University administration and the agency or 
organization. 

Directorships of Special Projects, Institutes, or Direct Invol­
vement in Such Activities as Assistants, Internal Consultants. 
Etc,-With prior approval of the University, a faculty member may 
engage in the above mentioned activites 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 con-
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suiting may receive compensation from the University in addition to 
their regular salary when: 

1. Theservicesofthe 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 is nor· 
mally expected of a faculty member. 

If the activity falls in one of the two categories above, the additional 
compensation, authorized for a project which runs for the academic 
year (9 or 10 months), may range up to a maximum of one-fifth of the 
salary for the academic year. If the project is to be carried out during 
the summer session, the faculty member may receive up toone-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 serv ices. 

Administration of Externally Funded Grants and Contracts­
As a center of learning, Western Kentucky University encourages 
faculty members to engage in scholarly and service activites which 
are consistent with the University's educational mission and itsestab­
Hshed programs. Whenever possible, such activities should comple­
ment 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 responsibilities of the 
faculty member to the students, the department, the college or the 
University. 

Participation in Funded Projects- Participation in funded 
research or project activity may be authorized by Weslern Kentucky 
University. Kentucky statutes state in relation to federal funding the 
following: 

164.288 Power of State Universities and Colleges to Accept Fed­
eral Aid. Any of the state colleges or universities of Kentucky or 
the stale on behalf of any of the colleges or universities may 
accept federal aid in the form of services, equipmen', supplies, 
materials or funds by way of gift, grantor loan for the purpose of 
higher education including student loans. Any of the state col­
leges or universities 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 available. 
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Thedecision to participate in funded projects must take intoconsid­
eration several factors. Existing demands for faculty time in the areas 
of teaching, research, and public service must be taken intoconsidera­
tion 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 Contracts Sought by Western Kentucky University­
Grants and contracts sought by Western Kentucky University include 
grants for the construction of academic facilities, for instructional 
equipment, for direct loans and grants to studen ts, for program devel­
opment and enrichment. and grants to support basic and applied 
research. Cooperative relationships which show promise of develop­
ing programs of benefit to the public are encouraged. Before proposal 
activity is undertaken projects shou ld be discussed with the depart­
ment head, the dean of the college. and office of Grant and Contract 
Services. Preliminary di scussions by the faculty with Grant and Con­
tract Services are encouraged before submission. In addition, discus­
sions 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 con­
ducted by University faculty may be supported in whole or in part 
through resources or funds provided by donors in t he form of research 
gifts, grants, or contracts. Preliminary negotiations and prospective 
contracts with the prior knowledge of the department head and col­
lege dean, may be conducted by the faculty members. All such pro­
gram arrangements must have approval of the Pres ident or hisdesig­
nated res presentative a nd be coordinated through the Office of Grant 
and Contract Services. 

Acceptance of Grants. Gifts, and Contracts-The authority to 
accept a grant. gift or to enter into a contract is vested in the President. 
The President or his designated representative s igns 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 g rant. gift or contract must be 
reviewed before submission as a proposal, an ad hoc committee 
appointed by the president shall accomplish such a review. 

Budget Preparation-In the preparation of budgets for projects 
the assistance of Grant and Cont ract Services is available to the 
faculty for the preparation of budgets for project activities. Before any 
budget is subm itted , whether in preliminary or fina l form , the con-
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currence of the Director of the Budget is secured by Grant and Con· 
tract Services. Indirect cost rates are 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 or 
obligated by the project directors. The designation of faculty members 
to partic ipate in funded research or project activity must have the 
approval of the department head, dean, and Vice President for Aca­
demic Affa irs. 

Conflict of Inte r est- Members of the faculty and staff, when 
undertaki ng or engaging in funded projects, must avoid possible con­
flicts of interest. Kentucky statutes state in relation to conflicts of 
interest the following: 

164.390 Interest in Contract Prohibited. No president, professor, 
teacher , regent, member of the executive councilor other officer 
or employee shall be interested in any contract or purchase for 
the building or repairing of any structure or furnishing any 
supplies for the use of a university or college. 

University Responsibility- Western Kentucky University exer­
cises its responsib ility for the supervision and administration of all 
contracts in which it is engaged. Formulation of budgets and fiscal 
responsibility, as well as the preparation of appropr iate reports, is the 
responsibil ity of the University. Specifically, the University exercises 
the follow ing types of organizational and administrative action to 
provide for the proper ad min istration of grants and contracts: 

1. The establishment of accounting procedures to insure that fu nds 
from donors are expended in accordance with contracted obi igations. 

2. The establishment of procedures for the proper execution of con­
tractual obligat ions in which the professional faculty participate. 

3. The formulation of regulations governing univers ity staff and 
facu lty in the conduct of business relating to donated funds. 

4. The provision of advice and guidance to the faculty regarding 
problems which may ari se as a r esult of outside finan cial 
arrangements. 

All funds rece ived by the 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 other Univer­
sity funds in that such funds are expended in accordance with the 
terms and conditions specified by the donor or contracting agency. 
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Funds provided by a grantor contract may not be expended before or 
beyond the dates of the grant or contract. All funds received from 
outside the University are subject to both internal and external audit. 
Such funds may be expended only within the specified categories of 
the contract. 

Travel Expenses-Grants, contracts, and project activity often 
require travel as a condit ion of the activity. Anticipated expenses for 
travel should be included as partof the projected or approved budget. 
Regulat ions of the University and the Commonwealth governing 
travel apply equally to all grants. cont racts. or project activity. For 
detailed information on travel and travel expenses, the Kentucky 
Standard Travel Regulations found in the University Personnel Man­
ual should be consul ted. 

PATENT POLICY 

As a public institution of higher education , Western Kentucky Uni· 
versity has broad responsib ility 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 Uni vers ity. 

General Policy- An invent ion or pate nt which is the result of the 
use of staff, mater ials, eq ui pment, t ime, or faci lities shall be owned 
and controlled by Western Kentucky University. 

Patents and Resear ch 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 Universi ty. 

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 pat· 
ent righ ts to Western Kentucky University. 

2. Faculty, staff, or stude nts of the University have the responsibility 
to report in writing to the Committee on Patents any invention or 
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discovery of patentable value. Faculty, 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, 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. In terestorthe University in all cases involving invention or discov­
ery shall be determined by the standing Committee on Patents 
appointed by the President of Western Kentucky University. 
Faculty. staff, or students engaged';n patent deliberations shall be 
present or may be represented in discussions before the Committee 
on Patents. The decision of the Committee shall be final and shall 
determine the interest of the parties in the invention or 4iscovery. 
The Committee on Patents shall act in accordance with the follow· 
ing general principles: 
(a) If the Committee on Patents finds thatan invention or discovery 

made by faculty. staff, or students was not related to employ­
ment by Western Kentucky University and was not the result of 
the use of staff, materials, equipment, time, or facilit ies owned 
or controlled by Western Kentucky University. Western Ken­
tucky 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 Knetucky University with the faculty, staff, or stu­
dent 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 t ime 
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 assist­
ance given to the inventor by associates of Western Kentucky 
University. The Committee on Patents shall determine the rela­
tionship 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 sea rch 
within nine months or a patent application within eighteen 
months of the receipt of a written report of an invention or discov­
ery. the individual facu lty, staff, or student member may apply for 

42 

.. 
a patent and shall own all rights. 

6. In case of sponsored research. the contract between Western Ken­
tucky University and the sponsoring agency shall be binding 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 wi ll reg ister for courses on the 
days designated in the University calendar for this purpose. Detailed 
instruct ions are made available by the Registrar. Unless otherwise 
indicated most members of the faculty and slarr are assigned 
responsibilities in registrat ion. Duties are assigned by the Registrar 
and the depar tment 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 meel on Monday and Wednesday will also meet on 
F~iday, 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 
Th~rsday b~cause. the clases will meet at that time on alternating 
Fridays. ThIS provides greater flexibility in the scheduling of classes. 
Because of the 5-10 scheduling system, classes meet for 60 minutes. 
Laboratories usually meet for longer periods. 

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

Protection of University Personnel and Property-The Univer­
sity maintains a full -time securi ty force of trained and experienced 
security and law enforcement officers. These officers are responsible 
for security of all University property and personnel on campus. 
Un.der the direction of the Physical Plant Administrator , the security 
office may be reached at 745-2549 on the University phone system. In 
em~rgency situations the security automobiles may be reached by 
radiO through the Bowling Green City Police Headquarters. 

Public Information- The overall direction and supervision of 
public relations is the responsibility of the Office of Public Informa­
tion wh ich is charged with informing the public concerning significant 
dev.e!oP':len ts at the University and with gathering and channeling 
Un~verslty news to press, rad io and television outl ets. It is highly 
desirable that each faculty member keep the Office of Public Informa­
tion informed of significant accomplishments and activities. 
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Extra-Curricular Duties-Many faculty members serve on Uni­
vers i t~'tommittees, act as facu lty sponsors and advisors to student 
organizations. and engage in other extra-cur ri cular fu nctions. These 
acti vites are considered a vital contri bution of the facul ty member to 
the Unive rsity community. 

Class Rolls-The day following registrat ion. the Registrar's Office 
sends to each faculty member an unoffi cial roll for each class. After 
the official drop-add per iod. the Registra r's Office issues an official 
roll for each class which, once ver ified by the instructor. is to be used to 
submi t to the Registr.a r's Office a mid-semester defic iency report in 
accordance wi th instruct ions which will come from the Registrar. If a 
student is attend ing class and the name is not on the class roll , it is 
ex tremely important that the inst ructor send the student to the 
Registrar's Office. A fi nal class roll will be sent just prior to the end of 
the ter m to be used fo r reporting final g rades. 

Grade Reporting- It is the responsibili ty of each facu lty member 
to assign and report a grade fo r each student who is enrolled in class 
within the speci fied t ime listed on the semester calendar. All grades 
are reported to the Registrar's Offi ce on the offi cial class roll and in 
accordance with instructions issued by the Registrar. Once a g rade is 
reported it may be changed only by the teacher concerned and only in 
case of error in report ing. Such changes must be made on the offic ial 
form provided for such purposes avail able 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 
Universi ty calenda r will have no grade recorded. After the date on 
which students may withdraw from a class wi thout a grade. they will 
be given WP, WF or F forthetimedur ingwh ich they were in the class 
as reported by the instructor. In all cases, students wi thdrawing from 
classes must secure offi cial pe rmission. 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 t ime of wi thdrawal. 

Grade Books- Grade books are to be a par t of the official class 
records of each teacher . It is a poli cy of the Uni versity that an accu rate 
accoun t be kept in this book of the attendance. grades. and other data 
of the teacher 's choos ing which will give an account of the progress of 
the student. Grade books should be tur ned in to the department head if 
work at the Uni ve rsity is terminated. They may be fi led with the 
department head for permanent keeping at any t ime. 

Informing Students of Grading Procedures-At the beginning 
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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 Regi strar'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 professional purposes. A faculty member desir­
ing 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 Coun­
seling Services Center has a professionally trained staff to work with 
students experiencing educational. vocational or personal-social prob­
lems. 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 Services-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 faci lities to fo ld, collate and bind publications. Four 
fast-copy centers are located on campus, one in Room 141 of the 
Education Complex, one in the Print Shop, one in Room 14 Thompson 
Complex-Central Wing, 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, 
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 
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head. Normally students cannot work in excess of fifteen hours per 
week. 

Teaching Facilities and Classroom Supplies -Each depart­
mental budget includes an allocation of funds for classroom equip­
ment and supplies. Requests for suppl ies, equipment. and repairs 
should be made through the department head. The planning for 
needed equipment 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 through 
the use of an official purchase order. The University is not responsible 
for any purchase made by faculty or staff members without proper 
approval and issuance of an official purchase order. 

OfCice 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 throught the department head. 

Campus Bookstore Facilities- The College Heights Bookstore is 
located in the Downing Un iversity Center and supplies textbook and 
other instructional materials. Profits from the bookstore go to the 
College Heights Foundation whose primary function is student finan­
cial 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 the bookstore upon presentation of their 
identification card. 

ACADEMIC OFFENSES 

The maintenance of academic integrity 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 all times conditions which discourage aca­
demic dishonesty in any form. Faculty should be careful to insure that 
class records and examinations are not accessible to those not entitled 
to such information and should 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. 
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Plagiarism-To represent written work taken from another source 
as one's own is plagiarism. Plagiarism is a serious offense. The aca­
demic work of a student must be his or her own. One must give any 
author credit for source material used. To lift content directly from a 
source without giving cred it is a fl agrant 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 autho­
rized by the instr uctor in taking an examination or in the preparation 
of an essay, laboratory report, problem assignment, or other project 
which is submitted for purposes of grade determination. 

Disposition of Offenses-A faculty mem ber encountering plagiar­
ism or cheating in student work may choose one or both of the follow­
ing procedures: 
(i) Assign the grade which is deemed appropriate by the faculty 

member for the particular assignment or examination in which 
the offense occured. 

(ii) Present the case to the University Disciplinary Committee through 
the Office of the DeAn of Student Affairs. 

The ass ignment 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 punish­
ment for the particular offense. A student who believes a faculty 
mem ber has dealt unfairly with him or her in a case involving aca­
demic 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, should be reported to the 
University Disciplinary Committee through the Student Affairs 
Office. 

STUDENT COMPLAINT PROCEDURE 

The procedure for resolv ing a Complaint concerning a faculty 
member is outlined below in four steps. 

Step 1 (Faculty Member)-The first step is for the student to 
discuss the complaint with the 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 facu lty member. If the complaint involves a grade, the student 
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must take the complaint to the faculty member within the first two 
weeks of the first regu lar semester (fall; spring) following the assign­
mentof the grade. It is hoped that the complaint 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 faculty member's department head. It is the respon­
sibility of the department head to arrange for a conference where the 
student, faculty mem ber, 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 settle­
ment. The department head shall keep a written record ofthe proceed­
ings, including the recommended solu tion. The department head's 
recommended solution is to be considered by both the facu lty member 
and the student as a recommendation and not as a decision that is 
binding. 

Step 3 (College Level)-Should the student be unableto receive the 
satisfaction desired at the departmental level, the complaint may be 
taken to the college level. Written notification of the complaint must 
be submitted to the college dean or his designated representative 
within two weeks afte r the conference with the department head (Step 
2). Upon receipt of the notification, the college dean or his representa­
tiveshall provil=le the student a copy of the procedural guidelines to be 
followed by the College Complaint Com mittee. The procedural guide­
lines shall 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 schedul­
ing the conference with in two weeks following the submission of a 
written complaint to the chairman of the College Complaint Commit­
tee including as much detail as the student cares to include. The 
written complaint should clearly state what is considered to be 
unreasonable and/or unfair practices or procedures. Neither the 
facu lty member nor the student will be allowed representation at the 
conference. The College ComplaintCommittee shall hear both sides of 
the complaint and render a decision. The decision shall be sent in 
writing to the Vice President for Academic 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 respon­
sible for enforcing the decision of the college committee. The Office of 
the Vice President for Academic Affairs shall not enforce the decision 
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until two weeks after the decision is made by the coll ege committee. 
The purpose of the two week delay is to provide either the studen t or 
the faculty member an opportunity to submit a formal wr itten noti ce 
of appeal to the University Complaint Committee. 

Step 4 (University Level)-Should the student or the facu lty 
member desire to appeal the decision of the College Complaint Com­
mittee. a formal written notice of appeal may be submi tted 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 
Compla in t Committee will provide the student and the faculty 
member involved with a copy of the Un iversity Com plaint Com mit­
tee's Procedural Guidelines. The University Complaint Comm ittee 
will secure copies of the written proceedings from the department 
head and the College Complaint Committee. The Univers ity Com~ 
plaint Comm ittee will schedule a conference where the facu lty 
member and the student jointly di scuss the issue. Neither the faculty 
member nor the student will be allowed representation at 1he confer­
ence. The committee's decision will be sent to the Vice President for 
Academic Affa irs, with a copy being sent as a matter of record to the 
student. faculty member, facu lty member's department head. and the 
faculty member's college dean. The Office of the Vice Pres ident for 
Academic Affa irs will see that decis ions of the University Complaint 
Committee a re carried out. The Unive rsity Complaint Comm ittee's 
deci sion is fina l. 

ACADEM IC SERVICES 

Academic Services provides support to the research service and 
instructional programs of the Uni versity. This support is accomp­
lished through the activi ties and programs of Library Services. Media 
Services and the University Archives. It is the purpose of these activi­
ties and programs to increase utilization of the educational resources 
and se rvices of the University. 

Library Services-Seven library and resource Genters.ex ist to 
serve the academic community. They are: (1) the Helm Library, (2) the 
Cravens Graduate Cen ter and Library. (3) the Kentucky Library, (4) 
the Jones-J agge rs Cen ter for Child Study and Learning, (5) Univer­
sity Archives and Special Collections (Gordon Wilson Hall), (6) the 
Science Library, and (7) the Education Resources Cente r. 

These libraries and study centers provide a seating capacity for 
3,173 or approximately 28 percent of the studen t body. Library hold­
ings presently include over 1,000,000 in hard copy and microfilm 
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collections. 
The Kentucky Museum contains a collection of artifacts relating to 

Kentucky and to its history. 
There are several se rvices to the faculty member: 

(1) Circulation Services. All books and resources are kept in open 
stack areas. All resources circulate with the except ion of journals. 
reference books, and specific reserve books and documents. 

(2) The Reserve Collection is a funct ion of the ci rculation area. A 
special collection is developed. at the request of faculty. each 
semester for books which are in short supply and for which there is 
demand. The length of t ime they ci rculate var ies, and is deter­
mined by the professor requesting the book. 

(3) Copy service is provided in the Helm. Cravens, Science, and_ Ken­
tucky 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 
ass istance in and maximize the useof media resources; and to provide 
laboratory faci lities in support of media related instructio nal 
programs. 

Acquisition and production of media materials and their dissemina­
tion is performed. in· the media services un its of the Division of Aca­
demic Services. These services a re the responsibili ty of the audiovis­
ual and educational television area. 

16mmFil·ms. Theent irecampus is served with instructional motion 
pictures through rental or from University owned and Third District 
Film Library films. 

A udwt"i.8ual Equipment. Equ ipment is provided throughout the 
ent ire campus for faculty and student use. This equipment includes: 
audio tape recorders. cameras, projectors of all types. and portable 
tape equipment. 

Closed Circuit Distribution. The television closed circuit distr ibut ion 
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 faci litate these playbacks. 

Media Retrie'val Center. A dial access audio retrieval system is 
located on the second floor of the Helm Library building. Forty listen­
ing stations are available. This center also provides video retrieval. 
audio cassette, audio tape, s lide. and filmstrip retrieval. 

Teiet'ision Production. A staff of professional television production 
specialists is engaged in the production of video tapes and 16mm 
motion pictures for instructional a ppli cations. 

Audio Visual Production Sert'ice8. Services which are provided are: 
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35mm slides-eopying and original photography 
Slide/slide tape presentations 
35mm film strips 
overhead transparency preparation 
photographic processing and printing 
audiotape duplication 
production of audiotapes 
graphic materials-transparency masters, posters and charts, tel­
evision and film visuals, and art work for slide presentat ions. 
W' videotape provision of equipment (and operators in some 
instances) 

Radio Services. Radio Services are provided through WKYU and 
WKY U-F M. WKY U-(A M) is a car rier cu r rentstation broadcasting to 
the dormitory population on campus and serving as a realistic 
laboratory for radio sales management, news and production cou rses. 
WKYU-FM is a full service public radio station operating with a 
power of 90,000 watts on 88.9 MHZ. The station broadcasts stereo 
programming eighteen hours a day and is an affiliate of the National 
Public Radio Network. 

COMPUTER AND INFORMATIONAL SERVICES 

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

1. Collection, analysis. and reporting of basic University data. 
2. Institutional research and informational services. 
3. Administrative data process ing and computer services. 
4. Academic research and computer services. 
The last se rvice li sted is to assist faculty and students in effectively 

using computer equipment in instruction and research. It also pro­
vides, in cooperation with and through the Division of Library 
Services. an extensive li brary of primary data in the social sciences. 

Computer hardware available includes a n IBM 434 1. a Harris 1620 
remote batch terminal connected to the Kentucky Educational Compu­
ting Network, and. through the Colleges of Science and Technology 
and Business Administration, a PDP 11/45. 

Academic Computing and Research Services- The Office of 
Academic Computing a nd Research Services- a subd ivision of Com­
pute r and Informat ional Services-provides support for academic 
users in research design. statistical consulti ng, computer software 
support and other areas related to instructional and research use of 
computer facilities . The offices and data processing center for 
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Academi.c Computing and Research Services are located in Grise 
Hall . To initiate service astudentor faculty member need only contact 
the office (Room 245 Grise Hall; telephone 745-4981). 

Academic Computing also offers test scoring and data entry servi­
ces. 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 both for generating data from optical 
mark sheets and for test scoring optical mark answer sheets. The test 
scoring service can provide as little as student scoresor as much as a full 
statistical analysis of examinations. Data can be coded on general 
purpose optical mark sheets and output for use by the computer. Both 
test answer sheets ali.:! general purpose.optical mark coding forms can 
be obtained through Central Stores. 

GRANT AND CONTRACT SERVICES 

The basic function of this offi ce is to develop the grant and contract 
program for Western Kentucky University including both program­
matic and fi scal matters. 

The basic services are as follows: 

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

contract proposals; 
(3) Process ing, of proposals and contracts; 
(4) Dissemination of information 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 INFORMATION 

University Archives- The Un iversity Archives, established in 
November. 1971, is housed in Gordon Wilson Hall and administered 
by a professionalUbrarian. The purpose of the Archives is to collect. 
preserve, and organize for appropriate use the records of the Univer· 
sity which are required for administrative functions and are essential 
for the historical study of the institution, including its genealogical 
antecedents. Such records include correspondence, reports, minutes. 
tapes. photographs, scrapbooks, publications, and other items, such as 
clippings and articles about the University and its personnel. Refer· 
ence service is available. 

Owensboro Program- Western Kentucky University has been 
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disignated by the Council on Higher Education as the institution 
responsible for the provision of programs and the continual assess. 
ment of educational needs in the Owensboro-Daviess County area of 
th.e state. In meeting identified needs, Western Kentucky University 
wIll call upon institutional sources, including those institutions in the 
Owensboro area (Brescia and Kentucky Wesleyan), for provision of 
graduate and continuing education programs which Western is not 
able to offer. The program is ad ministered by the Executive Direc\Or. 
Owensboro Program. 
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Personnel Policies and Services 
SALARY PAYMENT PROCEDURES 

Salary 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, normally the last full 
work·day of the month. Salary checks shou ld be called for at the 
Business Office. 

Payroll Deductions-Payrol l withholding includes federal income 
tax , state income tax. city occupational tax, Social Secur ity. and 
retirement. In those cases where elected. Blue Cross· Blue Shield med· 
ical insurances, United Givers Fund, group life insurance, Tax Shel­
tered Annuities, U.S. Savings Bond, and credit union shares may be 
deducted. 

INSURANCE BENEFITS 

Group Life Insurance-Western's group life plan was adopted 
after careful 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 pre­
mium cost. The University shares in the expense of the program. 

Faculty members 'are insured fo r the bas ic amount of insurance 
($10,000). In add ition to the basic insurance, faculty members are 
eligible for optional insurance in the amount equal to their annual 
contract salary rounded to the next higher thousand. 

The basic insurance cost is paid by the University. The optional 
insurance is avail able to the individual facu lty member at low·cost 
group term rates based upon age. 

Health Insurance-The University provides Blue Cross and Blue 
Shield coverage for the regular full·time employees. The employee 
may use payroll withholding to purchase additional coverage fo r fa m­
ily members. The plan inc ludes comprehensive Blue Cross, Schedule 
C Blue Shield benefi ts , and major medical protection. 

Disability Insurance- The University provides Long-term Dis­
ability Income protection through an insurance plan coordinated with 
benefi ts available from Social Security and the retirement system. 
Briefly, the plan guarantees 60 percent of an employee's earn ings, 
after a specified waiting period, to age 65. The individual premium 
cost is paid by the University. 
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Tax Sheltered Annuity Programs-Faculty and Admin istrative 
Faculty may participate in tax sheltered annunity programs. Payroll 
ded uction is avai lable for this pur pose. The Kentucky Teachers' 
Retirement System offers a tax sheltered plan to supplement other 
features of the retirements provis ions. and commercial companies 
also offer tax sheltered programs. 

Group Travel Accident Insurance-The University provides a 
business travel acc ident plan for faculty members. The plan provides 
for $100.000.00 coverage for accidental death or dismemberment. 
Contact the Department of Personnel Serv ices for add itio na l 
information. 

Workmen's Compensation- Employees of Weste rn Kentucky 
University are covered unde r 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 disabil ity resulting from occupational diseases, 
arising out of and in the course of employment, or for death resulting 
from such accidental injury or occupational disease. 

RETIREMENT 

Teacher Retirement- All facu lty members are requi red to partic­
ipate in the Kentucky Teacher Retirement System. Effective July 1, 
1980. the faculty member'scontr ibution will be 5.625 percent of g ross 
salary, and the University contributes 10.055 percent. Participants 
become vested in the system after fi ve years. 

Of the 7.84 percent representing the members' and employer's con­
tribution to the Kentucky Teachers' Ret irement System, 7.2 15 per­
cent is allocated to the purchase of retirement allowances, .312 per­
cent to survivor and death benefits. and .313 percent to hospita l and 
medical insu rance upon retirement . The deductions a re credited to 
the Teachers' Savings Fund, Survivor Fund, and Hospital Fund 
respectively. 

When accounts are withdrawn prior to retirement, the par ticipant 
receives the personal con tribution of 5.625 percent, plus 2.215 percent, 
plus accrued interest, less the 0.625 percent expended for su rvivor 
benefits and retirement health insurance. 

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. The Social Security program is in addition 
to the other benefit programs admin istered by the University. 
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OTHER POLICIES. SERVICES AND BENEFITS 

Official Travel-Each department has budgeted funds for traveL 
Authorization for t ravel 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 fili ng an expense voucher. The Univer­
sity has an arrangement with local travel agencies in which t ravel 
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 t ravel expense voucher. Department heads 
have copies of the Travel Regulations which are contained in the 
Personnel Manual. 

Identification Cards-The Unive rsity provides identification cards 
for all regular employees. The ca rd is designed for use in the Univer­
sity Libraries, Business Office, University Sales Stores, recreational 
facilities , etc. Faculty and staff members should contact the Personnel 
Office to have identi fication cards prepared. 

University Credit Union- The Western Knetucky University 
Credit Union, Inc., is organized to provide asav ings and low-cost loan 
service for membersorthe faculty and staff. One may invest unlimited 
amounts in the shares of the cred it union. Loans are available, and 
payroll deduction affords a systematic and convenient way in which to 
save and make loan payments. Free life insu rance is provided with 
accounts. Contact the treasurer of the Credit Un ion fo r further 
information. 

Health Services-The University Health Service provides outpa­
tient and inpatient facilities for students. The staff consists of physi­
cians, 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: 
Season tickets to all home football and basketball games at reduced 

rates. 
Reduced rates for spouses of regu lar. full -time facu lty 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. 
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Use of University Stationery and Postage-The use of official 
Uni versity st~tionery and of the mai Ii ng service is restricted to faculty 
members, officers. and departments carryi ng 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 securi ty of keys to Univer­
sity 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 
turn submits a written request (form available from the Physical 
Plant) to the Ass istant Director of the Physical Plant. If employment 
at the University terminates. or a faculty member is away on leave of 
absence, keys must be turned in at the Physical Plant bui lding. 

Housing-The University has a limited number of rental housing 
units available to the faculty. Interested faculty members should 
direct their inquiries to the Director of Housing. These facili t ies are 
des igned primar ily to provide the new facu lty member with desirable 
living Quarters for a limited period of t ime in order that he may have 
sufficient opportunity to fully appraise living conditions and more 
c?nveni?ntly m~ke permanent arrangements. Faculty members may 
find ~slstance In locating apartments. houses. or rooms by consulting 
the Director of Housing. F iles are kept available on housing fac ilities 
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 su itable 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 staff are cordially invited to u~e these 
faculiti es. A limi ted number of banquets for official University organ­
izations can be served by Food Services; arrangements for these must 
be made with the Director. A fu ll line of vending servi ces supplements 
the above facilities and can be found in convenient locations (or use by 
the students. faculty and staff. 

MISCELLANEOUS INFORMATION 

.cul~ural and .Recreational Opportunities-The following items 
will gIve some Idea of the great variety of act ivities available to 
Western faculty and staff. 
~he ~niversity and the Rodes-Helm Lecture Series bring to the 

Umverslty Campus each year a number of outstanding lectures on 
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various topics. A series of outstanding artistic events is presented each 
year through the University's Fine Arts Festival. 

The Depar tment of Music sponsors a number of musical presenta­
tions 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 al so scheduled during the summer 
sessions. A small fee is charged for admission to major productions; 
however, there is no admiss ion charge fo r one act plays produced by 
the Department. 

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

The Department of Art has a gallery on the second floor of Ivan 
Wilson Hall wher~ a ~is play is usually on exhibi t. Artdisplays 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 Eduction and Recreation . 

Western holds membership in the Ohio Valley Conference and the 
National Collegiate Athletic Association. The schedule of intercolle­
giate athletic contests includes a variety of sports. Admission to all 
spring sports events is free, and season t ickets 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 activi ties for 
many faculty members. 

Institutional Publications-In addition tothis handbook for facul ty 
the University has a number of other publications which will prove 
informative and helpful. 
The Western Kentucky Unit'€Tsity Bulletin Catalog is the most com­
plete publication on the University and its operat ions. Normally pub­
lished annua lly the Unit'ersity Bulletin Catalog contains descriptions 
of the various degree programs, curricula and course offerings of the 
University. requirements for g rad uation, rules and regulations, 
course desc riptions and listings of faculty. All faculty members 
should familiarize themselves with this publication. 

The Graduate College IS.'1ue of the Bulletin contains descr iptions of 
the graduate programs, curricula and course offerings, regulations of 
the Graduate College, course descriptions. and listings of graduate 
faculty. All graduate faculty and students should familiarize them-
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selves with this publication. 
The College Heights Herald and the yearbook. The Talisman. are 

campus publications issued under the supervision oC the facu lty and 
staff in the Office oC University Publications. In 1925 the Board oC 
Regents authorized the establishment of the College Heights Herald, 
and since that time. the Herald and The Talisman have provided 
laboratory experiences in journalism Cor students interested in devel­
oping skills and responsibilities in the practical application oC the 
established standards of professional journalism. 

Class Schedule Bulletins are published through the office of the Vice 
President for Academ ic ACCairs for each semester and the summer 
te rm. This bulletin contains the University calendar, courseofferings, 
and all other data pertaining to registration and class scheduling Cor 
the specific term. 

This Month at Western is prepared and distributed each month by 
the Office of Public InCormation. The Officeof Public Information also 
collects and records information from each office and department on 
campus which is kept in a master datebook and is avai lable as an 
informational reference to any member of the faculty or staff in order 
to avoid conflicts and to co-ordinate the useoCuniversity facilities. All 
available inCormation is distributed at the beginning of each semester 
for use as a guide in long-range planning. 

A Campus Tour Guide is published by the OfficeoC Public Informa­
tion and includes acampus map which is available in quantity partic­
ularly for distribution to prospective students and workshop groups. 
Other literature is avai lable from the Office of Public Information 
providing information and pictures about campus Cacilities and uni­
versityactivities. 

Zephyrus is a fine arts magazine affording students of Western 
Kentucky University the opportunity to have their creative work 
published. 

The FacuUy Research Bulletin is an annua l publication at Western 
which includes artic les by Caculty members reflecting thei r research 
work. 

This Week cd WKU (The "Blue Sheet") is a bi -weekly inCormation 
sheet distributed by the Office of Academic Affairs. 

Retir~d Personnel-The university values the continued support 
and assistance of those who have retired from teaching, research 
administrative and staff positions. Upon retirement under the exist~ 
ing university retirement system, university personnel are entitled to 
the following beneCits: to receive a un iversity identification card; to 
have li brary privileges; to be provided a parking permit; to use un i­

.versity recreational Cacilities upon presentation oC ident ification; to 
have the dental and outpatient medical services which are availableto 
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other f~culty rl]embers: to purchase tickets to academic and athletic 
events at the prevail ing facu lty rate; and to enroll in un iversity classes 
under the faculty-staCC scholarship plan. 

Retired faculty are eligible to apply for research grants; may upon 
request be allocated office space when it is available; may attend with­
out voting privileges meetingsoCthe Faculty Senate and the Academic 
Council; may participate in academic processions: may be appointed 
to represent the university at academic ceremonies at other universi­
ties; will receive notices of all university events; may take part in all 
ceremonial functions of the university; and are eligible to have their 
names included in Caculty lists in university bulletins. 

Retired perSOn nf~lllre entitl(>d to additiona l beneCits from affiliated 
organizations including purchases at the College Heights Bookstore 
at the prevailIng prices Cor faculty a nd stafC a nd the continuation oC 
membersh ip in the Weste rn Kentucky University Credit Union with 
participation in all savings and loan programs. 

Elementary and Secondary School Facilities- The University 
operates a laboratory school which includes a kindergarten and ele­
mentary grades. The Ci ty oC 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 class room buildings. Also the Faculty House. located near Cherry 
Hall, provides facilities for fellowship and recreation Cor Caculty 
members and their wives or husbands. 

Faculty Dining Room-A special dining facility is operated in the 
Academic Complex to serve lunch to Cacu lty and thei r guests. 

Guest House-The Guest House provides facilities where Un iver­
sity guests may go for a few hours rest and relaxation or may stay, 
overnight. Guest lectu rers and prospective faculty members are often 
lodged in the Guest House while on campus. 

Parking Facilities-Limited reserved parking for facu lty members 
is provided in ce rta in 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-Cirst served basis. 

Official Cacul ty and staCC parking permit decals must be posted on 
the bumpers of each car. indicati ng authority to use the Cacu lty park­
ing lots. These decals are avail able through the OCCiceof Public Safety 
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upo n payment of a registration fee. Faculty/Staff permits allow free 
pa rking in t he Park ing Structure during athletic events. 

Re lig ious Oppor t unities-As a state-supported institution t he 
Universi ty is non-denominat ional. but it cooperates to the fullest 
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 represent ing a var iety of denominations are found in t he 
Bowli ng Green community. 

Ma il Ser vice- A branch of t he U.s. Post Office is located on the 
lobby level of t he Garrett Conference Center . Faculty members may' 
rent pr ivate mail boxes or may use the campus ma il service which is 
provided fo r each department. Cam pus ma il service may be used for 
offic ial Univers ity maili ng wit hout postage attac hed. The Coll ege 
Heights Post Office operates on the fo llowing sched ule duri ng the 
regular terms: . 

8:00 a.m.- 4:30 p.m. Monday through F ri day 
Outgoing mail leaves the post off ice three t imes da ily, at 7:00 a.m .• 

10:30 a.m .. and 2:30 p.m. Dur ing holidays and vacat ion periods, a 
spec ial schedule is followed. Faculty and staff members are notified of 
t he hours t he post office is open dur ing these holiday a nd vacat ion 
per iods. Al l posta l services g ive n by the downtow n post office (stamps, 
money orders, insured and registered mail , c.o.d .. and spec ial de liver­
ies) are available at the campus post offi ce. 

The Universi ty prov ides a Courier Service to aid in the internal 
admi ni strative eff ic iency of the Un iversity . This service, which pro­
vides for the deli very of written communications that pertain to rec­
ognized and author ized offic ial Uni versity business, may be used on ly 
by members of t he Unive rsity faculty. t he admin istrat ive staff, the 
Assoc iated Students organ ization, and other organ izations budgeted 
by the Universi ty. The aut hor ized users a re required toconsp icuously 
ind icateon the outer envelope both the or iginat ingoffice and the name 
of the indi vidual sender . Items fa iling to ind icate a n or iginat ing office 
and name wil l be inspected. Upon deter mination of t he origi nator , t he 
item will be returned for proper des ignation by the sender . 

Western Kentuck y Univer sity Women-The organi zation was 
fo rmed in 1927 and was known as the Faculty Wives Club. The prim­
ary purpose of the club was to promote the welfare and best interests 
of the Unive rsity. and its large membershi p included the wives of 
faculty members as well as many wives of faculty emer it i. In May, 
1980. the constitut ion and by-laws of t he organ ization were revised. 
the membership was opened to all women on the cam pus (as we ll as to 
facu lty wives), and the name of t he org an ization was changed to 
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Western KentuckY 'University Women. 
Thegroupengages in var ious activities such as the continuation of a 

scholarship fu nd, the sponsorsh ip of student wives club. and the 
presentation of awards for student achievement . Theclub carrics on a 
planned progr am of business meetings and soc ial events and ass ists 
the Univers ity with social events dur ing the year. 

Kentuc ky Voting- U ni versity personnel are encouraged to exer­
cise their vot ing privi lege in all national, state a nd local elections. To 
qualify to vote in Kentucky, a person must register for the official 
vot ing list by going to the County Clerk's office in the local court house. 
Persons 18 yea rs of age or older who have res ided in the precinct 30 
days are eligi ble to become registered voters and vote in national , state 
and local elect ions. 

Kentuck y Auto and Drive r Regula tions- Persons moving to 
Kentucky from out of state are required by law to secu re a Kentucky 
driver 's license withi n 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 t he 
state once residence is established, and t he 5% usage tax must be paid 
on those cars transfer red from states not having reciprocity agree­
ments with Kentucky. 
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CHARTER OF THE ACADEMIC COUNCIL 

I. Name of the Organization 

The name of this organizat ion shall be the Academic Counc il of 
Western Kentucky University. 

II. Purpose of the Organization 

The Academic Counc il, comprised of representatives from the 
faculty. student body and administration, is the principal agency 
for curricu lum review and control and for the determination of 
degree requil,t! Illcnts, standards of scholastic achievement and 
rules governing (acuity-student relations. 

III. F unctions of the Academic Council 

A. To recommend to the President academic 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 Curriculum 
Committees. 

C. To initiate studies and policies pertaining to thecurricu lum, 
scholastic regulations, or other matters referred to the 
Counc il by the President, the Vice President for Academic 
Affairs, or the Council of Academic Deans. 

D. To refer to the duly constituted academic committees. to the 
Cou ncil of Academic Deans, or to the special sub-committees 
of the Council assignments re lat ive to academic affairs 
within the purview of Council author ity. 

E. To recommend to the Pres ident the add it ion of new majors. 
minors or degree programs at the unde rgraduate or graduate 
leve ls. 

IV. Composition of the Academic Council 

A. Ex-officio Membership (voting) 

The Vice-President for Academic Affairs 
The deans of the Colleges and of academic service areas. 
The President of Associated Student Government {or desig-
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VII. Committees of the Academic Council 

The Council shall establish a Rules Committee and other standing 
committees to have initial juri sdiction over the various functions 
authorized to the Council by the Board of Regents. 

VIll. Amendment of the Charier of the Academic Counc il 

The Academic Council may recommend amendments to the 
Charter to the President. Final approval for amendments to the 
charter requires action by the Board of Regents upon recom­
mendation of the President. 
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RULES AND PROCEDURES OF THE ACADEMIC COUNCIL 

I. Organization 

A. Chai r : 
The Chair of the Academic Council sha ll be the Vice 
President for Academic Affairs. The Chair presides at all 
meetings of the Council and is respons ible for see ing that the 
agenda is prepared and that the minutes of the Counci l 
meetings are proper ly kept. For ass istance with these duties. 
the Chair shall appoint a secretary, a recorder, and a 
parliamentarian. The Chair may create ad hoc committees 
and sha ll be the Chair of the Rules Committee. 

B. Vice-Chair: 
The Vice-Chair shall be elected on a yea rly basis from the 
membership of the Council. The Vice-Chair shall ass ist the 
Chair in the preparation of the agenda and in the conductof 
the business of the Council. The Vice-Chair shall pres ide at 
Council meetings in the Chair's absence and shall serve as 
Vice-Chai r of the Rules Committee. The Vice-Chair may be 
delegated other repsonsibili t ies by the Chai r. 

C. Secretary, Recorder , and Parliamentarian: 
From the faculty of the University a secretary and a recorder 
shall be appointed by the Chair. The Secretary, assisted by 
the Recorder. shall be responsible for keepi ng the mi nutes of 
the Cou ncil. for prepar ing the age nda of the meetings, and 
for distributing notices of all meetings to the membership 
and to the media as required by law. The Parliamentarian 
shall be responsible for advising the Chair on questions of 
parliamentary procedure which may arise. 

D. Standing Committees 

1. Rules Committee 

The Counc il Cha ir and Vice-Chair shall be the Chair and 
Vice-Chair of the Rules Committee. The functions of the 
Rules Committee shall be: 

a. tosupervise elections for vacancies on the Council and to 
conduct such other elections as necessary. 

b. to recommend to the Council the time and place of 
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regular meet ings. 
c. to consider suggested changes in the Charter and Rules 

and Procedures a nd make recommendat ions to the 
Council. 

d. to review the Charter and Ru les and Procedures and to 
make recom mendations to the Counci l. 

e. to conduct a rev iew of the proport ional representat ion 
of the elected facul ty representatives by unit and to 
make recommendations to the Counci l. 

f. to interpret the Charter and Rules and Procedures of 
the Counci l. 

g. to advise the Chair on other matters related to the 
operat ion of the Counc il. 

2. Ge neral Education Com mittee 

The functions of the General Education Committee shall 
be: 

a. to deve lop and review general education guidel ines and 
course cri teria, to rev iew courses, and to make recom­
mendations to the Council. 

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

3. Academic Requi rements and Regulations Committee 

The functions of the Academic Requi rements and Regula­
t ions Committee shall be: 

a. to review undergraduate degree and graduation require-­
ments. exclud ing the funct ions assigned to the General 
Educat ion Committee, and to make recommendations 
to the Council 

b. to review scholastic policies and regulat ions and the 
interpretation of pol icies and regulations as they apply 
gene rally to the Universi ty and to make recommenda­
tions to the Counci l. 
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4. Membership of Stand ing Committees 

Each unit. caucus shall elect to each sta nd ing committee 
two faculty rep resentatives. Thestude ntcaucusshall elect 
to each standing committee two elected student repre­
sen tati ves. The Cha ir sha ll appoi nt two advisory members 
to the Gene ra l Education Com mittee. two adv isory 
mem bers to the Academic Requirements and Regulations 
Commi ttee. and one advisory member to the Ru les Com­
mi ttee. The Cha ir and Vice-C hair shall be members of the 
Rules Com mittee and shall serve as Chai r and Vice--Chair 
of that Comm ittee. The Cha irs of the other sta ndi ng 
committees are to be elected each year by members of the 
respecti ve committees. 

5. Reports and Recommendat ions of Standing Committees 

Standing committees of the Council shall make reports to 
the Counc il as necessary and sha ll fi le ann ual reports with 
the Secretary of the Council. Standing committees of the 
Council shall make recommendations w the Council on 
those matters which have received favorable committee 
act ion. 

6. Rules of Standing Committees 

a. Meet ings- Standing .committees shall meet at least 
once each month du ring the academic year. Special 
meetings may be called by the comm ittee chai r upon the 
request of a majority of the com mittee members. 

b. Quorum-A quorum shall consist of a si mple major ity 
of voting members of the commi ttee. 

c. Voting requi rements-A si mple majo rity of the quorum 
is requi red for a legal vote. 

d, Other ru les- Each standing comm ittee shall adopt 
such othe r ru les as necessary for the conduct of business 
so long assuch rules are not in violat ion of the Charter of 
Rules and Procedures of the Academic Council. In the 
absence of spec ific rules, Stw'gis Standard Code of 
Pm'Ua,tnenlary Procedure shall be the authority. 

E. Categories of Membership 
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1. Ex-Officio Members-Ex-officio members are entitled 
to full participation in the organization. 

2. E lected Representative-Elected representatives are 
en t itl ed to fu ll pa r t icipat ion in the organization. 

3. Elected Alternates-An elected alternateshall function in 
the place of an elected representative for the same unit 
when the elected representative is unable to attend a 
Council meeting. When an elected representative cannot 
attend a meeting. that mem bershall secure a replacement 
from the unit alternates and the selected alternateshal l be 
responsible for notifying the secretary of the Council of this 
action. 

II. Procedures 

A. E lections 

1. E lection procedures for elected faculty representatives 
and alternates: 

a. The office of the Vice-President for Academic Affairs 
shall prepare during the springsemester of each year a 
listofall faculty in each department who have academ ic 
rank and at least two years of service at Western. 

b. Seven weeks prior to the end of the spring semester the 
Rules Committee sha ll prepare for each college! 
academicluni t a list of facul ty members eligible for 
election to the Council. The list for each unit shall be 
reviewed by the Rules Committee representative for 
that college or un it and the list will be ce rtified as 
accurate by those Rules Committee representatives. 

c. Voting shall be by secret ballot. 

d. All faculty members and administrators with academic 
rank in a unit shall be eligible to vote in that unit. 

e. Separate ballots shall be prepared for each college with 
the departments of the college and the faculty names for 
each department listed in alphabetical order. The ballot 
shall carry the app ropriate instructions. Fai lure to 
comply with instructions shall void the entire ballot. 
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f. Ballots shall be sent by campus mail during the sixth 
week prior to the end of the spr ing semester. In the 
event that a faculty member does not receive a ballot 
that faculty member can obtain a ballot through th~ 
Secreta ry of the Academic Council by certifying that a 
ballot was not received through campus mail. 

g. On the first and any subsequent ballots, each eligible 
voter shall be permitted to vote for a max imum of two 
persons from anyone department and for a maximum 
tota l number of persons equal to the number or vacant 
reprp'f;lentativeoffices for the respective college or area. 
The number of names to be placed on the second and 
subsequent ballots shall be twice the number of vacant 
representative offices for the respective college or area, 
and the names shall be those or the individuals receiving 
the highest vole totals on the previous ballot. 

h. Ballots shall be returned to the appropriate college or 
area polling locations by the date and hour determined 
by the Rules Committee and specified on the ballot. 

i. The college deans and the Dean of Academic Services 
shall be notifi ed of their responsib ility to assist in the 
collection of the ballots and in the supervision of the 
ballot boxes. These deans may establish alternate bal­
loting locations. 

J. A simple majority of legal votes cast shall constitute 
election on the first ballot. On the second and any other 
subsequent ballot, a simple plurality of the legal votes 
cast for a vacant representative office shall constitute 
election. 

k. The members of the Rules Committee representing an 
individual college or area will be responsible for col­
lecting and tallying the ballots. The Rules Committee 
shall meet within 24 hours orthe close of the balloting to 
certify the election results and to resolve any problem or 
ties. In the event of a tie. the vote shall be retaken until 
the tie is resolved. 

2. Election procedures for elected student representat ives 
and alternates: 
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a. Prior to the end of each spring semester, the Associated 
Student Government shall conduct an election to select 
the student representatives and alter nates for the next 
year. 

b. The Associated Student Government shall obtain a list 
of all students eligible to vote. This list must indicate 
each student's declared major. 

c. To be eligible for election, a student must file with the 
Associated Student Government a nd be certified as 
eligible by the Secretary of the Counci l. The deadline 
for filing for candidacy shall be two weeks prior to the 
date of election. 

d. Balloting shall be by secret ballot. 

e. To be eligible to vote for a candidate for representative 
of a particular col lege, the student must have declared a 
first major/ area of concentration in that col lege. 

f. A simple major ity of legal votes cast shall constitute 
election. In theevent that no candidate receives asimple 
majority, a vote to attain such a majority shall be taken 
between the two candidates receiving the highest num­
ber of votes on the previous ballot. 

g. Within 24 hours of the close of the balloting, the election 
results shall be certified in writing to the Chair of the 
Counci l. 

3. Election of the Vice-Chair : The Vic~Chair shall be elected 
from the membership of the Council at the first meetingof 
the Council for the academic year. Nominations shall be 
made from the floor by members of the Counci l. After 
nominations have ceased, the election shall be conducted 
immediately and by secret ballot. 

B. Meetings 

1. Schedule - Normally, the Council meets at 3: 10 p.m. on the 
fourth Thursday of each month during the academic year 
and at 2:00 p.m. on the fourth Wednesday of June and July 
during the summer sess ion. The Counci l does not normally 
meet in May and August. The Rules Committee shal1 
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determine the place of meetings and may alter the 
meeting date when it is in conflict with Uni versity 
holidays. Special meetings may be called by the Chair as 
the volume of Council business d ictates. Meetings of the 
Academic Council are conducted in accordance with the 
requirements of the Kentucky Open Meeting Law 
(KRS 61.805-6.991). 

2. Quorum· A quorum shall consist of a simple majority of 
the voting membership of the Council. 

3. Voting Requi remen ts 

a. An affirmative vote of a majority of the quorum of the 
Council shall be required for passage of any measu re. 

b. The Council will normally vote by voice or by the raising 
of hands. However. any member of the Counc il may 
request a vote by secret ballot or by any other method of 
voting and that request shall be granted. A request for a 
secret bal lot shal l take precedence over all other requests 
for methods of voting. 

4. Agenda and Minu tes· The agendum for a Council meeting 
and the minutes of the previous meetingshall be prepared 
by the Chair with the assistance of the Vice-Chair, 
Secretary and Recorder:. The agendum and the minutes of 
the previous meeting shall be distributed to Council 
members a reasonable t ime prior to the meeting. 

5. Visitors· Visitors shall be seated apart from the member­
sh ip of the Counci l. 

6. First and Second Readings - Procedural matters brought 
before the Council require on ly one reading. Substantive 
matters brought before the Council require two readings. 

7. Parliamentary Authority· Sturgis Sta'ndard Code of 
Parlimnenta,ry Procedu.re shall be the parliamentary 
authority of the Council. 

C. Amendments 

The Rules and Procedures of the Council may be amended by 
majority vote of the quoru m. 
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FACULTY SENATE CONSTITUTION 
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 the Un iversity the expertise of the faculty on appropriate matters. 

I. Functions of the Faculty Senate 
The Faculty Senate (unct ions as an official representative voice 
or 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 thc 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 pol icies and procedures, such as those 
relating to: 
a. Criteria for recruitments, appointments, reappointments, 

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

b. Salary, workload. working conditions, summer teaching 
employment, patent policy, copyright policy. 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 faculty. 

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

e. Faculty responsibilities, privileges, grievances, sabbatical 
leaves, leaves of absence, travel expenses for professional 
conventions and programs. off-campus instruction and ser­
vice. consulting, and academic freedom. 

f. Long range planning of institutional goals and priorities as 
related to the function of the Senate. 

The Facu lty Senate may advise the Board of Regents, in the 
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event of a vacancy or an announced impending vacancy of the 
Office of President, on Qualifications for t he 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 fu nctions 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. Compositl::'} 

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 ser­
vice, and/or non-administrative assignments. 

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

2. The Faculty Senate shal l be composed of members elected 
by and from the faculty, with the President of the 
University and the Vice President for Academic Affairs 
orde.igna.gedalternal:e>servingasex-officonon-votingmembers. 
The Faculty Regent, unless already an elected member of 
the Senate, shall be an ex-officio non-voting member of t he 
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 the 
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 
deparmentshall have more than one at-large senator 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 for a second 
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consecutive term but ineligible for further reelection until 
one year has elapsed. Elections to (ill vacancies shall be for 
the unexpired term. 

S. OCficers 
1. The Faculty Senate shall have a Chairpe rson, Vice­

Chairperson, Secretary-Treasurer, and Parliamentarian. 
2. The officers of the Faculty Senate shall serve in their 

respective positions for a per iod 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 Vice­
Chairperson. Secretary-Treasurer, and Parliamentarian 
shall begin with their election at the following regular 
meeting of the Facu lty Senate. 

C. Elections 
1. All elections of new members of the Faculty Senate shall 

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

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

February the facu lty in each department shall elect by 
secret ballot one representative to the Faculty Senate. 

b. At-Large e'lections: 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 Comm ittees: During the week following the 

election of the at-large senators (exclusive of vacations), 
the out-going member of the By-Laws. Amendments 
and Elections Comm ittee from each college shall call a 
caucus of the senators from that college who will be 
serving during the forthcoming year. together with the 
out-going senators from that college. 

The purpose of this caucus is three-fold : 
i) The current members of the Senate shall provide 

the newly-elected members with a brief orienta­
tion to the Facu lty Senate. 
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ii) The current members of the Senate shall provide a 
descr iption of the duties and responsibilities of 
descr ipt ion of the dut ies and responsibilities of 
each of the standing comm ittees. 

ii i) The senators who will be serving during the 
forthcoming year shall elect from their number 
one senator to serve on each of the standing 
committees, commencing with the May meetingof 
the Faculty Senate. 

h. Election of the Officiers of the Faculty Senate: At the 
May meeting of the Faculty Senate, the senators who 
will be serving during the forthcoming year shall elect 

by secret ballot one from their number to serve as 
Chairperson of the Faculty Senate. one to serve as Vice­
Chairperson, one to se rve as Secretary-Treasurer, and 
one to serve as Parliamentarian. 

c. Election of Committee Chairpersons: At the same May 
meeting of the Faculty Senate. each of the stand ing 
committees which will be serving during the forthcom­
ing year shall caucus and elect a chairperson from its 
membership. 

4. Vacancies in the Senate: Departmental vacancies in the 
Faculty Senate occurring during the academic year shall 
be filled by new elections within three weeks of the 
vacancy. Deparmental vacancies occurring during the 
summer term will be filled by new electio ns within three 
weeks of the beginning of the next fall semester. Vacan­
cies 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 Senateshall 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 agendum prepared by the Executive Committee 
is distributed to all members of the Senate at least four 
school days prior to the meeting. 

3. Special meetings may be call ed by t he Chairperson with 
the concurrence of the major ity of the voting members of 
the Executive Committee. Such meetings must also be 
called by the chairperson upon wr itten request of at least 

87 

I 



ten (1O) members of the Faculty Senate. 
4. The Executive Committee shall appoint a temporary 

Chairperson should neither the Chairperson nor Vice­
Chairperson be ab le to attend any Faculty Senate meeting. 

5. A quorum of the Faculty Senate shall be a major ity of the 
Senate membersh ip. 

6. The Facu lty Senate shall adopt ru les for the conduct of its 
business. In the absence of a ny special rules of order which 
the Senate may adopt. Sturgis Standard Code oj Parlia­
mentary Procedure shall govern the conductofthe meetings. 

E. Committees 
1. Executive Committee 

The Executive Committee shall be composed of the Chair­
person of the Faculty Senate and one senator from each 
college. The Vice-Chairperson shall sit ex-officio and non­
voting. The Chairperson of the Senate shall preside and 
have voting privi leges. 

The term of the elec ted members of the Executive Com­
mittee shall commence with their election and shall be for 
one year or until successors are elected. A quorum for the 
Executive Committee shall be four of the seven voting 
members of the commi ttee. 

It shall be the responsibi li ty oC the Executive Committee 
to perform functions assigned to it by the Faculty Senate. 
It shall function as liaison between the Senate and the 
administration and between the Senate a nd the Ru les 
Committee of the Academic Council. I ts recommendations 
shall be recorded in its min utes and reported to the Senate 
at the next regu lar meeting. It may create special and ad 
hoc committees and determine the compos it ion of all 
comm ittees subject to the approval of the Senate. It shall 
refer to the appropriate Senate committee for study such 
matters as are des ignated by the Faculty Senate. The 
written reports of the committees to the Senate shall be 
submitted to the Chairperson oC the Faculty Senate. It 
shall insure that elections of the Senate are carried out as 
specified by the Constitution. 

2. By-Laws, Amendments. and Elections Comm ittee 
It shall be the responsibi lityofthis committee tosupervise 
nominations and elections. It shall study . and when 
appropriate, make recommendations concerning Senate 
rules and by-laws, proposed amendments. and procedural 
changes. 
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3. Faculty Status and Welfare Committee 
Itshall be the responsibili tyofthe committee tostudy, and 
when appropriate, make recommendtions to the Faculty 
Senate on poli cies, criteria. and procedures for faculty 
appoi ntments, recruitment of faculty, reappointments, 
promotions. and granting of lenure. 

It shall study and, when appropriate. make recommenda­
tions to the Faculty Senate on policies and procedures 
concerning salary. Caculty work load, working conditions. 
and summer teaching employment. It shall also furn ish 
advice on poli cies and procedures relating to retirement 
programs. insurance plans. s ick leave. and other subject 
areas that are relevant to faculty welfare. 

It shall also study and. when appropriate. make recom­
mendations to the Faculty Senate on policies and proce­
dures concerning sabbatical leaves. leaves of absence. pro-­
fessional travel expenses. off-campus teaching and service. 
consu ltant activities. and academic freedom and aca­
demic due process. 

4. Professional Responsib ilities and Concerns Committee 

It shall be the responsibility of th is committee to study. 
and when appropriate. make recommendations to the 
Faculty Senate on the policies and procedures for the 
consideration of faculty g r ievances. 

It shall study and . when appropr iate, make recommenda­
t ions to the Facul ty Senate on poli cies. c ri teria. and proce­
dures for faculty evaluation. and the recognition of out­
standing performance in teaching and Un iversity service. 

It shall study and. when appropriate. make recommenda­
tions on policies and procedures relating to patents and 
copyrights. University research grants. and recognition of 
scholarly and creative activity. 

It shall al so study and. when appropriate. make recom­
mendations to the Faculty Senate concerning the respon­
sibilities and obligations of the faculty person in his/ her 
role as scholar and teacher. 

5. Institutional Goals and Planning Committee 
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It shall be the responsibility of this committee to study, 
and when appropriate, make recommendations to the 
Faculty Senate relating to the long-range planning process, 
including institutional goals and objectives, program­
related physical facilities, and policies related to instruc­
t ional support areas. 

6. Fiscal AHai rs Committee 

It shall be the responsibili ty of this committee to study, 
and when ap propr iate, make recommendations to the 
Faculty Senate on institutional policies, procedures, and 
guidelines related to resour ces allocation, the financial 
impact of proposed program additions or changes, and 
institutional response to fin ancial 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 consid­
eration by the Academic Council. Upon recommendation 
of the committee, the Faculty Senate may initiate action 
on academic polic ies which it thinks should be considered 
by the Academic Council . This committee shall coord inate 
its efforts and activiti es with the Fiscal AffairsCommittee 
where academ ic polic ies and decisions have financial and 
budgetary consequence. 

8. Committee on University Committees 

It shall be t he responsib ility of this committee to appoint 
members of the university community to university-wide 
committees when instructed to do so by the Chairperson of 
the Faculty Senate at the request of the President of the 
University. 

9. Committee on Senate Communications 

It shall be the responsibility of this committee to produce 
and di stribute the Facuty Senate Newsletter to the univer­
sity community and to prepare other communiques of an 
informative nature at the request of the Chairperson of the 
Faculty Senate. 
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IV. Senate Action 

V. 

The Faculty Senate acts directly or through its committees. 
Formal communications contain ing advice and recommendations 
of the Senate on institut ional policies are addressed from the 
Chairperson of t he Senate to the President or office or body 
designated by the President. or through the President to the 
Board of Regents. 

The Faculty Senate may also address communicat ions to a 
member of the faculty or t he facu lty in gene ral, making 
suggestions or recommendations. giving advice, furnishing informa­
tion, or communicating otherwise for whatever purposes the 
Senate deems appropriate. 

By-Laws 

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

VI. Amendments 

An amendment may be p roposed 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 weeks before the vote is taken. An amendment 
becomes operative upon being approved by the Board of Regents. 

By-laws will be adopted to determine how amendments will be 
submitted. 

VII. Ratification 

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

THE EDUCATION RIGHTS 
AND PRIVACY ACT OF 1974 

The Educational Righ ts and Privacy Act of 1974 requires institu­
tions of higher education to inform the student body of the types of 
student educational records being kept with in the institution, where 
they are located on cam pus, and the oHicial respons ible for the secur-
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ity of these records. Therefore. students and faculty at Wester n Ken­
tucky University should be aware of the following: 

I. The permanent t ranscript of grades earned at the University is 
kept in the Office of the Registrar. Wetherby Administration 
Building. Inquiries should be directed to the Registrar. 

II. The permanent folder for each student, including such items as 
the application for admission, ACT scores. high school trans­
cript, correspondence with the student, etc., is kept in the Center 
for Academic Advisement. Career Planning and Placement, 
Wetherby Administration Building. Inquiries should be made to 
the Director of that Office. 

III. Academic advisement, career planni ng 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 Aca­
demic Advisement, Career Planning and Placement. Inquiries 
should be directed toe ither 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. Other student records perta in ing to teacher education, student 
affairs, organizations. alumni affairs. traffi c. residence halls. 
student health. and financial aid are maintained by the offices 
responsible for these areas. Inqu iries should be made to the 
Director of each office. 

Each offi ce and department maintaining student educational 
records has procedures for students to review their records and poli­
cies for the release of student records. Student educational records 
will be released outside the University only to those persons specifi­
cally authorized by the federal and state statutes. Within the Univer­
sity. student educational records are available only to authorized 
University personnel who have an educational interest in the student 
and the record. Inquiries pertaining to review or release of records 
should bedirected to the head of the office or department maintain ing 
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the record. 
Procedures for a student to challenge the content of an educational 

record when it is believed that a part ot the record is inaccurate. 
misleading, or in violation of the student's rights are as follows: l)The 
head of the office will confer with the student in an attempt to reach an 
understanding about the item in question and to resolve the matter it 
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 request from the student. At this 
hearing, the student and the head of the office will present the tacts to 
an ad hoc committee consisting of three impartial persons (adminis· 
trative staff and/or taculty) appointed by the Vice President. 3) Atter 
the hearing, this committee will make recommendations. but the Vice 
President will make the final decision. Inquiries about these proc~ 
should be directed to the head or the office or department and/or the 
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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I, 

REQUEST FOR INSPECTION OF 
STUDENT RECORDS 

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

Date' _____ _ 

______ ~~~~~~-------of 
(Name of Student) 

(Complete Address of Student) 
hereby request 

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

---~TI.:;;::;:::::;_:::::m;::c;""'""'::_:;;;:;::;;;_;y::::=i, ' pertaining to (Department or office which has custody of record) 

me. 

(Signature of student) 

(Telephone Number) 
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RELEASE REQUEST 

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

PART ( Da~: ____________ _ 

I hereby request access to the records of 
(Name of Student) 

___________ on behalf of 
(Name of per.on, agency or o ..... nisation) 

for the following purpose: 

The specific records requested are: 

Signature of penon desirinl' &CCSII) 

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', Signatur1!) 

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