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Introduction

For a number of years, Aquinas College has employed many individuals from
such fields as business, government, journalism, education, and medicine to
supplement its faculty. The wealth of experience and knowledge these
individuals bring to the classroom has been a valuable and much appreciated
asset. Hiring of adjunct faculty is done at a departmental level. Contracts
are issued by the Provost’s Office.

Mission Statement

Aquinas College, an inclusive educational community rooted in the Catholic
Dominican tradition, provides a liberal arts education with a global
perspective, emphasizes career preparation focused on leadership and service
to others, and fosters a commitment to lifelong learning dedicated to the
pursuit of truth and the common good.

Academic Ranks of Part-time Faculty

Most part-time faculty members begin their teaching experience at Aquinas
College with the rank of Lecturer. Adjuncts with substantial college
teaching experience can be appointed at a more appropriate level by the
Provost. To more fully recognize the contributions of adjunct faculty
members and to insure that they become a more integral part of the Aquinas
community, additional ranks were approved.

The qualifications, appointment procedures, and privileges for adjunct
faculty ranks are as follows:

A. Lecturer
A lecturer is a part-time faculty member assigned independent
responsibility in teaching or in conducting laboratory work or both.
Criteria for this rank are determined by the Provost.

B. Adjunct Assistant Professor
An adjunct assistant professor is a part-time faculty member assigned
independent responsibility in teaching or in conducting laboratory work or

both. The adjunct assistant professor may be expected, depending upon the
department/division needs, to attend department/division meetings and
participate in the rights and duties of the department/division. The

combined teaching departmental/divisional responsibilities must total less
than the full-time faculty workload. Appointment to this rank or promotion
from the rank of lecturer presupposes the following qualifications:

1. A Master's degree or the equivalent knowledge and experience

2. Four years of part-time teaching at the college level is required
3. Demonstrated ability as a teacher

4. Evidence of growth in professional/research activities

C. Adjunct Associate Professor
An adjunct associate professor is a part-time faculty member assigned
independent responsibility in teaching or in conducting laboratory work or
both. The adjunct associate professor may be expected, depending upon the
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department/division needs, to attend department/division meetings and
participate 1in the rights and duties of the department/division. The
combined teaching and departmental/divisional responsibilities must total
less than the full-time faculty workload. Appointment to this rank or
promotion from the rank of adjunct assistant professor presupposes the
following qualifications:

1. A Master's degree or the equivalent knowledge and experience

2. Ten years of part-time teaching is required
3. Recognition for accomplished ability as a teacher
4. Evidence of continuing growth in professional/research activities

D. Adjunct Professor
An adjunct professor is a part-time faculty member assigned independent
responsibility in teaching or in conducting laboratory work or both. The
adjunct professor may be expected, depending upon the department/division
needs, to attend department/division meetings and participate in the rights

and duties of the department/division. The combined teaching and
departmental/divisional responsibilities must total less than the full-time
faculty workload. Appointment to this rank or promotion from the rank of

adjunct associate professor presupposes the following qualifications:

1. A Master's degree or the equivalent knowledge and experience

2. Twelve years of part-time teaching is required

3. Recognition for accomplished ability is required

4. Recognition for distinguished accomplishment in professional/research
activities

Adjunct faculty ranks do not carry tenure privileges.
The services of the adjunct faculty are contracted as often as is compatible
with the needs of the college and the schedule of the individual.

The privileges of adjunct faculty rank include:

1. Adjustment in salary upon promotion to each rank plus the benefit of
periodic general salary increases.

2. Tuition remission (undergraduate courses only) of 1 hour for each
faculty hour taught, applicable to the instructor, spouse, or dependent
during time of employment. An adjunct faculty member shall be
considered "in employment" if he/she has taught within the past 3
semesters (7 quadmesters). The complete remission policy can be found
in appendix A.

3. Eligible for professional development opportunities available through
the Office of Faculty Development - Office of Provost, unless a given
opportunity is limited to full-time status by an outside agency.

4. Listing in the college bulletin, directory, and appropriate college
documents as adjunct members of the faculty of Aquinas College.
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5. Access to Aquinas College intranet including MYAQ, Course Connect and
ACORN.

Application for Promotion

The Provost annually reviews the status of adjunct faculty to identify those
eligible for consideration based on years of experience. The appropriate
academic chairperson is then contacted for his or her recommendation.
Adjunct faculty members may also request consideration for promotion as
follows:

1. Present a written request to the appropriate academic chairperson.

2. Arrange to have copies of past and current student evaluations sent to
the appropriate academic chairperson if these are not in his or her
possession.

3. Supply an up-to-date resume listing professional and educational
qualifications, professional activities, and teaching experiences to
the Office of the Provost.

The academic chairperson will evaluate the teaching effectiveness of the
candidate and make a recommendation to the Provost.

*** Only teaching in credit-bearing programs at Aquinas will apply in
determining teaching experience for adjunct status. Education observations

and supervisions do not count for remission nor promotion status.

Teaching Contracts

Teaching contracts for adjunct faculty are issued on a course-by-course basis
subject to scheduling needs of your department. The chairperson will contact
you for your services as often as is compatible with the needs of the
department, the College, and your own schedule. Contracts are generally
issued two weeks before the semester begins. Your compensation is dependent
upon your teaching rank and upon your highest earned degree.

TIAA Benefits

Part-time employees of Aquinas College are eligible to make individual pre-
tax contributions to a TIAA/Cref Supplemental Retirement Annuity. If you
would like more information about SRA opportunities, please contact the
Director of the Human Resources Department at 616-632-2499. There are no
other benefits associated with adjunct teaching positions.

Course Cancellations

Each contract is subject to adequate enrollment in the course as determined
by the College. 1If your course is cancelled, an Aquinas College official
will notify you and any students enrolled as soon as possible. Your
department chairperson can also confirm the cancellation with you.

School Closing/Class Cancellations: Adverse Weather Conditions

During periods of adverse weather, tune to your local radio stations or TV
Channels 13 or 8 to receive any cancellation announcements. You may also
call the Aquinas College Emergency Weather Hotline at 616-632-2463.




Guidelines for Part-time and Adjunct Faculty

Independent Study Component

Every course offered in the 8-week Quadmester format requires an Independent
Study Component, a separate, specific statement of the instructor's criteria
for constituting the third credit hour of the course. The scope of the
8-week course must be comparable to a 16-week class. Examples include
assigning research papers, projects, responsibility for extra chapters from
the text that will not be covered in class, or other approaches you choose
designed to aid students in using the knowledge gained in the course.

Course Syllabus

Advance notice of your academic expectations and course requirements helps
reduce student anxiety and to avoid any misunderstandings. Please provide
each student with a Course Syllabus at your first class session.

You are also required to send electronic copies of your syllabus to your
department chair and the Provost’s Office (edisomon@aquinas.edu).

The following language is required to appear in all syllabi:

Students with Disabilities

If you believe you qualify for course adaptations or special
accommodations under the Americans with Disabilities Act, it is your
responsibility to contact the Disability Coordinator (616-632-2166)

and provide the appropriate documentation. If you have already
documented a disability or other condition that would qualify you for
special accommodations, or if you have emergency medical information or
special needs, this should be reported in confidence to the Disability
Coordinator to discuss your specific needs. Together, you can then plan
how to best coordinate your accommodations.

Academic Assistance

The Academic Achievement Center (616-632-2166) offers free tutoring to
all students. In addition, participants in the Student Support Services

program can receive academic assistance and other services

(Adjunct faculty are encouraged to use the standard syllabus template
Jlocated at h:\\employee\assessmentcommittee\SyllabusTemplate2008)

Other items to include:

¢ Course objectives and regquirements

¢ Independent Study Component if a quad class

¢ Attendance expectations to fulfill course requirements

¢ Assignments and due dates as far into the course as possible

¢ Explanation of testing and grading

¢ Textbook/materials required

¢ Course number, your name, and how, when, and where you can be
reached

¢ Semester and academic year for which syllabus was prepared

Textbook Selection

The Aquinas Bookstore, located in the lower level of Wege Center, is notified
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of the courses and instructors for the next term. Please contact Marian
Todish, Manager of the Bookstore, to make arrangements for ordering your
textbooks. Ms. Todish can be reached at 616-632-2959. The bookstore has
information on procedures for ordering textbooks, textbook desk copies,
department printed material, and other details necessary for ensuring that
you will know how to order and receive your materials in an orderly and
timely manner.

Check with your department chairperson on text selection. Some texts are
specified for certain courses. Technical Services in the library has a
reference book, Books in Print,that lists texts by subject if you wish to
explore new texts.

Readings for Adjunct Faculty

The Grace Hauenstein Library has a wide selection of reading materials on the
subject of college teaching. Books, such as “Teaching Tips for College and
University Instructors: Practical Guide” and “Successful College Teaching:
Problem-solving Strategies of Distinguished Professors,” are available, as
well as some videos which cover the topic. The library also subscribes to the
ERIC and Educational Abstracts databases for access to current research about
college teaching.

Assessment

The purpose of assessment is to measure student academic achievement, with a
focus on continuous improvement of academic programs, teaching, and learning
to foster student academic, social, and spiritual development. Your academic
department has an assessment plan, and you are encouraged to ask your
department chairperson for a copy. You will be required to submit assessment
materials as directed by your department chairperson.

Class Meeting Times

IMPORTANT: 6:30-10:30p.m. is the Quadmester time frame which allows for two
20 minute breaks (50 minutes per hour of class time). Please begin on time
and dismiss your class no earlier than 10:10 if you allow your second break
at the end of the time period.

Semester day: Two or three days per week for 16 weeks with a mid-term break
week both fall and spring.

Semester evening: One or two evenings per week for 16 weeks with a mid-term
break week. (Variable time frames).

Quadmester: One evening per week for 8 weeks.

Summer Session Mini: Two evenings per week for 4 weeks.

Directed Study Program: Five Saturday classes meet every three to four weeks
over a l6-week semester or over 12 weeks in the summer. Mornings, 9:00
a.m.-12:30 p.m., or Afternoons, 1:30 p.m.-5:00 p.m.

One 20-minute break should be scheduled mid-way in the class session with the

exception of Semester-long day courses. Again--please begin class on time,
and dismiss on time.
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Changes In Schedule

Deviations from the printed schedule must be unanimously agreed upon by
teachers and students and need to be reported immediately to the Provost’s
Office and the Registrar’s office for approval.

Availability and/or Absence of Faculty

Faculty should normally be available at least 10 minutes before and after
each class and during the break. 1Indicate on your syllabus what other times
you are available to students and how they can contact you.

A faculty member who knows in advance that for some reason he/she will
need to miss a class should arrange for a replacement, schedule a make-up
period, or provide an assignment or project to cover the period missed.
All such absences should be reported in advance to the Academic
Chairperson and to the Provost with details of the arrangements that have
been made for covering the period. It is the right of the Academic
Chairperson and/or the Program Director and the Provost to refuse to
approve the absence or the plans for covering the class.

Faculty members who cannot report for class because of illness or some
immediate serious reason are to notify the Registrar’s Office at 616-632-
2866. The Registrar's Office will notify the Academic Chairperson and/or
the Program Director and the Provost’s Office. The Provost’s Office will
post the notice of the absence at the classroom and at the Provost’s
bulletin board.

Students are not obliged to wait for a faculty member who is more than 20
minutes late for a scheduled class.

Smoking Policy

All buildings are smoke-free. There is no smoking with 10 feet of any
Aguinas building.

Student Attendance

The College catalog states: "...regular and punctual attendance is
expected, the student accepts the consequences of failure to attend."

The class attendance policy in each course will be determined by the
faculty member(s) in terms of the objectives of the course.

Please communicate your expectations clearly. Responsibility to catch
up on missed classes and work rests with the student, not the faculty
member.

Early in the term, all faculty members are required to take attendance in
order to provide the Registrar with accurate reports concerning "no
shows" and students whose names do not appear on the Registrar's lists.
The federal government has increased its scrutiny of student attendance
regarding eligibility for federal student aid programs. Agquinas College,
in order to respond to this increasing scrutiny, requires an attendance
report, on at least one date each term, in order to assure the College's
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compliance with federal requirements. It is important to pay close
attention to the reporting of "no-shows” for whom no drop slip was
received, and the recording of No Credit grades. All faculty members are
expected to comply with the following class roster procedure:

1.

One copy of the initial class roster will be sent to faculty via MyAQ
prior to the beginning of each course. Faculty members are expected to
take attendance each day for the first two full weeks of class and
document the attendance on the initial class roster. Faculty members
are to retain that class roster. Drop and add slips, which will change
this roster, should be processed promptly by students, faculty and the
Registrar during this period.

In the third week of classes the Registrar's Office will supply
duplicate copies of updated class rosters for all classes beginning
that term. By the end of the third week of classes, students who
appear on the updated roster but who have not regularly attended
through the end of week two are to be reported as possible drops, with
exact attendance information provided. The duplicate sheets are to be
used for this purpose. They should be returned to the Registrar’s
Office.

Student Integrity

Appendix D contains the academic dishonesty policy.

Exams

Students prefer and benefit by frequent learning evaluation and
feedback. During and at the end of each course, please give regular
written examinations or their equivalent. Research indicates frequent
testing enhances the learning process.

Final Exams dates are published in the course schedule and are given on
week 16 for semester long courses, or for Quads, in week 8.

Grading
Students' work in each course is evaluated by letter grade and by the
number of honor points earned. Inform your students at the initial

class meeting of your system of grading.

AQUINAS'S GRADING EVALUATION

Grade Honor Points (per semester hour)
A = 4.0
A- = 3.7
B+ = 3.3
B = 3.0
B- = 2.7
C+ = 2.3
C = 2.0 GPA required for graduation
C- = 1.7
D+ = 1.3 D grades not accepted in the Major
D = 1.0 field. Some departments have
D- = .7 higher grade requirements.
F = 0.0 (Counts in grade points)
I = Incomplete
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The Registrar provides a Grade Report Sheet for each class you teach.
Please return the sheet on or before the deadline.

You may report the grade of I (Incomplete) for a student's work if for

some acceptable reason a small portion remains unfinished at the end of

the quadmester or semester. The student is informed by the Registrar

of the deadline for a grade. An Incomplete automatically becomes a no-credit
(NC) unless the instructor changes the grade on a Grade Change Report by the
end of the next quadmester or semester. The grade forms are available from
the Registrar's Office in Hruby Hall. The Registrar approves any extension
requests and accepts only written requests from faculty. Permission to
extend the date for another five weeks is acceptable only in exceptional
cases.

Credit/No Credit Courses

Most students receive a letter grade. A student who enrolls in a course
not in his or her major or minor area may submit a request to the
instructor for permission to take the course on a credit/no credit basis.
The student must make the request during the first week of class. The
instructor has the prerogative to grant or deny the request. Please
inform the Registrar’s office if a student is taking a course for
credit/no credit

Student Evaluations

Students are given the opportunity to evaluate all courses. Evaluation
forms are distributed to faculty in the campus mailboxes. Instructions
are to have a student monitor the class, collect the forms, and return
them. Students are reminded to use a #2 pencil and to give only one
answer per multiple choice question. Have your evaluations filled out at
the last class session and before administration of the final exam.
Please adhere to the instructions by leaving the room. Only the selected
student should handle the completed evaluations.

The Provost, Academic Dean and the Department Chairperson review the
student evaluations from each class. Strict confidentiality is
maintained with all evaluations. Evaluations cannot be reviewed until
final grades have been submitted. You will receive your evaluations from
your department chair. They are your property at that time. A sample
course evaluation form is included in this packet (Appendix C).

Department Evaluation and Support

Your Department Chairperson may occasionally visit your classes. You
should receive an advance notice so that the purpose of the visit is
clear.

The intent of any efforts to evaluate your performance in the classroom
is for your support and overall development. Classroom visits remain a
vital part of our developmental efforts. They prove an effective way to
identify strengths and areas of concern, to identify common needs, to
stimulate interest in and discussion of various methods of teaching, and
to strengthen professional growth. Any questions or concerns can be
identified and discussed with you in confidence. Every effort will be
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made to help you solve any problems that may exist.

Emergencies/Campus Security

The Public Safety Department, located at the west end of Wege parking
lot, may be contacted at ext. 3333 should any unexpected need or
emergency arise. Officers are available to assist with medical
emergencies or minor car problems.

Counseling Services

The Counseling Services at Aquinas College provide an atmosphere in which
students can openly express their feelings, thoughts, and concerns.
Professional counselors are available to support students through
difficulties they may encounter while at college. Among the issues that
students have brought to the Counseling Center are depression, physical
and sexual harassment and abuse, rape, adjustment difficulties,
relationship issues, career focus, eating disorders, drug and alcohol
problems, suicide ideation, etc. Counselors have scheduled appointment
times and are available on a 24-hour basis for emergencies. The
Counseling Center staff maintains contact with other local agencies to
make any referrals for long-term or in-patient treatment. The Counseling
Center is located on the lower level of the Donnelly Center and all
appointments can be scheduled at (616) 632-2905.

Parking

To park on campus, all faculty members must have a valid Aquinas Parking
Sticker available at no charge from the Public Safety Department located
at the west-end of Wege Parking lot. Campus Safety will require your
driver's license and vehicle registration to process this form. Parking
locations for faculty are marked with signs in the Wege lot. Other
locations are identified in the parking regulations you will receive.

Mailroom

Academic Building, Room 53 (west wing-lower level)

Lock Combination: May be obtained from Mary Jo Czarnecki (616-632-2142).
Your department chairperson can contact the mailroom to assure that a
slot is assigned to you during the term you are currently teaching.
Please check your mail slot regularly for important announcements and to
eliminate storage problems.

Secretarial Services

Faculty Secretaries may be reached from 8:00a.m. to 5:00 p.m., Monday through
Friday, or materials may be left in their mailboxes in the Academic Building.

Departments with related clerical services are:

Art and Music Center Kathy Zimmerman AMC 106 ext. 2413
School of Education Mary Pastore AB 260B ext. 2435
School of Arts & Science Diana Dixon AB 107 ext. 2158
School of Management Lynn Atkins-Rykert AB 201A ext. 2924
Albertus Hall Cynthia Chapman AH 100 ext. 2401

Please note: To call an extension on campus, simply dial the four digit
extension number. However, to reach an extension from off-campus, first

10
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dial the prefix 632 then dial the four digit extension.

Office Supplies

Purchase needed supplies from the bookstore in Wege Center and request
charges billed to your department. Please do not purchase textbooks as
they are available free to instructors by ordering a desk copy through
the publisher.

Duplicating Services

You may have materials duplicated in the copy center. The manager, at
extension 2061, can help you with the procedures and with charging the
materials to your academic department. Please give 24 hour notice on
your requests, longer if it is a big project.

Location: Academic Building - Rm 53

Hours: 8:00a.m. - 6:30p.m. Mon thru Thursday and 8:00AM-
5:00PM Friday.

Phone assistance: 632-2061

Grace Hauenstein Library and Media Center

The library is located on the east portion of campus. All materials
available for circulation can be found in the library’s online catalog,
TomCat, which is accessible from off-campus (www.aquinas.edu/library).
The Reference Desk is staffed by librarians from 9 am to 9 pm Monday
through Thursday, 11 am - 3 pm on Saturdays and 1 - 5 pm on Sundays.
Please call 632-2140 or 632-2137.

The library has about 110,000 books in its collection and subscribes to
about 60 databases covering a wide variety of subjects. These databases
are available from off-campus; an Agquinas ID number is required for
access.

Librarians are available to teach students how to use the library, do
research and effectively search the most relevant databases for any
topic. Each library instruction session is tailored to faculty and
student needs. The sessions take place in a 15-computer classroom, which
seats 30 students, located within the library. Please contact Shellie
Jeffries at 632-2130 to request a session.

The Library’s Media Department provides equipment such as director
projectors and digital cameras for check-out. Other services available
include audiotape dubbing, binding, lamination and scanning. Please
contact the Media Department at 632-2132.

The Media Department’s Graphics Office provides print materials including
posters, flyers, signage and brochures. Please contact Lisa Klynstra-

Yarost at 632-2129.

Please make reservations for equipment and requests for services as far
ahead as possible.

Reference Desk 632-2140
Media Department Desk 632-2132

11
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Circulation Desk 632-2137

Hruby Hall

Academic Advising: Refer any student questions about degree
requirements, course scheduling, or graduation requirements to the full
time academic advising staff in Rm. HH30, ext. 2866.

Other offices at Hruby include:
Admissions (ext. 2900)
Student Accounts (2864)

Application forms and tax forms are completed at the time of orientation
with Monica Edison (632-2151), the Adjunct Faculty Coordinator. All forms
must be completed before your contract can be processed for payment.

This information is forwarded to the Payroll Department.

Direct deposit service is available through the Payroll Office.

For additional information concerning payroll, contact Melissa Rauch,
at 632-2918.

12
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Appendix A
Remission Policies For Part-Time Employees

1.

10.

GENERAL POLICIES

"Part-time" status is determined by the Human Resources Department

using approved College policies and definitions.

For purposes of this policy a "dependent" child is one who is defined
as a dependent under the current IRS guidelines. In the limited
circumstance in which a part-time Agquinas College employee has a child
who would otherwise be eligible for remission benefits as a dependent,
but who is not eligible because the employee's ex-spouse claims the
child as a dependent, remission benefits will be made available as if
the child were a dependent. In that circumstance, Agquinas College makes
no representation as to the tax treatment of the remission benefit;
upon receipt of documentation tax forms will be prepared showing the
value of the benefit received by the employee.

Eligibility for courses taken with the utilization of earned remission
benefits depends on the particular part-time status of the employee.
See specific part-time classifications, below, for specific information
about eligibility. Availability of the benefit begins with the first
new semester (for full-time traditional age students) or the first new
term (for all other students) commencing after the date of eligibility.

Termination of eligibility for remission benefits depends on the
particular part-time status of the employee. See specific part-time
classifications, below, for specific information about termination of
remission benefits.

Courses for which the remission benefits are utilized are available on
a space-available basis; where courses are oversubscribed, non-
remission students have first right to course selection.

Tuition remission is available only for courses offered by Aquinas
College. Benefits do not apply to any program of study which would
entail the outlay of funds to another provider.

Employees may only take courses outside of their regular working hours,
unless prior approval is obtained from their supervisor.

Application for remission benefits must be made through the Financial
Aid Office on a timely basis. All remission students are required to
apply for available outside sources of gift aid (State and Federal).
Remission benefits are reduced by the amount of State and Federal gift
aid for which a remission student is eligible, whether or not those
benefits are actually received. If a remission student fails to apply
on a timely basis for outside sources of gift aid, the remission
benefit will be reduced by the amount of the gift aid which would have
otherwise been available, and the student must pay that amount to the
College. It is the employee's responsibility to ascertain filing
deadlines for outside gift aid.

Where remission benefits are available, the benefit is reduced by the
amount of State and Federal gift aid for which a remission student is
eligible, whether or not those benefits are actually received.

However, when only partial remission benefits are available for credit
to the account of a full-time traditional age student (student type
"R"), the following policy will apply:

13
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Remission benefits for each "course" banked will be applied
to a full-time traditional age student's bill in the amount
of the CE credit hour rate times three credit hours ("the CE
value;" three credit hours have been chosen because that is
the normal credit hour level assigned to courses). When the
student is taking 12 credit hours or more (by definition, a
full-time student) a bank of four courses will be sufficient
to remit full tuition charges for that semester. If fewer
than four courses have been banked, credit will be applied on
the basis of the CE value of the number of courses banked and
used.

For any semester in which full remission is applied,
all other remission guidelines will apply (i.e., State and
Federal gift aid reduces the remission benefit, and other
available Aquinas aid is severely limited). If a full-time
traditional age student (student type "R") chooses to use the
banked courses on a course by course basis, rather than to
remit an entire semester, eligibility will remain for State
and Federal gift aid, and other Aquinas aid.

11. Remission benefits are subject to forfeiture and suspension for
excessive adds and drops (more than four per semester).

12. Remission students are responsible for timely payment of the following
specific fees assessed and other charges incurred by the College:

A. music

B. lab fees

C. parking fees and fines

D. observation fees (student teaching)

E. Community Senate funding allocation (each semester)

F. fees for health services or other services rendered

G. charges for independent study or other special faculty
remuneration based on course subscription

H. other fees and charges

Adjunct Faculty Eligibility:
Adjunct faculty members are eligible for remission benefits after they
have completed two academic years of part-time teaching in a credit-
bearing program at Aquinas College. These two years of service must be
completed without a break in service such as would cause termination of
eligibility (see below). Once eligibility is established, remission
becomes available the first new semester (for full-time traditional age
students) or the first new term (for all other students) commencing after
the date of eligibility.

Termination of Eligibility:
Eligibility terminates, and banked courses expire, if the adjunct faculty
member has not taught within the past three semesters. If a teaching
schedule is later re-established, the eligibility period must again be
completed before new courses earned can be utilized.

Number of courses earned:
One remission credit hour is earned for every faculty hour taught.
During the initial two-year period, remission hours earned will be
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banked; the earned hours may not be utilized until two years of teaching
have been completed.

Benefit to Whom:
Upon eligibility (that is, after the initial two year waiting period),
(part-time) adjunct faculty members are entitled to 100% tuition
remission for all undergraduate and 50% for graduate courses taken
utilizing banked remission course credits.
Upon eligibility (that is, after the initial two year waiting period),
spouses of (part-time) adjunct faculty members are entitled to 100%
tuition remission for all undergraduate courses taken utilizing banked
remission course credits. No remission benefits apply for graduate
courses.
Upon eligibility (that is, after the initial two year waiting period),
dependent children of (part-time) adjunct faculty members are entitled to
100% tuition remission for all undergraduate courses taken utilizing
banked remission course credits. Banked courses accumulated during the
two-year waiting period may also be utilized for formerly dependent
children who have become non-dependent during the two-year waiting
period. No remission benefits apply for graduate courses.
No remission benefits are available for non-dependent children of (part-
time) adjunct faculty except as explained above for courses banked while
the child was a dependent.
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Appendix B
SERVICES FOR STUDENTS WHO HAVE A LEARNING DISABLILITY

The mission of Aquinas College is to provide a liberal arts education with a
career orientation in a Catholic Christian context to all students capable of
profiting from such an education. Aquinas is dedicated to enabling all
students to reach their full academic potential. In accordance with Section
504 of the Rehabilitation Act of 1973 any Aquinas College student with a
documented learning disability is eligible to receive reasonable and
appropriate services and accommodations. Along with a great deal of support
and encouragement, the College offers the following to those students so
identified:

1. Academic and Career Counseling: A counselor will help with academic
advising, goal setting, and career assessment. Students are then able
to better clarify the ways in which personal goals, skills, and
academic preparation relate to a career search and professional
placement.

2. Study skills: A specialist will assess the study skills of individual
students and will work with the student to improve those skills. Areas
typically covered are textbook reading, note taking, test preparation,
test-taking strategies and time management.

3. Basic skills instruction: Professional, one-on-one, basic skills
tutoring will be provided in the areas of writing, mathematics, and
computer information systems

4. Memos to professors: With a student’s written permission, memos are
sent to instructors. The memo will introduce the student and provide
a description of the disability. Communication concerning the
student’s strengths, weaknesses, and learning style as well as coping
mechanisms used previously are strongly encouraged.

5. Tutors: Peer tutoring is available for a wide range of subjects. A
specialist will work with each student to set up a tutoring program
when needed.

6. Test-taking modifications: The specialists work with the instructors
to accommodate the student’s individual test-taking needs. Provisions
might include untimed testing, oral-testing, testing with a reader or
testing in a separate room.

7. Personal counseling: The counselor will provide personal counseling
and/or crisis counseling with referral to other individuals and/or
agencies when appropriate.

8. Registration assistance: Advisors will work with individual students

to select appropriate courses, and assist students in preparation of
required registration and financial aid forms.
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9. Support group: This group meets monthly over lunch to discuss topics
of interest to the learning disabled undergraduate and graduate
students.

10. Mentorship program: Students new to the Agquinas campus are matched
with other learning disabled students who will provide support and
encouragement and will answer questions about campus life.

11. Evaluation: Our specialists will recommend qualified professionals to
those students referred because of a suspected learning disability.
Documentation of a learning disability is necessary for full services
to be provided.

12. Note taking: Special paper will be available at the Aquinas
bookstore which will allow a classmate who consents to make
copies of class notes for those who would benefit from that

service.

13. Computer services: It is strongly recommended that all students learn
to use computers to write papers. There is a computer lab available
for students. The lab is staffed by peers trained to offer assistance.

Many word processing programs are able to check spelling.

14. Taped books and magazines: A student with a learning disability may
register with the Recording for the Blind, Inc. and the Library of
Michigan/Library for the Blind and Physically Handicapped.
Applications will be made available from Student Support Services or

the Academic Achievement Center. These organizations tape all kinds
of reading material, including textbooks, and lend the tapes and
listening equipment. There is a one-time registration fee of $25 for
Recording for the Blind,Inc.; Library of Michigan is free.

These services are not mandatory. We recommend that you discuss your needs
with a specialist to determine those services that will benefit you. We know
that the learning disabled students succeed at Aquinas because they are self-
motivated, capable, and wisely use these services as they need them.

If you have any questions or would like to meet with a staff member, please
call Sarah Cox at 632-2166.
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COURSE EVALUATION FORM

Aguinaa Callegs
1507 Robimon Faad
Giraned Rapids, M8 AR08

INSTRLCTOR'S NAME COURSE HUMBER SECTION NUMBER TIME COURSE MEETS TOOAYE ODATE

Your responses amd the summary reports will nof be given fo the insfrictor until after fingl gradas have been assignad for the
course. A studant will collect the completed forms and retum them to ihe Offce of the Provost. Instruclors are to shsent
themselvas from the roam when hesa evaluations are being filed out by the students, Thank vou for vour help,

Student Information:
What |5 the status af this course in your program?

O  major-required Z major-glactive T minor-required ) minor-alective
gararal edecation requirsment 1 slective
What was your class attendance?
Missed Eﬂ% ar mare Miszed about 25% Mizsed abuut 0% Maver missed

Hew marny ht-uns of out-of-class work did ynu devote to inls class, on average; par waek?
1 0-1 [ 2-4 O B-8 [0 .8-12 [F13-16 1 17+

Flease respond fo the fofowing Statemeants concerming the course and your inafrictor, Yooy —ec S TEE N0, PErci. oy [l 4
resgonsas will be wsad lo improve (nsfriction and 855285 cowrses, programs and (nstructons, E'}:“'ﬂf CHANGES
indicate. your tevel of agreement wilh the stalements below vaing the fallowing scale; i

Strongly disagree 1 23 4 5 Strongly agres

Cnuma Irmmrlm:lon
T W O @ B 6
7 OB OE B m e
0 @ B &0 @ HA
b @& m @ ®E HA
I B @ @ Ha
M @ @D 5 m &
- A iE rRas o m m . B HE
8. My mrerall ratlng of thus COUrsa [tr:,.- ta snt asm:ie yrau: feedings about the instructar);
(1= poor, 2 = fair; 3 = moderate; 4= good; 5 = exgallznt) B B E m HA
g B ' W B LT
b @ B E HA
i & om 3 & L}
0 & m & g HA
b & B @ B KA
M @ W o W L1}
o @ B O B
g 3 @ @ & HA
I & E @ OB A
i e O 3 @ @ ® W
r h qtudpnts. o o 3 @ m L]
20, hl'l:.f overall rahng af 'Ihls |r|.sw|:;tm {i!rl_.l torsel aside your fealings shoutthe caursa); '

C callant): i @ 3 o & (1]
mZ E @ ® @

“Bpaceas for pptionzl quastions supplied by the nstnictor {52 reversa)

TT AN T 1 o7 FORMNO.FawAc SIDMINMICRIORATONOS s osms yie i
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COMMENTS

| consider this instructor's strengths fo be

| eonsider this instruclor's weaknesses (o ba

1 find thie following most valuable in this course:

[ would like 1o see (he laliowing changes in this course:

Crthar commernts:
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Appendix D

Academic Dishonesty Policy

Academic Dishonesty
The purpose of an Aquinas education is to instill in the student a quest for knowledge, a love for learning, and a pursuit of
truth which comes from being an active member of an academic community with fellow students and faculty. Central to

this community is the personal integrity of each member.

Dishonesty in any form is an extremely serious offense and the College has a strict policy regarding academic dishonesty

that includes, but is not limited to, plagiarism and any form of cheating on coursework and examinations.

Plagiarism

It is understood that all academic work which a student submits to his/her instructor is the result of the student's own work.
When a student submits work claimed to be his or her own, but which in any way borrows ideas, organization, wording, or
anything else from some other source without an appropriate acknowledgment of that fact, the student is guilty of

plagiarism.

Plagiarism may take many forms. In general, however, it can be defined as presenting as one's own, the words or work or

opinions of someone else.

Students commit plagiarism if they submit as their own work:

e Part or all of an assignment copied or paraphrased f

without written acknowledgment;

e Material prepared by another person or organization;

e The sequence of i deas, -pattenodsongc@erBen Rlagioifm octuastwken suchd
sequence of ideas is transferred from the source(s) to a paper without the process of reflection, integration, and

reorganization in the writer's mind, and without written acknowledgment.

Students are accomplices in plagiarism and equally guilty if they:
e Will fully allow their work, s wdaibhdamd sibmitted psahpveork ofi n

another;

or t

out |l i

e Prepare a written assignment for another student and

When in doubt as to the criteria for writing reports and papers, it is the student's responsibility to consult beforehand with

the instructor who will receive the finished work.
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Cheating
Cheating includes, but is not limited to, any attempt by a student to answer questions on a test or quiz by any means other

than his/her own knowledge. Examples of cheating are:

e Use of any materials in the process of completing an e
e Transmission of information either given or received ¢
* Intended observation of another's work for hints on me

consent of the instructor;
. Obtaining, i B cofy af thd examination withowt hoasénteof the mskructor;

e Buyi nuwingofprevipus éxaninations given in the course without the consent of the instructor.

If a student is suspected of cheating or plagiarism, the instructor will confront the student. If it is confirmed that a violation
has occurred, the instructor will determine which of the following penalties is to be applied:
e The student may fail the test or paper in gquestion.
e The student may be required to resubmit the work or toc

e The instructor may assit"donthetohre. st udent a grade of " No

Reports of Academic Dishonesty
When an instructor knows that academic dishonesty has occurred, he/she will file a written report with the instructor's
Department Chair and the Dean of Students. The report will include:

e  the student's name;

e the nature and pertinent evidence of the violation;

e the student's response if confronted by the instructor; and

e any action taken by the instructor.
Once a report is received by the Dean of Students, if no further action is requested or deemed warranted by the
circumstances, the Dean will simply retain the report. If multiple reports are received regarding suspected or
substantiated academic dishonesty by the same student, the Dean of Students will refer the case to the Provost. The
Provost has the discretion to take further steps toward disciplinary action which may include expulsion from the College

or revocation of degree.
If the student feels he/she has been wrongfully charged with cheating or plagiarism, he/she may wish to consider filing a

formal grievance (see following section on academic grievance procedures). If this route is followed, the grievance panel

would review all pertinent information and make a recommendation to the Academic Grievance Officer.
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