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University benefits for all faculty members (tenured and untenured) are detailed in the Exempt-
Employee Handbook:  
https://connect2u.wne.edu/human-
resources/Documents/Forms%20%20Information/Handbooks/Adminhandbk.pdf 
The University reserves its right to amend benefit coverage at any time as approved by the University’s 
Board of Trustees. 
  

https://connect2u.wne.edu/human-resources/Documents/Forms%20%20Information/Handbooks/Adminhandbk.pdf
https://connect2u.wne.edu/human-resources/Documents/Forms%20%20Information/Handbooks/Adminhandbk.pdf
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A – 1  INTRODUCTION 
 
Section 1 Preface 
 
 
1.1. The specific nature of Western New England University and its commitment to service focus 

attention directly on the students who are its reason for being. Faculty are hired primarily for their 
competence to teach in the light of individual training and experience. Since the University is guided 
by its Mission Statement, approved by all segments of the University Community, support of its goals 
is incumbent upon those accepting faculty appointment. Faculty bear responsibility for originating, 
maintaining, and transmitting an educational process that exhibits the highest quality possible. 

 
1.2. Participatory decision making is the way of life at Western New England University.  Through it 

we hope to use most fruitfully the talents of all who are a part of its Community. The faculty are 
encouraged to become involved in such a way as to contribute their varied competencies and 
diversity of interest in academic matters. 

 
1.3. The Faculty Handbook is intended to accomplish the following: 
 

a)  To specify the employment rights and responsibilities of the faculty. It is considered a 
part of the contract issued upon appointment and all subsequent salary letters and/or 
letters of appointment. 
 
b)  To bring together those University policies, regulations, and procedures which apply 
directly to faculty or which are important for the faculty’s understanding of the 
functioning of the University. 
 
c)   To provide a guide to the University’s organization and governance. 

 
1.3.1.    The Western New England University Faculty Handbook contains University policies, 
procedures, and other information in effect as of January 8, 2016. Any subsequent changes in 
policies, procedures, or employment terms are incorporated in the next annual contract issued 
by the University to the faculty after such changes are adopted by the Board of Trustees. 
Changes in the Faculty Handbook are effected in accordance with the procedure specified in 
Section 2. 

 
1.4. Those revisions that are present in this volume have occurred as a result of the work of many 
people. They have been reviewed by the Faculties of the Colleges of Business, Engineering and Arts & 
Sciences, the Faculty Senate, the Administration, the Board of Trustees, and University General Counsel. 
Our gratitude is hereby expressed to all who contributed to this volume and to those who will continue 
to work on it to create a more nearly perfect document. 
 
Effective Date: January 8, 2016 
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Section 2 Procedures for Revising this Faculty Handbook 
 
2.1.  Changes to this Faculty Handbook are discussed and implemented through the cooperative 
efforts of the Faculty, Administration, and the Board of Trustees. The procedures for implementing 
changes to the Faculty Handbook are as follows. 
 

2.1.1.   Notification of the need to make changes to the Faculty Handbook will be sent to the 
office of the Provost, by the person(s) requesting the change(s). 
 
 2.1.2.   The Provost will notify the Faculty Senate of the requested change(s) and provide a 
deadline by which the Senate must provide a recommendation as well as any deadline by which the 
revision work is to be completed. The Senate will consider the request and report the results of its 
deliberations to the Provost. 
 

2.1.3 The Provost will transmit the results of the Senate’s deliberations, any referendum vote 
of the Faculty, and any additional material developed by the Faculty or the Administration in 
support of or against the proposed change(s) to the President of the University for his/her 
consideration. The President will transmit the information received from the Provost along with 
his/her recommendation to the Board of Trustees for its acceptance or rejection of the proposed 
amendments. The action of the Board is final. 
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UNIVERSITY MISSION STATEMENT 
 

                                                                                
Who We Are 
Western New England University, a comprehensive private institution with a tradition of excellence in 
teaching and scholarship and a commitment to service, awards undergraduate, master’s, and doctoral 
degrees in various departments from among our Colleges of Arts and Sciences, Business, Engineering, 
Pharmacy and School of Law.  One of only a few U.S. comprehensive institutions enrolling under 5,000 
students recognized with national and international accreditations at the highest levels in law, business, 
engineering, and social work, we serve students predominantly from the northeastern U.S., but enroll 
students from across the country and around the world.  The vast majority of undergraduate students 
reside on campus.  Our 215-acre campus in Springfield, Massachusetts, is remarkable for its beauty, 
security, and meticulous upkeep. 
 
 
Our Mission 
The hallmark of the Western New England experience is an unwavering focus on and attention to each 
student’s academic and personal development, including learning outside the classroom.  Faculty, 
dedicated to excellence in teaching and research, and often nationally recognized in their fields, teach in 
an environment of warmth and personal concern where small classes predominate.  Administrative and 
support staff work collaboratively with faculty in attending to student development so that each 
student’s academic and personal potential can be realized and appreciated.  Western New England 
develops leaders and problem-solvers from among our students, whether in academics, intercollegiate 
athletics, extracurricular and co-curricular programs, collaborative research projects with faculty, or in 
partnership with the local community. 
 
At Western New England, excellence in student learning goes hand in hand with the development of 
personal values such as integrity, accountability, and citizenship.  Students acquire the tools to support 
lifelong learning and the skills to succeed in the global workforce.  Equally important, all members of our 
community are committed to their local and global communities by promoting a campus culture of 
respect, tolerance, environmental awareness, and social responsibility.  We are positioned well to 
accomplish these goals as a truly comprehensive institution whose faculty and staff have historically 
collaborated in offering an integrated program of liberal and professional learning in the diverse fields of 
arts and sciences, business, engineering, law, and pharmacy. 
 
Our Core Values 

• Excellence in Teaching, Research, and Scholarship, understanding that our primary purpose is to 
provide an outstanding education supported by faculty with the highest academic credentials, 
and with national prominence in their fields. 

 

• Student-centered Learning, providing an individualized approach to education which includes a 
profound commitment to small class sizes, personalized student-faculty relationships, and 
student engagement and personal growth both within and beyond the classroom. 
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• A Sense of Community, treating every individual as a valued member of our community with a 
shared sense of purpose and ownership made possible by mutual respect and shared 
governance. 

 

• Cultivation of a Pluralistic Society, celebrating the diversity of our community, locally and 
globally, and creating a community that fosters tolerance, integrity, accountability, citizenship, 
and social responsibility. 

 

• Innovative Integrated Liberal and Professional Education, constituting the foundation of our 
undergraduate and graduate curriculum, providing global education, leadership opportunities, 
and career preparation. 

 

• Commitment to Academic, Professional, and Community Service, promoting opportunities for all 
campus community members to provide responsible service of the highest quality to others. 

 

• Stewardship of our Campus, caring for the sustainability and aesthetics of the environment both 
within and beyond the campus. 

 
Our Vision for Approaching Our Second Century 
In 2019 Western New England will celebrate its Centennial as an institution of higher education.  Our 
focus will continue to be on the whole student, but in a twenty-first century context highlighting the 
demands of a diverse and global society, the accelerating pace of technology, and the necessity of 
attention to environmental sustainability.  Our next decade will be marked by a continued dedication to 
excellence, visionary thinking, flexibility, and entrepreneurial spirit.  We must continue to develop as a 
comprehensive institution offering an integrated program of liberal and professional undergraduate and 
graduate education while establishing ourselves in a position of regional leadership and national 
recognition. 
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PERSONNEL POLICIES: CONTRACTUAL 
 
 
Section 1 Definition of Faculty 
 
1.1. Members of the Faculty include full-time instructional staff and such administrative officers as 

may be designated by the President or Trustees to hold faculty status. All faculty members have 
voting privileges in meetings of the Faculty. Administrators designated to have faculty status without 
academic rank have voting privileges in the Faculty Senate and in all Faculty Senate sponsored 
referenda, and receive the agenda and minutes of all Faculty Senate proceedings. A special faculty 
category is the Professional Educator. On the recommendation of a Department, individuals with the 
Professional Educator rank may be employed on renewable, non-tenure-track contracts with no 
single contract to be for more than three (3) years. Professional Educators may neither have served 
in a tenure-track position at the University nor may their positions subsequently become tenure-
track nor may they be considered for tenure in those positions. They will not be required to engage 
in traditional scholarship but will be required both to remain current in their area of specialization 
and to perform other duties normally expected of full-time faculty members. They will be subject to 
annual Department review and have the rights and privileges normally granted to a full-time faculty 
member, but they will neither displace current tenure-track faculty members nor occupy tenure-
track faculty positions. At any given time, no Department may have more than two (2) individuals 
occupying these full-time positions, with the exception of the Department of English, which may 
have four (4) Professional Educator positions, and the Department of Physical and Biological 
Sciences, which may have seven (7) Professional Educator positions. At any given time, Professional 
Educator positions will be limited to no more than twenty percent (20%) of the full-time faculty in 
each College. 

 
Section 2  Academic Freedom 
 
2.1. Western New England University recognizes the rights of faculty and instructional staff to 
inquire, discover, teach, and publish in accordance with the accepted principles and standards of 
professional practice and scholarship. Members of the University faculty and instructional staff are 
entitled to full freedom in research and in the publication of its results, subject to the adequate 
performance of other academic duties. 
 
2.2. Any speech or conduct expressing disrespect for the ethnicity, sexual orientation, gender, 
religious affiliations, age, physical and mental disabilities, and other protected classes of individuals is 
not sanctioned by academic freedom. Inquiry and discussion are to be conducted in an atmosphere of 
respect for persons and their right to express and to defend rationally their points of view in and outside 
the classroom. 
 
2.3. When a faculty member speaks or writes as a citizen, he/she should be free from institutional 
censorship or discipline, but his/her special position in the community imposes special obligations. 
Faculty members must remember that the public judges the profession and the institution by their 
utterances. Hence, the teacher should at all times strive to be accurate, exercise appropriate restraint, 
and show respect for the opinions of others. It is understood that faculty members do not represent the 
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University when they present their views in public and shall attempt to avoid misunderstandings to the 
contrary. 
 
2.4. The University’s library services, books and all other materials selected are chosen for values of 
interest, information and enlightenment of all members of the academic community. In no case may 
materials be excluded because of the race, nationality, sexual orientation, political or religious views of 
the authors. Library materials may not be excluded from the library because of ecclesiastical, ideological, 
or political pressures from inside or outside of the University. 
 
2.5. The University supports faculty members in the exercise of rights of academic freedom as 
defined herein. 
 
Section 3  Contracts 
 
3.1.   The University issues three (3) kinds of contracts to faculty members:  
 

3.1.1.  Initial appointment contracts. These specify all initial conditions of academic 
appointments. Initial contracts are issued at the time of appointment to the faculty. 

 
3.1.2. Annual renewal contracts. These specify changes in salary and/or other special mutually 

agreed upon assignments for tenured faculty members and/or tenure-track faculty 
members whose appointments continue. Renewal contracts for faculty members already 
on the staff of the University are issued no later than March 15th of each calendar year. 

 
3.1.3. Contracts for visiting and other non-tenure-track faculty.  These are one (1) or multi-year 

non-tenure- track contracts issued to faculty filling non-tenure-track positions. Faculty 
with such contracts may not serve for more than five (5) successive academic years.  This 
restriction does not apply to Professional Educators. One-year and multi-year non-tenure-
track faculty members are bound by all of the relevant sections of the Faculty Handbook. 

 
3.2.    All contracts are issued in writing by the President. The University disclaims, does not honor, and is 
not bound by any and all oral promises of employment. No member of the Board of Trustees, officer, or 
employee of the University is authorized to make oral promises of employment or any conditions 
thereof. 
 
3.3.    Instructional faculty members of the University are governed by the provisions of the Faculty 
Handbook, which provisions are incorporated by reference in each and every faculty contract unless 
otherwise specified in the faculty member’s initial contract or renewal letter. Since the provisions of the 
Faculty Handbook evolve, faculty members are bound each year, unless otherwise specified, by all 
revisions to the Faculty Handbook approved by the Board of Trustees in accordance with the procedures 
for revision contained herein. 
 
3.4.     Initial contracts shall be considered executed when signed by the appointee and returned to the 
Provost’s Office no later than fifteen (15) calendar days from the date of issuance indicated on the 
appointment contract. 
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3.5. Renewals of Tenure-Track and Tenured Faculty Contracts: 
 

3.5.1 Continuing faculty members must return renewal contracts to the Provost’s Office no 
later than April 1st or two (2) weeks after the issuance of contracts, whichever is later. 
The failure of a faculty member to return a signed contract within the prescribed period 
shall be deemed to be a resignation, unless the Provost is notified in writing by the faculty 
member during such two (2) week period of a need for an extension. If a faculty member 
fails to return his/her contract within the specified period or any further period agreed to 
by the Provost, the Provost shall notify him/her by certified mail to the last address 
provided to the University by the faculty member that unless he/she returns a signed 
contract within fourteen (14) days of the faculty member’s receipt of such letter, his/her 
resignation will be accepted. If the Provost does not thereafter receive a signed contract, 
or other response acceptable to the Provost, within fourteen (14) days of the faculty 
member’s receipt of the certified mail, as it appears on the return receipt, the University 
may consider the faculty member to be dismissed at the end of his/her existing contract 
and take steps to replace the faculty member unless there is a presentation of 
extenuating circumstances. 

 
3.6.    Non-Renewals of Tenure-Track Faculty Appointments: 
 

3.6.1. The University reserves the right to recruit and retain the best qualified faculty members 
within its means. The service of tenure-track faculty members prior to the granting of 
tenure by the Board of Trustees is probationary. The decision of the University to dismiss 
a tenure-track faculty member shall not be arbitrary, capricious, or discriminatory.  The 
University may elect not to renew the contract of a tenure-track faculty member if a) 
he/she consistently fails to be rated as meritorious in teaching or is rated as unacceptable 
in teaching by the appropriate Dean and Department Chair, b) enrollments or other 
staffing needs of the University require it, or c) the faculty member’s conduct within the 
University seriously and persistently interferes with his/her own or others’ professional 
responsibilities. The decision to renew or not renew a tenure-track faculty member is 
made by the President after receiving the recommendations of the Provost, the 
appropriate Dean, Department Chair, and Peer Review Committee. Notices of non-
renewals must be issued by the President or her/his designee to a tenure-track faculty 
member in writing no later than March 15th of the first full academic year of service, and 
no later than December 15th of the current academic year of service, if the faculty 
member has served one (1) or more complete academic years. 

 
 
Section 4               Period of Service 
 
4.1. Faculty are obligated by contract to the period of service from The Fall Academic Convocation in 
the Fall Semester through Spring Commencement. Contracts may be issued for different periods of 
service or with additional responsibilities. Faculty members teaching in the Graduate Program and/or 
Off-Campus Programs or other programs operating on a different academic calendar may have different 
periods of service. 
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Section 5     Procedures for Annual Review, Reappointment, Tenure, and Promotion for Junior and 
Senior Faculty 

 
5.1. Procedures for Junior Faculty 
 

5.1.1. Junior faculty comprise all faculty who have twelve (12) years or less of service to 
Western New  England University, or equivalent experience.  Annual reviews provide a 
basis for decisions on reappointment, promotion, tenure, and salary.  Also, during the 
annual review, the Dean can comment, counsel and advise on teaching methods to assist 
junior faculty in developing satisfactory classroom techniques.     

 
5.2. Peer Review Committees 
 

5.2.1. A Peer Review Committee shall be maintained in each College to review all candidates 
who are eligible and make formal application for reappointment, tenure, or promotion. 
Peer Review Committees will also review the performance of full-time tenure-track 
faculty members, and tenured faculty members whose performance, in the judgment of 
Department Chairs and/or Deans in annual reviews, do not meet the standards set forth 
in the Criteria for Evaluation, Section 5.(A). 

   
5.2.2. Peer Review Committee members will be elected in each College. Eligibility for service is 

restricted to tenured associate or full professors; Department Chairs are generally not 
eligible unless small department size dictates his/her involvement; faculty members 
under review for tenure or promotion are not eligible to serve. One-half (1/2) of each 
committee must be composed of full professors, whenever possible. The term of service 
is two (2) years. Faculty members may serve only two (2) successive two (2) year terms. 
Members rotating off service may not be reelected during the next two (2) years. The 
committees in the Business and Engineering Colleges shall have five (5) members; the 
College of Arts and Sciences shall have seven (7) members. Election process: each College 
will create a pool of qualified faculty who express willingness to stand for election. The 
committee will be formed through a college-wide election conducted through the Dean’s 
office. 

 
5.3. Annual Review Policy 
 

5.3.1. The performance of all faculty members, tenured, tenure-track, and non-tenured, is 
reviewed annually by their Department Chairs and Deans. If the immediate supervisor of 
a Professional Educator is not the Department Chair, the supervisor will submit a report 
to the Department Chair for inclusion in the annual  review.  Peer Review Committees 
shall also conduct annual reviews of tenure-track faculty members eligible for 
reappointment, and faculty members who are eligible for and request review for tenure 
and/or promotion in rank, and others as defined in 5.2.1. above. 

 
5.3.2 Faculty self-evaluation reports, student evaluations, and portfolios (as described in 

Section 5.(A). and Appendix 1) of tenure-track faculty members and of those seeking 
tenure and/or promotion are to be sent to the Chairperson of the appropriate Peer 
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Review Committee separately in the case of reappointment reviews and as part of 
dossiers for tenure and promotion reviews. The Peer Review Committee may request 
from faculty members other material it deems appropriate. 

 
5.3.3. Request for student evaluations of all faculty are mandatory in each section of each class. 

Faculty may design their own instruments for student evaluations, subject to the approval 
of their department. Faculty are encouraged to use instruments that will be of particular 
assistance in helping them develop as teachers. Such instruments are important in 
assuring that faculty members are aware of student perceptions of their classroom 
performance and course content. Faculty members must submit all student evaluations 
for all sections of all courses, as well as portfolios and other materials as specified in 
Appendix 1, along with their annual self-evaluation reports to their Department Chair and 
Deans. Summaries of all student evaluations of all courses must accompany the annual 
self-evaluation reports submitted to Chairs and Deans. Original student evaluations must 
be available for review. 

 
5.3.3.1. Faculty members shall discuss with their Department Chairs and Deans the 

concerns expressed by the students and determine which trends require 
attention and which do not. Annual performance review ratings in the area 
of teaching may not rest on the results of student evaluations alone but 
shall be based upon comprehensive evidence of effectiveness in 
accordance with accreditation requirements and Faculty Senate approved 
and published standards as outlined in Section 5.(A). 

 
5.3.4. Recommendations, as well as any and all communications of Peer Review Committee 

deliberations, including minority reports, shall be transmitted by the Chair of the 
Committee to the Dean of the College. The Dean shall provide the faculty member with a 
copy of the review. Review forms shall be signed by each member of the Peer Review 
Committee and retained in the permanent personnel file of the faculty member under 
review. Narrative statements of the faculty member’s performance must also be signed 
by each member of the Peer Review Committee and included in the permanent personnel 
file of the faculty member. The Dean shall review the faculty member’s dossier, the 
recommendations of the Peer Review Committee and the  Department Chair and submit 
such with her/his own separate recommendation to the Provost. 

 
5.3.5. Faculty members who disagree with the evaluation of the Dean, Department Chair, or 

Peer Review Committee may append a written statement to the annual review. The 
review and any appended statement shall become a part of the faculty member’s 
permanent personnel file. 

 
5.4. Categories of Evaluation: 
 

5.4.1. The following three (3) categories, or areas of responsibility, defined and explained in 
Section 5.(A).,  are to be assessed in the process leading to recommendations for 
reappointment, tenure, and/or promotion: Teaching, Professional 
Development/Research/Scholarship, and Governance/University Service/Advising. The 



14 

 

weighting of each of these areas for performance evaluation and merit salary increases 
are recommended by the faculty member, in accordance with Section 5.(A)., and must 
have been approved by the Department Chair and Dean at the beginning of the year of 
the performance under review.  

 
5.5. Procedures for Senior Faculty 
   

5.5.1. Senior faculty are defined as tenured full professors or associate professors who have at 
least thirteen (13) years of teaching or academic administrative service at the University, 
or faculty with equivalent experience. Equivalent experience will be defined in the letter 
of appointment at the time that the faculty member is hired. 

 
5.5.2. Senior faculty will submit abbreviated annual reviews.  They will be submitted to the 

Department Chair who will prepare a written evaluation that will accompany the annual 
review when it is forwarded to the Dean. This review is a narrative of accomplishments, 
and must separately cover each of the four (4) evaluative categories. 

 
5.5.2.1. A full review including a meeting among the Dean, the chair, and the 

senior faculty member for the purpose of evaluating performance will only 
be scheduled under the following circumstances:   
when the Dean and Department Chair mutually agree that there is 
reasonable cause to call for a full review, or when the faculty member 
requests a full review.  In either of the preceding circumstances, notice 
must be given at least six (6) weeks in advance of the full review.  If a full 
review is called, a complete set of supporting documents may be 
requested by the Dean or voluntarily submitted by the faculty member.  
Therefore, senior faculty should retain supporting documents from the 
preceding year. 

 
5.5.2.2. For senior faculty, the abbreviated annual report will be reduced to a 

concise description of activities, organized under the following standard 
headings:  Teaching Effectiveness, Professional Development/Scholarship, 
Governance/University Service/Advising. 

 
5.5.2.3. Normally, supporting documents will not be submitted with the 

abbreviated annual report. Among the documents that are not required 
are the following:  originals of student evaluations, copies of syllabi, exams, 
student work, letters, committee reports, grant applications, professional 
publications. 

 
5.5.2.4. The faculty member may include, or the Dean or Department Chair may 

request, copies or originals of any documents that are singularly important 
for evaluation in the year under review. 

 
5.5.2.5. The Dean’s written evaluation and salary recommendation shall be based 

upon the abbreviated annual report submitted by senior faculty together 
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with the written evaluation prepared by the Department Chair.  There 
should be reasonable consistency in these recommendations from year to 
year.  If the Dean or Department Chair has reason to think there has been 
a change in performance relative to the past norm sufficient to justify a 
major alteration of the evaluation, then a full review and interview should 
be held before any substantial change is made to the evaluation and salary 
recommendation.  The Dean will provide written notice to the faculty 
member concerning the full review at least six (6) weeks before the 
interview is held and also state the specific reason for the review.  The 
faculty member should receive copies of both the evaluation by the 
Department Chair, and the evaluation by the Dean in all cases.  

   
Section 5.(A). Criteria for Evaluation for Annual Review, Tenure, or Promotion 
 
5.(A).1.  The performance review process described in the Faculty Handbook provides for a 
performance evaluation of all full-time members of the faculty.  However, senior faculty will normally 
receive an abbreviated annual review.  The evaluation of a faculty member for reappointment, tenure, 
and promotion is the joint responsibility of the Peer Review Committee, Department Chairperson, Dean, 
Provost, and President.  The Faculty Handbook stipulates that faculty members shall be evaluated in 
three (3) categories or areas of responsibility.  The categories and permitted range of weightings are 
given below.  The total weighting may not exceed one hundred percent (100%). 
 

5.(A).1.2. In the performance review, the only evaluative terms to be used are:  highly 
meritorious, meritorious, acceptable, and unacceptable.  The criteria for use of 
each evaluative term in each category of evaluation are specified below. 

 
5.(A).1.3. In the performance review, each faculty member shall inform the Department 

Chairperson and Dean of the weightings of the categories of evaluation to be 
applied for the year under review.  It is important that the Dean and Chairperson 
use the criteria of evaluation for each of the three (3) evaluative categories in the 
same way for all faculty members. 

 
Section 5.(A).2. Teaching     55-65% 
 
5.(A).2.1. For the annual evaluation of teaching,  non-senior faculty members must submit a 
complete set of student evaluations from all courses and a portfolio that includes syllabi for all courses 
and, for all courses, representative samples of assignments and examination questions, a representative 
sample of graded student work (for example, examinations, quizzes, problem sets, papers), and, if 
desired, testimonial student letters.  In the performance review, faculty members should comment on 
the opinions expressed in the student evaluations.  Judgments as to whether or to what extent faculty 
meet the criteria of evaluation may not be based solely upon student evaluations.  Chairs are 
encouraged to consult with colleagues in the department when evaluating a faculty member’s teaching 
effectiveness. 
 
5.(A).2.2. At the beginning of each year, faculty members and their Deans and Department 
Chairpersons shall discuss how the following criteria will be used to determine the elements of 
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acceptable teaching.  Faculty members who, in the judgment of the Dean and Chair, fail to meet the 
agreed upon expectations may be rated as “unacceptable” in teaching.  Faculty will be assumed to meet 
the criteria in 5.(A).2.2.1. through 5.(A).2.2.9. unless there is adequate evidence to show that they do 
not.  That is, the burden of justification lies with the evaluator to show that a faculty member does not 
satisfy the criteria listed in 5.(A).2.2.1. through 5.(A).2.2.9. rather than with the faculty member to show 
that he/she does meet the criteria. 
 

5.(A).2.2.1. The faculty member provides students at the beginning of the semester with a 
written syllabus that includes:  course objectives, office location and office hours, course 
requirements and grading policies, attendance and other policies, and the outline of topics to be 
covered during the semester. 

 
5.(A).2.2.2. The faculty member schedules at least five (5) office hours per week that are 
convenient for the students.  Such hours must be posted. 

 
5.(A).2.2.3. The faculty member regularly keeps classes in attendance for the scheduled class 
period and for the scheduled semester. 

 
 5.(A).2.2.4. The faculty member’s courses are coherently organized. 
 

5.(A).2.2.5. The faculty member’s class presentations are well organized, carefully prepared, 
and understandable to most of the class. 

 
 5.(A).2.2.6. The faculty member’s grading practices are fair, appropriate, and timely. 
 

5.(A).2.2.7. The faculty member is tolerant of differing points of view while encouraging 
critical thinking (tolerance of differing views does not prohibit correcting students’ errors). 

 
 5.(A).2.2.8. The faculty member treats all students fairly and with respect. 
 
 5.(A).2.2.9. The faculty member submits all grades as required. 
 
5.(A).2.3. To be rated as “meritorious” in teaching, faculty members must satisfy to a high degree 
Criteria 5.(A).2.2.1. through 5.(A).2.2.9. and 5.(A).2.3.1. through 5.(A).2.3.2. 
 

5.(A).2.3.1. The faculty member is able to motivate students as well as stimulate in students 
an interest in and enthusiasm for the subject. 

 
 5.(A).2.3.2. The faculty member helps students achieve the objectives of the course. 
 
5.(A).2.4. To be rated as “highly meritorious” in teaching, a faculty member must satisfy to a higher 
degree than “meritorious” the criteria 5.(A).2.2.1. through 5.(A).2.2.9. and 5.(A).2.3.1. through 
5.(A).2.3.2.  A rating of “highly meritorious” in teaching may be given to a faculty member only if the 
Dean and the Chairperson agree on the rating.  If the faculty member is a Chairperson, he/she may be 
rated “highly meritorious” in teaching only if the Dean and Peer Review Committee agree.  If the Dean 
believes that a Department Chairperson merits a rating of “highly meritorious” in teaching, the Dean 
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must submit the Chairperson’s materials to the Peer Review Committee for its evaluation and 
recommendation.  
 
5.(A).2.5.  Individual Colleges and/or Departments may establish and publish supplementary criteria for 
acceptable, meritorious, and highly meritorious teaching that are discipline specific and/or unique to 
accepted standards of teaching in the discipline. 
 
5.(A).3.  Professional Development/Scholarship  15-35% 
 
5.(A).3.1.  This area can be satisfied by either Professional Development or Scholarship or both. 
 
5.(A).3.2.  Professional Development is any activity that improves the faculty member’s teaching 
methods, teaching effectiveness, or knowledge of the discipline.  It may include activities such as serving 
as an officer in a professional organization, systematically reading professional journals, attending or 
participating in seminars or professional meetings, visiting relevant sites for the purpose of professional 
study, engaging in professional consulting or other work relevant to one’s discipline (for example, 
providing direct services relevant to one’s teaching responsibilities to clients off-campus), taking courses 
in one’s discipline or related disciplines, developing new courses, substantially revising courses, 
developing new instructional material, experimenting with new instructional material, experimenting 
with new instructional methods, and writing articles on teaching methods for professional journals.  
Except for the last one, none of these activities need result in presentations at professional meetings or 
publication. 
 
5.(A).3.3.  Scholarship is defined as activity that uncovers new knowledge.  Generally, only an activity 
that leads to publications or presentations at professional meetings or conferences counts as 
scholarship.  It may be basic, pedagogical, or applied.  Basic scholarship leads to the discovery of new 
knowledge.  Pedagogical scholarship is activity that leads to the application, transfer, or interpretation of 
knowledge to improve practice and teaching in the discipline.  Applied scholarship is the use of any basic 
scholarship in settings appropriate to individual disciplines.  Examples of scholarship include but are not 
restricted to:  professional presentations; publications in refereed journals, monographs, articles in 
trade or popular journals; book reviews; textbooks; creating of application or instructional software; 
presentations at faculty workshops; grant proposals; written cases with instructional material; publicly 
available material describing the design and implementation of new courses; inventions; discoveries; 
patents; novels; short stories; essays; poetry; general nonfiction books; refereed Internet publications.  
One index of the quality of such scholarship is the degree to which it is peer–reviewed. 
 
5.(A).3.4. In the area of Professional Development/Scholarship, ratings of highly meritorious, 
meritorious, acceptable, and unacceptable are possible. 
 
5.(A).3.5.  These requirements are minimal for all University faculty.  Individual Colleges by majority vote 
of their faculty may develop alternative requirements in order to impose more stringent standards, or to 
reflect standards peculiar to specific disciplines, or to meet requirements of accrediting agencies.  These 
alternatives must be approved by the Senate. 
 
5.(A).4.  Governance/University Service/Advising   10-30% 
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5.(A).4.1.  Full-time instructional faculty members are expected to participate actively in the 
management of the University’s activities on the departmental, College, and/or University-wide level.  
Relevant governance activities include assisting one’s Chairperson in departmental business, 
participating in departmental or College committee work, serving on the Faculty Senate or a committee 
of the Faculty Senate, and advising students academically.  The contribution of instructional faculty in 
any of these areas will be established in consultation with the faculty member’s Chair or Dean. 
 

5.(A).4.1.1. Academic advising at Western New England University is framed against 
the University Mission Statement and is guided by a commitment to 
student academic progress and personal growth.  Specifically, academic 
advising is intended to enhance and support student learning in an 
atmosphere of personal concern. Academic advising seeks to engage 
intellectual growth and self-discovery, and is carried out through a 
consistent exchange between student and academic advisor.  The aim of 
the relationship is to prompt the student to develop decision making skills, 
set realistic goals, and practice the necessary coping strategies to attain 
their educational, life, and career goals.  Academic advising activity 
includes but is not limited to assisting students in their choice of careers, 
academic objectives, and the means to meeting those objectives.   

 
5.(A).4.2.  All faculty are expected to attend the University Academic Convocations and Commencement, 
college meetings, and department meetings.  University service includes attending admissions events on 
or off-campus and working with student organizations, as well as utilizing the faculty member’s 
professional expertise in working with the community.  Because these activities are a matter of degree, 
whether they justify a rating of highly meritorious or acceptable will depend on the extensiveness of the 
activities. 
 
Section 6  Tenure and Promotion 
 
6.1. The decision to grant tenure is a particularly significant one. Tenure will be granted only to those 
candidates who, when their performance is judged using the Criteria for Evaluation in Section 5.(A)., can 
be expected to make significant and lasting contributions to the teaching mission of the University. 
 
To receive a tenure review, an eligible faculty member must make a formal written request for a tenure 
review no later than October 1st of the academic year in which the review is to be conducted. Such 
requests must be made in writing to the Dean of the College in which the faculty member is to be 
appointed. Eligibility for review is defined in Paragraph 6.4. below. If a faculty member fails to request a 
tenure review by October 1st, before deeming the failure as a decision on the part of the faculty 
member to decline a tenure review, the Provost shall so notify the faculty member in writing by certified 
mail to the last address provided to the University by the faculty member that the request for tenure 
review has not been received. The University may deem the failure by the faculty member to deliver to 
the Provost a request in writing for a tenure review within seven (7) calendar days of the faculty 
member’s receipt of such notice as his/her decision to decline tenure review. It will then be assumed 
that the faculty member’s current contract is terminal unless he/she is not in his/her last year of 
eligibility as defined in Paragraph 6.4.2. to 6.4.4. 
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6.3. It is a necessary but not sufficient condition for the granting of tenure that, in the two (2) 
academic years preceding the tenure review, candidates be rated no less than “Meritorious” in teaching 
and no less than “Acceptable” in each of the other areas of performance by two (2) of the three (3) 
evaluators (the Peer Review Committee, the faculty member’s Chair, and Dean). They must also be rated 
no less than “Meritorious” in professional development/scholarship in any two (2) years of previous 
tenure-track service at the University by two (2) of the three (3) evaluators.  In the case of a chairperson 
being reviewed for tenure, the third evaluator will be a chair selected by the dean from a comparable 
discipline.  
 
6.4. Tenure may be granted by the Board of Trustees, as follows, upon the recommendation of the 
President following the recommendation of the Provost: 
 

6.4.1.   Instructors are not eligible for tenure and may not be continued at the University for 
more than five (5) years as such. 

 
6.4.2. Assistant Professors normally must apply for tenure during the sixth (6th) year of 
continuous service at  the University in tenure-track appointments, not including time spent in 
the rank of Instructor.  The time may be shortened by terms stipulated in the initial letter of 
appointment.  Continuous service at the University in tenure-track appointments should be 
defined in individual contracts in the case of administrative positions. 

 
6.4.3. Associate Professors are eligible to be considered for tenure after no fewer than four (4) 
full years of continuous service at the University in tenure-track appointments. 

 
6.4.4. Full Professors are eligible to be considered for tenure after no fewer than three (3) full 
years of continuous service at the University as tenure-track faculty. 

 
6.4.5. The length of the probationary period may be shortened to any length at the discretion of 
the President  upon the recommendation of the Department Chair and Dean of the College 
depending upon such factors as length and quality of service at other institutions and/or prior 
professional service. If the length of the probationary period is to be shortened, it will be so 
noted in the original letter of tenure-track appointment. 

 
6.5. Eligibility for promotion is as follows:  
 

6.5.1. An Assistant Professor who makes a request for tenure review will simultaneously be 
considered for promotion to Associate Professor at the time of that review.  Promotion to 
Associate Professor will occur upon  the granting of tenure.  An Assistant Professor may not be 
promoted to Associate Professor without being granted tenure. 
 
6.5.2.     Associate Professors are eligible to make application to be reviewed for promotion to 
Professor no earlier than six (6) full years from the date of promotion to Associate Professor. 
Promotion to Professor is the highest honor to be bestowed by the University and a faculty 
member’s colleagues upon a faculty member. It is neither automatic nor routine. It requires the 
unreserved and unconditional expression of the confidence of the Faculty and the President as to 
the significance of the contribution of the faculty member to the students and to the intellectual 
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and moral substance of the University Community as well as to her/his academic discipline. The 
President’s decision is guided, but not bound, by recommendations from the Provost, the Dean, 
the Department Chair, and the Peer Review Committee. 

 
6.5.3.    Applications for promotion shall be evaluated on the basis of activities and 
accomplishments that have occurred since the faculty member’s last promotion.  

 
6.5.4. To receive a combined tenure/promotion review or a review for a promotion to Full 

Professor, an eligible faculty member must make a formal written request no later than October 
1st of the academic year in which the review is to be conducted.  The letter should summarize 
the qualifications of the candidate for the position requested.  Such requests must be made in 
writing to the Dean of the College in which the faculty member is appointed.  In the application, 
the faculty member should include an updated resume or curriculum vitae and separately discuss 
and summarize the following areas:  Teaching Effectiveness, Professional 
Development/Scholarship, and Governance/University Service/Advising.  The primary dossier 
should consist of printed material in a single 1-1/2 inch binder.  

 
6.5.5. It is a necessary but not sufficient condition for the granting of promotion to Full 

Professor that, in the two (2) academic years preceding the review, candidates be rated not less 
than “Meritorious” in teaching and no less than “Acceptable” in each of the other areas of 
performance by two (2) of the three (3) evaluators (the Peer Review Committee, the faculty 
member’s Chair, and Dean).  In the same manner the faculty member must have no less than a 
“Meritorious” in each of the areas of Professional Development/Scholarship and also 
Governance/University Service/Advising for three (3) years during the previous six (6) years of 
service at the University.  In the case of a Chairperson being reviewed for promotion, the third 
evaluator will be a Chair selected by the Dean from a comparable or compatible discipline.  

 
6.5.6. In making the recommendation for promotion, the Chair should consult with the faculty 
member’s colleagues in the department.  If the Chair is the candidate for promotion, the 
consultation with faculty will be made by the Dean.  The Chair and a department member on the 
Peer Review Committee normally have independent judgments and opinions, but consultations 
should insure that they are not contradictory.  

 
6.5.7. Faculty members who are promoted to the rank of either Associate or Full Professor will 
receive a promotion increase to be added to their base salary.  The amount of future promotion 
increases will be reviewed periodically by the Personnel Committee.   

 
6.6. Tenured faculty may be dismissed for just cause (see Section 6.(B). or discontinuance of 
programs and reductions in force (see Section 6.(C)).  In addition, tenured faculty will be terminated if 
they enroll in the University’s long-term disability benefit. 
 
Section 6.(A).    Procedures for Appealing Reappointment, Tenure, and Promotion Decisions 
 
6.(A).1.  Faculty members may appeal a reappointment, tenure, or promotion decision by submitting a 
written request for a review of the decision to the Provost. The review shall be conducted by the 
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Committee on Reviews. Requests for a review must be submitted to the Provost within ten (10) calendar 
days of the faculty member’s receipt of notification of the decision. 
 
6.(A).2. The purpose of a review is to determine whether the Criteria for Evaluation were applied fairly 
and consistently in accordance with Section 5.(A). and Appendix 1, and to determine whether the faculty 
member was treated in a discriminatory, arbitrary, or capricious manner. 
 
6.(A).3. This Committee shall be composed of one (1) tenured faculty member from each of the 
undergraduate Colleges. 
 
6.(A).4. Members of the Committee on Reviews are elected by the Faculty of their respective Colleges. 
Members must be tenured. Full professors are to be selected first for service. Associate professors may 
serve only when there are no full professors available to serve. Members serve two (2) year terms and 
may not serve more than two (2) successive terms. 
 
6.(A).5. The Provost shall convene the Committee on Reviews within fourteen (14) calendar days of the 
receipt of a written request for review, instruct the Committee, and provide any preliminary materials 
necessary to conduct the review. Committee members shall elect a Chairperson who shall conduct the 
Committee’s proceedings. The Committee shall hear the testimony of the faculty member requesting 
the review and of those principals involved in the decision-making process. The Committee shall call the 
grievant as the first witness and as the last witness in order to provide the grievant with an opportunity 
to rebut any testimony provided to the Committee. The grievant may be accompanied at the meetings 
of the Committee on Reviews by an advisor of his/her choice; the faculty member may converse with 
the advisor, but the advisor may not make presentations, provide testimony, or make arguments. The 
Committee’s Chairperson shall submit a written report to the President within thirty (30) calendar days 
after receiving the charge from the Provost. The report shall recommend either that the decision being 
appealed be upheld, that it be reversed, or that some other suitable remedy be provided to the faculty 
member. Upon receipt of the Committee’s report the President shall make a decision and communicate 
it to the faculty member within ten (10) calendar days. The decision of the President is final. 
 
Section 6.(B).  Sanction or Dismissal of Faculty Members for Just Cause 
 
6.(B).1. Faculty may be sanctioned or dismissed for just cause.  Dismissal may occur by action of the 
Board of Trustees on the recommendation of the President in accordance with the procedures outlined 
later in this section.  The burden of proof shall be on the University and its officials to demonstrate just 
cause.  The decision of the University to sanction or dismiss a faculty member shall not be arbitrary, 
capricious, nor discriminatory.  “Just Cause” is defined for the purposes of this Faculty Handbook as 
follows: 
 
 6.(B).1.1. Unacceptable teaching  
 
 6.(B).1.2. Misconduct 
 
  6.(B).1.2.1.  Egregious dishonesty in scholarship and/or research. 
  6.(B).1.2.2. Violation of the University’s sexual harassment/discrimination policy. 
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6.(B).1.2.3.  Conduct on or off-campus that substantially impairs the faculty member’s 
ability  to perform his or her responsibilities.  (A faculty member’s conduct off-campus 
does not normally subject the faculty member to disciplinary action.  However, where 
either off-campus or on-campus conduct or allegations of such conduct substantially 
impair the faculty member’s ability to perform his or her duties or interferes with the 
normal operation of the University, appropriate action may be taken.) 

 
6.(B).2. Penalties  The severity of the penalty imposed for violation of the Faculty Handbook provisions 
on just cause will be based on both the current claim and, if applicable, the respondent’s previous 
record of misconduct.  Faculty members found to have violated the just cause policy are subject to one 
(1) or more of the following range of penalties: 

a) warning, meaning a written statement to the faculty member that he or she has violated the 
Faculty Handbook.  Copies of warnings will be placed in the faculty member’s permanent record; 

b) fines or restitution, defined as reimbursement to the University or a third party for personal or 
property damage; 

c) educational sanctions, which include but are not limited to referrals for counseling and/or the 
assignment to educational programs.  A failure to fulfill educational sanctions within an agreed-
upon period of time shall be cause for sanctions of a more serious nature; 

d) probation, defined as a stated period of time within which the faculty member’s rights to teach 
or participate in University-sponsored activities, or to benefit from other University privileges 
may be limited or removed; 

e) suspension with or without pay, defined as separation from the University for a stated period of 
time or until specific conditions have been met; 

f) dismissal, defined as permanent removal from employment or University programs, facilities, 
and property. 

 
6.(B).3. Suspension of Faculty Members Prior to Formal Investigation.  A faculty member alleged to have 
committed misconduct under the just cause section of this Faculty Handbook shall be allowed to 
continue with the duties specified in his/her annual contract with all pay and benefits during the process 
of an investigation and a review of termination by the Committee on Reviews and for such further time 
as specified in his/her contract.   However, in the case of a faculty member judged by the Provost to 
present a serious risk to the safety and security of himself/herself or the University and/or Campus 
Community, its faculty, staff, and students or where either off-campus or on-campus conduct or 
allegations of such conduct may substantially impair the Faculty member’s ability to perform his or her 
duties or interferes with the normal operations of the University, the faculty member will be 
immediately suspended with all pay and benefits and excluded from the campus except to participate in 
the review process as requested by the investigator or the Committee on Reviews.  If the Board of 
Trustees acts to dismiss the faculty member for just cause, all pay and benefits will cease as of the 
effective date of dismissal. 
 
6.(B).4.  Procedures for Sanction or Dismissal of Faculty for Just Cause 
 

6.(B).4.1.  Procedure for Dismissal of Tenured Faculty for Unacceptable Teaching.  If in the annual 
review a tenured faculty member is rated “unacceptable” in teaching by his/her Dean after 
consultation with the  Department Chairperson in two (2) successive academic years, the faculty 
member has one (1) additional academic year to remedy the deficiencies in teaching.  After a 
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tenured faculty member has received “unacceptable” ratings in teaching for two (2) successive 
years, the Peer Review Committee will convene immediately and review the tenured faculty 
member’s performance (per Section 5.2.1.) for the period for which the faculty member received 
the two (2) “unacceptable” ratings.  The Peer Review Committee will then render advisory 
opinions as to the faculty member’s teaching no later than February 1.  The advisory opinions 
must be signed by each member of the Peer Review Committee and will be provided to the 
faculty member, Department Chair, and Dean, and will be retained in the permanent personnel 
file of the faculty member under review.  If the faculty member under review receives a third 
successive rating of “unacceptable” in teaching by the Dean after consultation with the 
Department Chairperson, the Peer Review Committee will immediately review the faculty 
member in a full review with consideration of the ratings and evaluations of the Dean and 
Department Chairperson.  If the tenured faculty member receives an “unacceptable” rating in 
teaching by the Peer Review Committee, the faculty member under review shall be dismissed for 
just cause.  All review forms and narrative statements of the Peer Review Committee must be 
signed by each member of the Peer Review  Committee and will be included in the permanent 
personnel file of the faculty member being reviewed.  A tenured faculty member may be 
dismissed for unacceptable teaching if and only if the above conditions in this paragraph are met. 

 
6.(B).4.2.    Procedure for Sanction or Dismissal of Faculty for Misconduct   It is the University’s 
responsibility to inquire immediately into an allegation or other evidence of possible misconduct 
by a faculty member. 

 
6.(B).4.2.1.  If the allegation involves harassment or discrimination the procedures of 
Section B.11 are invoked. 

 
6.(B).4.2.2.  For all other allegations of misconduct, the Provost has the authority and 
responsibility for overseeing the process.  The University may not begin an investigation 
until after the respondent has been notified in writing of the allegations.  The respondent 
will have access to the relevant documents and other materials considered as evidence 
and a meaningful opportunity to respond, in writing and within a period of fifteen (15) 
calendar days to the allegations.  Any written materials resulting from the respondent’s 
exercising of these options shall be added to the investigation file. 

 
6.(B).4.2.3.  The Provost shall propose three (3) tenured faculty members, any one (1) of 
whom would be willing to perform a fair, thorough, and impartial investigation in a timely 
fashion, as defined in Section 6.(B).4.2.6.  The accused faculty member must select one 
(1) of the proposed faculty members to serve as investigator.  The investigator’s charge 
will be to gather sufficient information and facts for the purpose of enabling the Provost 
to determine whether the allegation of misconduct is warranted.  The investigator has 
the discretion to take the following actions during the investigation: 
a)  conduct interviews with the complainant, the respondent, and others, as necessary or 
appropriate; 

  b)  review available documents and other evidence, as appropriate; and 
  c)  consult other relevant sources, as appropriate. 
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6.(B).4.2.4.  During this investigation period, the University General Counsel shall provide 
support and legal counsel to the investigator.  Legal principles that pertain to the 
investigation shall be discussed in advance.  All individuals involved must maintain 
confidentiality to the fullest extent possible during the course of the investigation and will 
take all reasonable precautions to protect the interests and reputations of the 
complainant, the respondent, and the University. 

 
6.(B).4.2.5.  Upon completion of the investigation, the investigator shall prepare a written 
report that summarizes the evidence reviewed, interviews conducted, and any other 
findings.  A copy of the report shall be given to the respondent for written comment.  If 
applicable, portions of the investigator’s report that address the complainant’s role along 
with the respondent’s written comments shall be provided to the complainant for a 
written response.  The investigator shall assemble all documents (report, any written 
comments of the respondent, and any written comments of the complainant) and 
forward them to the Provost.  The report and all subsequent written comments will 
become a permanent record. 

 
6.(B).4.2.6. Investigations will be completed within sixty (60) calendar days of their 
initiation.  If the investigator determines that he/she will be unable to complete the 
investigation within sixty (60) days, he/she shall submit to the Provost a request for an 
extension that includes an explanation as to why he/she is unable to conclude its work 
during the prescribed time period, as well as an estimate of the amount of time required 
to complete the work.  A copy of this request shall be forwarded to the respondent with 
the Provost’s decision regarding the requested extension.    

 
6.(B).4.2.7.  Upon receipt of the report and all subsequent written comments, the Provost 
will make a determination as to whether the allegation of misconduct has been 
substantiated.  The Provost shall notify the respondent in writing of the decision within 
fifteen (15) calendar days of the submission of the documents from the investigator.  If 
the misconduct is substantiated, appropriate disciplinary action shall be taken by the 
Provost against the respondent (see Section 6.(B).2.)  The respondent may accept the 
penalty or appeal the penalty as described in Section 6.(B).5. 

 
6.(B).4.2.8.  All records, reports, and other documentation pertaining to an investigation 
of misconduct will be securely maintained with the Provost’s Office.  Materials will be 
available only on a “need to know” basis.  A record of the investigation in cases of 
substantiated misconduct will become a permanent part of the respondent’s personnel 
file.  The record of the investigation in cases of unsubstantiated misconduct will be sealed 
and maintained in the office of the University General Counsel.  The respondent will be 
notified of the disposition of the investigative report. 

 
6.(B).4.2.9.  If the complainant or the respondent leaves the University before the 
allegations are resolved, the University reserves the right to make a good-faith effort to 
continue the investigation process to reach a conclusion.  The decision of whether to 
continue the investigation under these circumstances will be at the discretion of the 
Provost. 
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6.(B).4.2.10.  If the process described above produces a finding of no misconduct having 
occurred, the Provost shall undertake diligent efforts to restore the academic reputation 
of the respondent.  Diligent efforts will also be taken to protect the position and 
reputation of the complainant.  If it is determined that the allegation was made with 
malice or intentional dishonesty, appropriate disciplinary action shall be taken against the 
complainant. 

 
6.(B).5.  Appeal of Sanction or Dismissal Decisions 
 

6.(B).5.1.  All penalties outlined in Section 6.(B).2. may be appealed.  Within ten (10) calendar 
days after receipt of the written notification of the decision, the faculty member may request a 
review by the Committee on Reviews (Section 6.(A).) or may resign from the University.  
Requests for a review must be made in writing and submitted to the Provost.  If a tenured faculty 
member does not request a review of a decision to dismiss, the Provost will notify the President, 
who then may make a recommendation for dismissal to the Board of Trustees.  The action of the 
Board of Trustees is final. 

 
6.(B).5.2.  If the faculty member requests a review of the decision to sanction or dismiss, the 
Provost shall convene the Committee on Reviews within fourteen (14) calendar days of receipt of 
the faculty member’s  request for review.  The Committee on Reviews shall be enlarged to 
include one (1) additional faculty member chosen by the Dean of the College of the faculty 
member facing sanction or dismissal.  The original investigator shall not serve on the enlarged 
Committee on Reviews.  If a tenured faculty member facing dismissal requests a review, the 
President may not submit a recommendation to the Board of Trustees until the Committee on 
Reviews submits its report and recommendations. 

 
6.(B).5.3.  The Committee on Reviews shall conduct a de novo review of the decision to sanction 
or dismiss and the process and consideration leading to it, including all of the procedural and 
substantive issues. 

 
6.(B).5.4.  The Provost shall present the case on behalf of the University, and shall furnish the 
Committee on Reviews with all of the evidence, arguments, and reasons on which the decision to 
initiate sanction or dismissal is based including evidence from the respondent’s personnel files as 
required.  The Provost shall also have the right to bring witnesses to testify before the 
Committee on Reviews. 

 
6.(B).5.5.  The faculty member facing sanction or dismissal may present to the Committee on 
Reviews all relevant information, arguments, and reasons in his/her own behalf.  The faculty 
member facing sanction or dismissal shall also have the right to bring witnesses to testify before 
the Committee on Reviews.  He or she may also be accompanied at all hearings of the Committee 
by an advisor of his or her choice with whom he/she may confer; however, the advisor may not 
make presentations, provide testimony, or make arguments. 

 
6.(B).5.6.  The Committee on Reviews, at its discretion, may request the testimony of additional 
witnesses and/or the submission of additional documents. 
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6.(B).5.7.  Within sixty (60) calendar days of the convening of the Committee on Reviews, it shall 
submit to the President its report.  The Committee may submit a request to the Provost for a 
reasonable extension of the sixty (60) day deadline in case it is unable to complete its 
deliberation within the sixty (60) day time limit.  The Provost must consent to a request for an 
extension provided that the request is for no more than thirty (30) additional calendar days.  The 
report shall contain a majority recommendation for or against sanction or dismissal with an 
indication of the size of the majority (5-0, 4-1, 3-2) and summary of the majority’s reason for its 
recommendation.  If the recommendation is not unanimous, the report may include a minority 
recommendation and a summary of the minority’s reasons for its recommendation. 

 
6.(B).5.8.  The President shall examine the report of the Committee on Reviews, and make a 
decision for sanction or dismissal within ten (10) calendar days of receipt of said report. 

 
6.(B).5.9.  If the Committee on Reviews’ recommendation is for dismissal of a tenured faculty 
member, the President shall decide within (10) ten calendar days of receipt of the report of the 
Committee on Reviews whether to submit a recommendation of dismissal of the tenured faculty 
member to the Board of Trustees, and shall so notify the faculty member in writing.  If the 
President decides to submit a recommendation of dismissal to the Board of Trustees, he/she 
shall submit the recommendation in writing within fourteen (14) days of receipt of the report of 
the Committee on Reviews. 

 
6.(B).5.10.  The recommendation of the President to the Board of Trustees for dismissal shall 
include the University’s reasons for initiating dismissal proceedings and must be accompanied by 
the report of the Committee on Reviews. 

 
6.(B).5.11.  The Board of Trustees, upon receipt of a recommendation to dismiss a tenured 
faculty member for just cause, shall meet to act on the President’s recommendation.  The action 
of the Board of Trustees is final. 

 
6.(B).5.12.  If the Board of Trustees votes to dismiss a tenured faculty member for just cause, 
within three (3) calendar days of the Board’s action the dismissed faculty member must be 
notified in writing of the Board of Trustee’s decision and must be provided with a written copy of 
the President’s recommendation to the Board and the accompanying documentation specifying 
the President’s reason for recommending dismissal. 

 
 
Section 6.(C).  Discontinuance of Programs and Reductions in Force 
 
PREAMBLE: It is the responsibility of the Board of Trustees to ensure both the high quality and integrity 
of the academic programs and the financial health of the University. The Board is, therefore, obligated 
to take actions which are reasonable and prudent to discharge such responsibilities. When the academic 
integrity and/or financial health of the University is jeopardized the Board may discontinue academic 
degree programs, academic majors, departments and/or Colleges. It may also effect reductions in force. 
Such actions of the Board of Trustees are taken in accordance with the procedures set forth below: 
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6.(C).1.  Academic degree programs, academic majors, academic departments, and/or Colleges, may be 
totally discontinued, or reduced in size and/or scope, and there may be a reduction in faculty as a result 
of such, when the Board of Trustees of the University deems it prudent and appropriate because such 
programs, majors, departments, and/or Colleges (a) are chronically under-enrolled, and/or, (b) are too 
costly reasonably to maintain. Tenured Faculty members may be dismissed as a result of such 
discontinuance or reduction only if there is a bona fide, significant, financial hardship that interferes 
with and/or poses a serious threat to the academic and/or financial health of the University and for the 
solution of which other remedies have been considered and determined not to be capable of alleviating 
the serious academic and/or financial threat. Moreover, the Board of Trustees shall not dismiss tenured 
faculty members without following all the procedures described herein. If tenured faculty are dismissed 
because of financial hardship, the decision of the University as to which tenured faculty to dismiss shall 
be made in good faith and shall not be arbitrary, capricious, nor discriminatory. 
 
 6.(C).1.1.  The Board of Trustees and the faculty bear joint responsibility for academic quality.   
 
6.(C).2.  Proposals for discontinuation, reductions in force, or modification of academic programs that 
could require the dismissal of tenured faculty will be received by the Provost. Such proposals may be 
submitted by the Board of Trustees, the President, the Provost, the Vice President for Finance, the 
Deans, Department Chairs, the Five-Year Planning Committee, and/or the Faculty Senate. 
 
6.(C).3.  Prior to recommending the discontinuation, reduction in force, or modification of academic 
programs, the Provost shall notify the Chair of the Faculty Senate and shall convene a meeting of the 
Five-Year Planning Committee, Faculty Senate, and affected departments of the University to engage in 
a good faith effort to find alternatives which will not result in the dismissal of faculty. 
 
6.(C).4.  In the event that after completing the process described in 6.(C).3. above, the Provost decides 
to recommend a discontinuation or modification which will result in the dismissal of tenured faculty, the 
Provost will notify the Chair of the Faculty Senate and together they will act to convene the Program 
Review Committee described below. 
 

6.(C).4.1. The Program Review and Reduction in Force Committee shall be convened in 
compliance with paragraph 6.(C).4. above. The Committee shall review the recommendations of 
the Provost and, after a complete review, shall submit written recommendations with 
accompanying justification and supporting documentation to the President of the University as 
well as the Faculty Senate within time limitations imposed by the President or by the Board of 
Trustees. The Committee’s recommendations may include alternatives to dismissing tenured 
faculty. If the  Committee recommends dismissal of tenured faculty, the Committee’s 
recommendations should include the number of tenured faculty who should be dismissed, which 
departments and colleges should be reduced in size, and the reasons for such recommendations. 
However, the Committee shall have no less than ninety (90) days in which to review proposals 
and prepare and submit recommendations and a final report to the President and the Faculty 
Senate.  The recommendations of the Committee may include alternative remedies, which shall 
be considered by the  President. After review of the Committee’s recommendations, the 
President shall notify the Faculty Senate of his/her recommendations to the Trustees as well as 
their response to those recommendations. The Board of Trustees has the  exclusive authority to 
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determine reductions in force but may only exercise that authority after reviewing the 
recommendations of the President and the Program Review Committee. 

 
6.(C).4.2.    Membership of the Program Review and Reduction in Force Committee shall consist 
of: 

 
6.(C).4.2.1. Ex Officio Members Without Vote: the Provost (or his/her designate), the Vice 
President for Finance and Administration (or Assistant Vice President for Finance), the 
Academic Schedule Controller and Information Analyst, and the Assistant Vice President 
and Director of Human Resources. 

 
6.(C).4.2.2. Voting Members: five (5) tenured faculty members consisting of a) one (1) 
elected from each of the three (3) undergraduate Colleges, and b) the Chair and Vice-
Chair of the Faculty Senate. When the Committee members are faculty from the affected 
programs the Faculty Senate shall name other members of the Senate to replace them. 

 
6.(C).4.3.  In the event that one (1) of the regular faculty Committee members’ own programs is 
being considered for discontinuation or modification, a first and second faculty alternate will be 
elected by the Faculty Senate on an at-large basis. 

 
6.(C).5.     Rights of Tenured Faculty Upon Discontinuance. Modification or Reduction In Force 
 

6.(C).5.1. Tenured faculty whose positions may be eliminated are entitled to transfer with tenure 
to a vacant position in the College or another College within Western New England University for 
which they are qualified by credentials and/or teaching experience, in the judgment of the Chair 
of the relevant Department, the Dean of the relevant College, and the Provost, subject to the 
approval of the President. Tenured faculty shall also be entitled to any severance or retirement 
incentive arrangements or retraining programs recommended by the President and approved by 
the Board of Trustees. The University will make a reasonable effort, if necessary, to assist 
dismissed faculty in their search for employment outside the University. (A faculty member may 
grieve violations in process or procedure leading to dismissal but not the decision.  See Section 
12, Grievance Procedure for Faculty.) 

 
6.(C).5.2. Should discontinued or modified programs be reinstituted or expanded within three (3) 
calendar years, or if within three (3) years the University requires faculty with the qualification of 
any tenured faculty member whose  position has been eliminated, the dismissed faculty 
member(s) shall be offered tenured reemployment. 

 
6.(C).5.3. Tenured faculty who are to be dismissed shall be notified of dismissal within a 
reasonable period of time but in no case later than December 15th prior to the academic year at 
the beginning of which the discontinuance of the program or reduction in force is to become 
effective. 
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Section 7    Sabbatical Leave 
 
7.1. The purpose of sabbatical leave is to provide tenured full time faculty the stimulus and opportunity 
to enrich their personal and professional resources through study, scholarly research, practical research, 
writing, or collegial experiences in teaching and relevant professional activity.  The ultimate benefit of 
every sabbatical must be to the advancement of the mission of the University.  Subject to the 
restrictions of Section 7.3., any application consistent with this purpose is eligible for consideration. 
 
7.2. The University supports or permits sabbatical leave through three (3) programs.  In all three (3) 
programs the sabbatical will not affect the faculty member’s seniority or time-in-position status. 
 

7.2.1. University supported one-semester sabbatical grants.  A one-semester sabbatical grant 
evokes no change in the compensation or benefits of the faculty member. 

 
7.2.2. University supported two-semester sabbatical grants.  A University-supported two-
semester sabbatical grant is for half the direct compensation (salary) for one (1) year plus 
unchanged health care benefits plus contributions to retirement plans proportionally reflecting 
the salary reduction. 

 
7.2.3. Combined University and externally funded sabbatical grants.  A sabbatical is funded in 
combination with an  external source if both the University and an external agency pay 
compensation during the sabbatical period.  Under  this program, the support from the University 
will be determined in such a way that the total compensation received by the faculty member 
will not exceed the regular compensation (salary and benefits) that would have been received for 
a one-semester fully funded or a two-semester fully funded sabbatical per Sections 7.2.1. and 
7.2.2., above.  Recipients are responsible for reporting any salary or salary supplement to the 
Provost.  Grants made specifically to cover travel expenses, equipment  cost of projects, or other 
extraordinary expenses normally not borne by the faculty  member will not be included as part 
of the total compensation. 

 
7.3. Application for Sabbatical leave will be considered only if (5) five conditions are satisfied. 
 

7.3.1. The applicant has been a full-time faculty member for at least (6) six years or a number of 
years that is specifically indicated in a letter of appointment. 

 
7.3.2. The applicant must be tenured at the time the sabbatical is taken.  An untenured faculty 
member may apply for a sabbatical prior to being granted tenure.  A non-tenured member of the 
faculty may apply for sabbatical leave during the year of tenure application; however, the 
sabbatical is contingent upon the attainment of tenure. 

 
7.3.3. The applicant must have performed at least (6) six years of continuous service since the 
last sabbatical, the first year being the year after the year in which the last sabbatical was taken.  
Approved leaves of absence will not be considered an interruption in continuous service but they 
will not be included as contributing to time spent in this period of continuous service. 
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7.3.4. The applicant agrees to return to full-time service at least (1) one year subsequent to 
taking a sabbatical. 

 
7.3.5. The application has the support of the faculty member’s department chair and college 
Dean. 

 
7.4.  Sabbatical leave draws on the limited financial resources of the University so that budgeting 
processes determine the amount of funding available.  When the number of sabbatical applications 
exceeds or may exceed the financial resources available, the Personnel Committee of the Faculty Senate 
will prioritize applications and forward recommendations to the Provost for final determination.  The 
Personnel Committee shall establish a standard to allow it to rank each proposal it considers.  Such a 
standard shall incorporate the following criteria in a manner that is neither arbitrary nor capricious: 
 

1. The relationship between the sabbatical’s cost to the University and its potential contribution to 
advancing the mission of the University. 

 
2. The quality of the proposal and its likelihood of completion. 

 
3. The strength of the recommendation of the applicant’s Chair and Dean. 

 
4. Whether the applicant was denied a sabbatical in the previous year for lack of funding. 

 
5. The number of sabbaticals previously awarded to the applicant. 

 
6. The time since the eligibility to take a sabbatical per Sections 7.3.1., 7.3.2., and 7.3.3.  

Applications made under a reduced-time provision in a letter of appointment shall be considered 
as if the applicant had performed (6) six years of continuous service for the University. 

 
7. The results of previous sabbaticals, course release times, and other University funded support for 

research profession development. 
 
7.5. The application and approval process. 
 

7.5.1.  The application process begins no later than November 1 when the applicant provides the 
appropriate Chair, the appropriate Dean, the Provost, and, in the case where there is University 
funding, the Chair of the Senate Faculty Personnel Committee, information relevant to Sections 
7.3. and 7.4.  In the case where a Chair is applying for a sabbatical the Dean shall appoint a 
tenured faculty member knowledgeable in the discipline to serve in the role as Chair for the 
purpose of evaluating the application.  The information required is as follows: 

 
1. A full description of the sabbatical proposal, and any supporting documentation 

consistent with the purpose of the sabbatical.  Such supporting documentation should 
include preliminary work completed on the paper, or project and a description of how the 
project contributes to the applicant’s discipline and/or enhances the  faculty 
member’s teaching. 



31 

 

 
2. A statement indicating the number of years the faculty member has been a full-time 

member of the University’s faculty and has been eligible for sabbatical leave. 

 
3. The date or dates of previous sabbatical leave or leaves. 

 
4. Whether the applicant was denied a sabbatical in the previous year for lack of funding. 

 
5. The results of previous sabbaticals, course release times, and other University funded 

support for research and professional development. 
 

7.5.2 The Chair will review the application, approve or disapprove of it, and forward this 
decision to the Dean along with comments on:   

 
1. The feasibility of making provisions for coverage of teaching responsibilities while the 

faculty member is absent in terms of ongoing personnel and financing. 

 
2. The sabbatical proposal in terms of the relationship between the sabbatical’s cost to the 

college and its potential contribution to advancing the mission of the college, the quality 
of the proposal, and its likelihood of completion. 

 
7.5.3. The Dean shall review the application and the Chair’s decision and comments, approve or 

disapprove of the sabbatical and forward this decision to the Provost and the Chair of the 
Faculty Personnel Committee along with comments on the relationship between the 
sabbatical’s cost to the college and its potential contribution to advancing the mission of 
the college, the quality of the proposal, and its likelihood of completion. 

 
7.5.4. The Personnel Committee will review all applications, determine whether the conditions 

of Sections 7.3., 7.5.1., 7.5.2., and 7.5.3. are satisfied, indicate applications that are 
deficient, rank those that are not deficient according to the provisions of Section 7.4. and 
provide the Provost with its rankings no later than December 10.  Unranked sabbatical 
will not be submitted to the Provost.   

 
7.5.5. The Provost will review the material from the applicant, the applicant’s Chair, the 

applicant’s Dean, the Personnel Committee and make a recommendation to the 
President. 

 
7.5.6. The President will make the final determination of which proposals are approved, and 

inform the Provost.   

   
7.5.7. The Provost will inform the applicant of whether the application has been approved or 

rejected no later than December 20 of the academic year prior to the year for which the 
sabbatical was requested. 
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7.6 At the request of the faculty member whose application was rejected, the Chair, Dean or Chair of 
the Personnel Committee will meet with the applicant to provide suggestions on how to improve the 
proposal for resubmission in another year.   
 

7.7 The recipient of a sabbatical will submit a report on the results of the sabbatical to the 
appropriate Dean by the end of the semester following its completion. 
 

Section 8  Unpaid Leave of Absence 
 
8.1. A leave of absence is permission granted to a faculty member for a specific period of time during 
which he or she may be legitimately absent from the University while continuing to be regarded as a 
faculty member. 
 
8.2. This period of time will not be less than one (1) semester and will not normally exceed one (1) 
academic year.  Such leave will not ordinarily be granted until the faculty member will have served six (6) 
years at the University. 
 
8.3. It is understood that at the end of the leave of absence the faculty member shall return to the 
University at no less than the rank and salary at the time of leaving and resume responsibilities in his or 
her area of competence as determined by the Provost in consultation with the Dean of the College in 
which the faculty member teaches. It is understood that the individual will return to the University for at 
least one (1) academic year immediately following the year in which the leave is taken regardless of 
other opportunities which arise during leave, unless relieved of this responsibility by mutual agreement 
of the University and the individual. 
 
8.4. Continuance of Benefits while on Leave of Absence: 
 

8.4.1.  All items normally withheld from the salary to which the faculty member alone 
contributes may be continued if the  faculty member elects to pay the required amount. 

 
8.4.2.  All benefits to which the University contributes in full or in part, and the faculty member 
part or none, may be  continued by the faculty member paying the full amount, including that 
normally contributed by the University. 

 
8.4.3. Faculty members who receive free tuition for a dependent son, daughter, or spouse will 
continue to receive this benefit. 

 
8.5. All faculty on leave of absence will be governed by the policies as set forth in this Faculty 
Handbook, with the exception that time while on leave of absence shall not count as earned time for 
tenured appointment, sabbatical leave, or promotion, but neither will it constitute an interruption of 
continuous service. 
 
8.6 The Family and Medical Leave Act of 1993 provides employees with rights to unpaid leave for 
birth/adoption and to care for immediate family members with serious health problems. The University 
complies with all provisions of the Act.  For additional details, contact the Office of Human Resources. 
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Section 9 Professor Emeritus 
 
9.1. Upon the recommendation of the appropriate department or Peer Review Committee to the 
Personnel Committee of the Faculty Senate and then to the Provost, Professor Emeritus status may be 
awarded to a retired or retiring Associate Professor or Full Professor who has served in a full-time 
capacity as a faculty member at Western New England University for a minimum of thirteen (13) years 
or, in exceptional cases, who has received a three-fourths (3/4) vote of approval of the Faculty Senate.  
The President will confer the award.  Among the privileges afforded by this status is the right to claim, 
upon request, affiliation with Western New England University and to use the campus mailing address 
and e-mail address. 
 
Section 10 Department Chairs 
 
10.1 Appointment 
 

10.1.1 Department Chairs are normally tenured members of the teaching faculty appointed by 
the President, after consultation with the Provost and the Dean of the college. (In an emergency 
situation when no tenured faculty member is available to serve, a non-tenured faculty member 
may serve for one (1) year in a “caretaker” capacity, wherein he/she may  not engage in any 
evaluation of faculty.) The Dean’s nomination shall be made in consultation with the 
Department. The Department shall recommend selection of a Chair through a democratically 
conducted election. The appointment is subject to review at the discretion of the President. 

 
10.1.2. A Chair is appointed for the academic year and one (1) month in the following summer. 
The normal term of appointment is three (3) years. Chairs may be re-nominated, recommended, 
and reappointed by the President for additional terms of service. 

 
10.1.3. Department Chairs receive academic load reductions of two (2) to four (4) courses per 
academic year at the  discretion of the Dean. Department Chairs are compensated for their 
administrative service with annual stipends equal to one-ninth (1/9) of their base faculty salaries. 
Chairs may not teach courses in overload at Western New England University or elsewhere. 

 
10.1.4. Department Chairs report directly to the respective Dean and are expected to provide 
departmental leadership and direction in accord with University policy. Specific responsibilities of 
Department Chairs vary from college to college and from department to department and are 
spelled out in the letter of appointment. The principal role of Department Chair is the 
maintenance of effective and high quality academic programs approved by the Board of 
Trustees. 

 
DETAILED RESPONSIBILITIES 
 
10.2. The Department Chair: 
 

10.2.1. Advises Dean as to staffing and other resource needs that are required for the effective 
delivery of the academic programs of the Department. 
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10.2.2. Oversees the work of the faculty of the Department (full-time, part-time, on-campus, and 
summer college) in courses, programs, majors, and the overall curriculum.  

 
10.2.3. In conjunction with the Dean’s Office, schedules classes during Fall, Spring, and Summer 
semesters both on-campus and off-campus, day and evening, and assigns instructional duties so 
as to provide maximum strength in the curriculum.   

   
10.2.4. Evaluates Departmental personnel.   Writes formative and/or summative evaluations and 
rates the performance of each full-time faculty member of the Department except for 
Professional Educators in the Department who have another immediate supervisor.  Evaluations 
highlight faculty members strengths and areas that need improvement in accordance with the 
Criteria for Evaluation in Appendix 1 of this Faculty Handbook. 

  
 10.2.5. Assists the Dean in preparing and administering the budget (including preparation of 

grant proposals), and in allocating resources in the most effective way. 
 

10.2.6. Conducts Departmental meetings on at least a monthly basis at which matters of concern 
to the Department and its members are democratically discussed.   

 
10.2.7. Represents the Department to other units of the University, promotes the Department to 
prospective students, and coordinates faculty involvement in admission processes including 
active recruitment, telerecruiting, open houses, and career days.   

 
10.2.8. Acts as a hearing body for students accused of violation of academic integrity, and for 
student complaints about courses or faculty. 

 
10.2.9. Strives to improve the teaching performance, governance/University service/advising, 
and professional development and scholarship of faculty in the Department. 

 
10.2.10. Sets annual Departmental goals and objectives, including curricular and program    
development. Reviews and updates the Catalogue regularly. 

 
10.2.11. Ensures that the programs of the Department meet the professional accreditation 
standards. Prepares documents to meet these objectives. 

 
10.2.12. Works with other Colleges and Departments in the University with respect to staffing 
and scheduling. Coordinates  academic offerings across the University. 

 
10.2.13. When filling positions, will consider available, qualified full-time faculty within the 
University but outside the Department or discipline before using adjuncts or asking for new 
faculty. 

 
10.2.14. Meets with Dean, Assistant Dean, Associate Dean, and other Department Chairs on at 
least a bimonthly basis to discuss significant College and University matters.  
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10.2.15. Provides mentoring of junior faculty so as to offer the support and guidance necessary 
for their success in all  performance areas. 

 
10.2.16. Maintains proper balance between service, elective, and general education courses and 
those in the Departmental programs and majors. 

 
 10.2.17. Places the appropriate faculty in the lower-division offerings. 
 

10.2.18. Provides the faculty with guidance and support in meeting the performance criteria of 
the annual review. 

 
 
Section 11 Discrimination/Sexual Harassment Grievance Procedures 
 
11.1. Massachusetts Law and Federal Statutes establish definitions for discrimination/sexual 
harassment.  The University has adopted Discrimination/Sexual Harassment Grievance Procedures that 
are consistent with these laws and statutes.  Below are summarized the procedures in place for the filing 
and resolution of discrimination/sexual harassment complaints. 
 
Informal Resolution 
 
11.2 Many claims of discrimination/sexual harassment may be resolved informally.  In the informal 
process, input will be important, yet direct confrontation with the alleged harasser may not be required.  
The goal of an informal resolution is to end the offensive or unwelcome behavior.  The Dean of the 
respective College (if the Respondent is a faculty member), the Assistant Vice President and Director of 
Human Resources (if the Respondent is classified staff or administration), and the Dean of Students or 
the Assistant Dean for Law Student Affairs (if the Respondent is a student) can work with the 
Complainant and the Respondent to reach an informal resolution.  
 
 11.2.1. Examples of informally reached outcomes might include: 
 

a) Mediated, informal conversation between the Complainant and Respondent; 
b) Conducting educational programs for a unit, division or department; or 
c) Adjusting residential or academic placement of either the Complainant or Respondent. 

 
11.2.2. Resorting to formal hearings will be avoided whenever possible.  The purpose of informal 
adjudication is to arrange an appropriate solution acceptable to all parties concerned.  At the 
conclusion of the informal process, the only document that will be maintained is a memorandum 
of understanding, signed by both parties, and maintained in the Equal Employment Opportunity 
(EEO) office. 

 
11.2.3. Informal proceedings must be exhausted before formal proceedings will proceed. In the 
event that the informal process does not achieve resolution of the issue, the Equal Employment 
Opportunity (EEO) officer will prepare a memorandum signed by the parties BEFORE the formal 
process will be available. 
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Formal Resolution 
 
11.3. If informal efforts to resolve a problem are not successful, or if informal resolution is 
inappropriate or inadequate based on the severity of a case, or if the Respondent is a known prior 
offender, then a more formal resolution may be necessary.  Formal written complaints must be filed 
with the Equal Employment Opportunity (EEO) Officer.  The matter will then be referred to the 
University’s Discrimination/Sexual Harassment Hearing Committee by the Equal Employment 
Opportunity (EEO) Officer. 
 

11.3.1. The Equal Employment Opportunity (EEO) Officer will monitor the implementation of 
these formal grievance procedures, and either party may request a formal hearing. 

 
11.3.2. The Equal Employment Opportunity (EEO) Officer will intervene in the formal process 
when in his/her judgment such intervention is necessary for expediency.  The EEO Officer will 
schedule all committee meetings, oversee the process and procedures, and attend hearings, if 
necessary, as a non-participating, non-voting member. The EEO Officer will NOT contribute to the 
writing of the Hearing Committee’s findings.  

 
Procedures for formal hearings by the Discrimination/Sexual Harassment Hearing Committee 
 
Composition of the Discrimination/Sexual Harassment Hearing Committee 
 
11.4. The Discrimination/Sexual Harassment Hearing Committee will consist of six (6) members of the 
Western New England University community appointed by the President to serve two (2) year terms.  
Members can serve no more than two (2) consecutive two (2) year terms.  The Committee will be 
comprised of two (2) tenured faculty members referred to the President by the Faculty Senate and the 
Law School, two (2) classified staff, and two (2) administrators, all from different departments.  
Replacement of faculty representatives on the Committee (if it became necessary) would be made 
either by the Senate or the Law School as appropriate.  The President will designate a chair of the 
Committee, based on such considerations as experience, continuity, and sensitivity to the concerns of 
those affected by discrimination/sexual harassment.  At any given time, there should be no more than 
five (5) persons of the same gender on the Committee.  Two (2) additional members who are students 
will sit on the Committee when a complaint directly involves a student.  For complaints involving 
graduate students or law school students, at least one (1) of the two (2) student members on the 
Committee will be a graduate student or a law school student, as appropriate to the case. 
 
Initiation of the Hearing Procedure 
 
11.5. A copy of the complaint will be mailed by the Chair of the Discrimination/Sexual Harassment 
Hearing Committee to the Respondent, who will be afforded ten (10) calendar days from the mailing 
date to prepare a written response regarding the incident.  Upon receipt of the Respondent’s response, 
the Committee Chair will mail to each party a copy of the complaint and response. 
 

11.5.1. At that time, both parties will be presented a list of the members of the Committee and 
may challenge any member’s eligibility for cause in writing to the Chair, within two (2) working 
days of the presentation of the list.  Any such challenge will be ruled upon by the Equal 
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Employment Opportunity (EEO) Officer.  Any Committee member  with previous knowledge of 
the incident will present that information for the Committee, which will decide if that member 
should be disqualified from hearing the case.  If the Chair is released by challenge or 
disqualification, the Committee will elect a Chair pro tempore.  If, by challenge, disqualification, 
or unavailability, fewer than six (6) members of the Committee remain eligible, others will be 
appointed by the President pro tempore. 

 
11.5.2. No hearing will be held without the parties being given at least seven (7) calendar days 
notice.  Each party may be accompanied during each session by one (1) advisor from the Western 
New England University community.  The advisor will not participate in the session, but may 
consult freely with the person whom they are advising.  The advisor may be an attorney.  The 
Complainant and Respondent may each request witnesses and present documentary evidence.  
Witnesses will be present at the hearing only when giving testimony.  Each party may bring any 
number of witnesses; however, the actual number of witnesses heard will be at the discretion of 
the Committee.  The Committee may refuse to accept or hear any evidence that it deems 
irrelevant or unreliable.  Rules of evidence used in courts of law are not used in this process. 

 
Conduct of Formal Hearings 
 
11.6. The formal hearing will be tape recorded for the Committee’s use in its deliberations.  The tape 
will not be transcribed, but will be stored securely and confidentially by the University General Counsel.  
Upon written request, a copy of the tape will be made available to either party of this proceeding.  The 
Committee alone may question witnesses and parties.  In the course of the hearing, each party may 
submit in writing, questions to be asked by the Committee.  However, the Committee reserves its right 
to decline to pursue any such questions.  The Respondent has the right to refuse to testify. 
 
Hearing Record  
 
11.7. Within ten (10) calendar days of the hearing, the Committee must prepare a written report that 
details the allegations, the hearing process, and the evidence heard.  The Committee shall include in this 
report its findings of fact, including any findings it makes concerning the credibility of witnesses.  All 
findings by the Committee shall be based on a majority vote of the panel.  All Committee members must 
sign the written report. 
 
Findings of the Committee 
 
11.8. After a hearing, the Committee may find one (1) of the following: 

a) that it is more likely than not that the alleged violation occurred; or 
b) that it is more likely than not that the alleged violation did not occur. 

 
Referral for Action  
 
11.9. The Committee will issue a written report to the relevant Dean or supervisor, who after review of 
said report, will distribute a copy of the report to the Complainant and Respondent.  The relevant Dean, 
after consultation with the Assistant Vice President and Director of Human Resources, will determine 
and impose sanctions in writing to the Respondent and the Equal Employment Opportunity (EEO) Officer 
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within fifteen (15) calendar days of the Dean’s receipt of the Committee’s report.  Appropriate 
disciplinary action will be taken by the Respondent’s supervisor for staff, Deans of the respective College 
for faculty or for graduate students, the Dean of Students for undergraduate students, or the Dean of 
the Law School for law students. 
 
Sanctions  
 
11.10. Sanctions imposed on the Respondent will be commensurate with the seriousness of the 
conduct, and will be adequate and sufficient to demonstrate the University’s commitment to taking 
strong and effective measures to both remedy and prevent further violations.  The assessment of the 
severity of the sanction will be based on both the current case and the Respondent’s previous record of 
misconduct.  Any sanctions imposed on tenured faculty will be pursuant to the procedures delineated in 
the appropriate Faculty Handbook.  Sanctions might include, but are not limited to: 
 

a) a written apology; 
b) transfer or change in department or teaching assignment; 
c) warning, meaning a written statement that the Respondent violated this policy, a notation of 

which would be placed in the Respondent’s permanent record;  
d) a referral for counseling and/or training (failure to fulfill the sanctions shall be cause for 

sanctions of a more serious nature); 
e) probation for a stated period of time within which the Respondent’s rights to participate in 

University-sponsored activities and/or access to facilities may be limited or removed; 
f) suspension (with or without pay), meaning a separation from the University for a stated period of 

time or until specific conditions are met; dismissal, meaning permanent removal from 
employment or University programs, facilities, and property. 

 
11.10.1. The relevant member of the President’s Staff will review any sanction recommending 
termination from employment at the University.  If a member of the President’s Senior Staff is 
the Respondent, the President will review any sanction recommending termination from 
employment at the University. 

 
Summary Suspension   
 
11.11. The University reserves the right to take necessary and appropriate action to protect the 
educational environment, and the safety and well being of members of the University community.  In 
the event that any individual charged with violation of the University’s Discrimination/Sexual 
Harassment Policy is deemed a serious risk to the safety and security of the University and/or its campus 
community, its faculty, students, or staff, the University reserves the right to summarily suspend that 
individual.  The University reserves its right to suspend that individual with or without pay and benefits 
(tenured faculty can only be suspended with pay and benefits) and exclude that individual from campus, 
except as is necessary to participate in the formal hearing process delineated above.   
 

11.11.1. Nothing in this policy shall limit the authority of the University, or any of its constituent 
parts, to take such actions as the appropriate University officer or Dean or his/her designee 
deems necessary to protect the physical safety of members of the University community, or to 
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maintain conditions compatible with the educational process or institutional integrity of the 
University or any of its constituent parts. 

 
Appeals   
 
11.12. Notice of an appeal:  Respondents may appeal by filing written notice with the University official 
who issued the disciplinary sanctions within fourteen (14) calendar days from the day a sanction is 
imposed, with a copy to the Equal Employment Opportunity (EEO) Office.  Respondents seeking an 
appeal must specify in writing the grounds for the request.  Respondents who fail to file an appropriate 
written request for an appeal within fourteen (14) days waive their rights to appeal.  
   

11.12.1. Grounds for appeal:  Appeals will be considered only under one (1) or more of the 
following circumstances: 

 
a) when the Respondent deems the sanction inconsistent with the gravity of the offense, except 

in the case of termination of employment where review is automatic, as provided in Section 
6(B).2. of the Western New England University Faculty Handbook; 

b) when new evidence that was not available at the time of the hearing becomes available 
within the above referenced fourteen (14) calendar day period; or 

c) when there has been a substantial and material procedural error during the hearing process. 
 
11.13. Reviewer:  The relevant member of the President’s Staff will review appeals. 
 
11.14 Possible Results:  The relevant member of the President’s Staff will review the request for an 
appeal and any evidence necessary to support that request.  He/she shall then have the authority to: 
 

a) affirm; 
b) reverse; 
c) modify the sanction imposed; or  
d) remand the matter for further investigation or consideration by the Discrimination/Sexual 

Harassment Hearing Committee (only available in cases where there is new evidence or 
where there has been substantial and material procedural error). 

 
 11.14.1. Decisions of the relevant member of the President’s Staff are final. 
 

11.14.2 In the event that the Respondent is a member of the President’s Senior Staff, the 
President will review appeals and the process is as set forth in 11.12. above. 

 
11.14.3. Appeals for tenured faculty only:  Should any tenured faculty member at the University 
desire to pursue an appeal of any actions imposed on him/her through these procedures, the 
affected faculty member will avail himself/herself of procedures delineated in the appropriate 
Faculty Handbook (for tenured faculty, refer to Section 6.(B).5. in the Western New England 
University Faculty Handbook). 
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Substitutions 
 
11.15. In the event that the Respondent is a Dean, Equal Employment Opportunity Officer, or a member 
of the President’s Staff, the President will designate an appropriate substitute who will assume the 
responsibilities outlined in this policy.  In the event that the Respondent is the President, the Chairman 
of the Board of Trustees will receive the report of the Committee and determine, with the Board of 
Trustees, any sanctions to be imposed in accordance with the By-laws of Western New England 
University.  The decision of the Board of Trustees shall be final. 
 
Confidentiality 
 
11.16. Throughout all investigations and hearings of complaints arising from discrimination/sexual 
harassment, both formal and informal, the confidentiality of the proceedings and the identities of the 
parties to the complaint shall be protected to the fullest extent practicable under the facts and 
circumstances of each case. 
 
Section 12 Grievance Procedure for Faculty 
 
12.1. PURPOSE OF A GRIEVANCE PROCEDURE  
 

12.1.1. The purpose of the faculty grievance procedure is to resolve disputes that arise within the 
faculty of the University.  The faculty includes, for the purposes of this procedure, the full-time 
teaching faculty, the Academic Deans, and the Provost. 

 
12.1.1.1.  Note:  Grievances against non-faculty, i.e., administrative and classified staff are 
processed in accordance with policy in the Office of Human Resources. 

 
12.2 This procedure covers all grievances except when: 
 

12.2.1 The grievance involves an alleged violation of equal opportunity, discrimination, or sexual 
harassment. A separate procedure for these grievances is administered by the EEO officer, the 
Assistant Vice President and Director of Human Resources. 

 
12.2.2. The grievance involves the dismissal of a tenured faculty member and/or a non-tenured 
faculty member during a contract year. 

 
12.2.3. The grievance arises during an appointment process before the grievant is formally an 
employee of the University. 

 
12.2.4. The grievance is related to the non-renewal of probationary period tenure-track faculty 
members since this is  covered by a separate procedure. 

 
12.2.5. Evaluations arising from the annual performance review process are grievable only if 
documentation is provided giving demonstrable evidence of: 
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12.2.5.a. Error(s) of fact, which are shown to have been the cause(s) of a negative 
evaluation of the faculty member’s performance. 

 
12.2.5.b. Violation(s) in the use of the evaluation criteria, which are shown to have been 
the cause(s) of a negative evaluation of the faculty member’s performance. 

 
12.2.5.c. Instance(s) or pattern(s) of treatment of the faculty member by the evaluator 
(not otherwise  grievable) which the faculty member can show has seriously compromised 
the objective judgment of the evaluator. 

 
12.3. DEFINITION A grievance is defined as an alleged violation by the University and/or its agents of 
University policy, rules, or contract rights of the employees. 
 
12.4.   ELIGIBILITY TO FILE A GRIEVANCE 
 

12.4.1. A grievance may be filed by any full-time teaching faculty member who is under contract 
to the University at the time of the filing of the grievance. 

 
12.5.   PROCESSING A GRIEVANCE 
 
 12.5.1.   INITIAL PROCEDURE 
 

12.5.1.1. The grievant shall first put the grievance in writing within thirty (30) days of its 
occurrence using a Standardized Grievance Form and then attempt in good faith to 
resolve the grievance with his/her Department Chair, or if the subject of the grievance is 
either the Chair, a Peer Review Committee, an Assistant Dean, or an Associate Dean, with 
the appropriate Dean. If the subject of the grievance is the Dean, the grievance shall be 
filed with the Provost. Administrators processing the grievance shall have sixty (60) days 
from the time the complaint is filed to resolve the grievance informally, unless an 
extension is agreed upon by both parties. The completed Standardized Grievance Form 
shall be date-stamped upon submission to the Department Chair or Dean. 

 
12.5.1.2. If the respondent is the Provost then administration of the grievance process 
shall go to the Assistant Vice President and Director of Human Resources who shall report 
directly to the President. If the respondent is the President then administration of the 
grievance process shall go to the Assistant Vice President and Director of Human 
Resources who shall report directly to the Chairperson of the Board of Trustees of the 
University. 

 
 12.5.2. STAGE TWO PROCEDURE 
 

12.5.2.1. If the grievance cannot be resolved informally within ninety (90) days from the 
submission of the grievance, the grievant may, within five (5) working days from the end 
of the ninety (90) day period, file a Stage Two written complaint using the same 
Standardized Grievance Form unless an extension is agreed upon by both grievant and 
respondent. The formal grievance shall be filed with and acted upon by the Provost, 
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unless the grievance is against the Provost, in which case the Assistant Vice President and 
Director of Human Resources will seek to resolve the grievance. 

 
12.5.2.2. Within fifteen (15) working days of receipt of the grievance, the Provost shall 
evaluate the grievance and respond in writing. If the grievant is not satisfied with the 
Provost response, he/she may, within five (5) working days of receipt of the response 
request a formal hearing by a grievance committee. The Provost will form the committee 
to review the case and issue a written recommendation for resolution of the grievance. If 
the complaint is against the Provost, the Assistant Vice President and Director of Human 
Resources shall evaluate the grievance and, if required, form the grievance committee. 

 
12.5.2.3. The committee shall be formed within five (5) working days of receipt of the 
request by the Provost. The committee shall be composed of three (3) full-time teaching 
faculty of Western New England University to be chosen as follows: 

 
   1.   One (1) member chosen by the grievant; 
   2.   One (1) member chosen by the respondent; 

3.   One (1) member chosen by the other two (2) members, who will be Chair with 
vote. 

 
12.5.2.4. The committee shall evaluate the grievance and may conduct its own 
investigation, speak with witnesses, examine documents, and take testimony. It may 
conduct a formal hearing in which a broad range of testimony and evidence may be heard 
or submitted. The procedure is non-judicial and not bound by formal rules of evidence. At 
any formal hearing, either the grievant or the respondent may be advised by counsel (any 
member of the University community or an attorney at the discretion of the grievant or 
the respondent). The counsel may not participate in the procedures, but may advise the 
grievant or the respondent during the course of the hearing. The committee will 
complete a written report, including a recommendation for any remedial action, if 
appropriate. The report shall be made within thirty (30) days of the formation of the 
committee unless all members of the committee agree to an extension of time. 

 
12.5.2.5. The written report of the committee shall be forwarded to the Provost (or the 
Assistant Vice  President and Director of Human Resources if appropriate), grievant, and 
the respondent. The Provost (or the Assistant Vice President and Director of Human 
Resources if appropriate) shall, within thirty (30) days of the receipt of the report, review 
the report, including any recommendation, and render a decision in writing. Copies of the 
decision shall be mailed to each of the parties. 

 
12.6. APPEAL OF THE DECISION TO THE PRESIDENT 
 

12.6.1. An appeal of the decision may be made to the President within five (5) working days of 
the decision of the Provost or Assistant Vice President and Director of Human Resources if the 
grievant alleges that: 

 
  12.6.1.1. The remedy is inappropriate or inequitable. 
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  12.6.1.2. The grievance procedure was violated. 
 

12.6.1.3. New evidence was discovered. Such evidence must be provided within twenty 
(20) working days of receipt of the written decision of the Provost or Assistant Vice 
President and Director of Human Resources. 

 
12.6.2. The Presidents report will be issued within thirty (30) days of the first appeal. The 
decision of the President is final. 

 
12.6.3. The grievant agrees that by filing a formal grievance, no legal remedies shall be sought 
until all the procedures made available within the University, as outlined above have been 
exhausted. The grievant may pursue legal remedies after internal processes are exhausted or if 
internal processes are not complete within thirty (30) days of the expiration of the relevant 
statute of limitations of laws of the Commonwealth of Massachusetts or the United States 
Government. 

 
Section 13 Legal Remedies 
 
13.1 Nothing in this Faculty Handbook shall be deemed to waive any statutory or non-statutory 
remedies of the parties. 

 
C.   PERSONNEL POLICIES: OPERATIONAL 
 
C.1. For details concerning any of the following personnel policies, consult with the Assistant Vice 
President and Director of Human Resources.  Please note that all fulltime University Faculty are 
considered Exempt Employees and, as such, are subject to the policies and procedures in University’s 
Exempt Employee Handbook, in addition to those in the Faculty Handbook. 
 
Section 1 New Appointees 
 
1.1. You are required to report to the Office of Human Resources within twenty-four (24) hours of 

beginning service to complete Part I of the Form 1-9 and to provide within seventy-two (72) hours of 
beginning service the necessary documentation required by the Federal Immigration Reform and 
Control Act of 1986 establishing your right to work. In compliance with Massachusetts’s law, each 
faculty member must submit evidence of freedom from tuberculosis. 

 
1.2. New faculty members are required to submit to the Provost’s Office official transcripts of all 

undergraduate and graduate study. Faculty members earning a new degree while teaching at the 
University are also required to submit a complete official transcript of the work taken toward the 
new degree. These transcripts become a part of each faculty member’s permanent record retained 
by the University. Salary adjustments based on acquisition of a new degree will not be granted until 
the official transcript is in the possession of the Provost’s Office. 
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Section 2 Salaries 
 

2.1. Faculty members are ordinarily paid bi-weekly, twelve (12) months a year. Federal and State 
income tax will be withheld from salaries on the basis of exemption certificates filed with the Payroll 
Office. All are required to participate in the Federal Social Security Program. 

 
Section 3 Retirement Plan 
 
3.1. The University offers a retirement plan based on section 403(b) of the Internal Revenue Code, 
which allows employees of not- for-profit organizations to save for retirement on a tax-deferred 
basis.  All employees may enroll and make pre-tax contributions into the Western New England 
University 403(b) Defined Contribution Plan upon hire.  
 
The University will make discretionary contributions to the retirement plan for those employees who 
have been employed by the University for one year and who have worked at least 1,000 hours during 
that time.  Employees who do not meet the eligibility criteria will not receive contributions from the 
University, but may still contribute their own funds into the Plan.  Eligible employees will only receive 
University contributions when all eligibility criteria are met and enrollment forms completed.  
 
As a condition of employment, eligible employees hired after July 1, 2008, after attaining age twenty- 
five and completing one year of service (which includes 1,000 hours worked) are required to make a 
mandatory contribution to the plan of 3% of compensation.    
 
TIAA is the record keeper of the Western New England University 403(b) Defined Contribution Plan.   If 
an eligible employee does not make an election as to how they choose to invest by returning the 
required election form, the University reserves the right to enroll the employee into the Plan in a 
qualified default investment alternative ("QDIA"). 
 
Additionally, the University provides access to a Group Supplemental Retirement Annuity through TIAA. 
Group Supplemental Retirement Annuities (GSRAs) are tax-advantaged investments that are funded 
with voluntary, pre-tax dollars through a salary-reduction agreement. 
 

Currently, qualified participants as described above may receive a discretionary contribution from the 
University into their retirement account.  
 
Additional detailed information, enrollment applications, and copies of the University's the Western 
New England University 403(b) Defined Contribution Plan resolution may be obtained at the Office of 
Human Resources. 
 
The normal retirement age under the Retirement Plan is age 65. This provision notwithstanding, the 
University will continue its contributions to the Retirement Plans of participating employees so long as 
they are employed by the University. 
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Section 4 Insurance Programs 
 
Details regarding the University Insurance Programs are given in the Exempt Employee Handbook.  
These programs include: 
 Employee Short-Term Disability Benefit Plan 
 Group Long-Term Disability Income Insurance 
 Group Health Insurance 
 Dental Insurance 
 Group Life Insurance 
 Liability Insurance 
 Travel Accident Insurance 
 Worker’s Compensation Insurance 
 Social Security Insurance 
 Unemployment Compensation Insurance 
 Voluntary Insurance Program 
  
Section 5 Sick Leave 
 
5.1. Faculty members will be paid their regular compensation for absences caused by personal illness 
or injury.   Prompt notification should be made to the appropriate Dean in the case of illness. When 
extended periods of sick leave are anticipated, full-time faculty must contact the Office of Human 
Resources in order to apply for Short-Term Disability benefits.  The University will make every effort to 
have an individual’s classes covered by fellow faculty members for the duration of the illness. 
 

5.1.1. In connection with any faculty member’s medical absence in excess of two (2) successive 
weeks during any academic semester, the University reserves the right to hire an individual or 
individuals on a temporary basis to carry out affected teaching responsibilities for the remainder 
of the relevant semester.  Continuation of salary during this period is provided in accordance 
with the terms and conditions of the University’s Short-Term Disability Compensation Plan.  
Upon return from sick leave, the University requires a physician’s certification that the faculty 
member is able to return to work.  If the faculty member returns to work before the conclusion 
of a semester, he or she will be assigned other duties commensurate with his/her experience and 
position.  Any arrangements for reduced work-load schedules must have the approval of the 
Provost. 

 
Section 6 Parental Leave – Massachusetts – Non-FLMA 
 
6.1. Upon advance request, employees who have completed their initial probationary period may be 
granted a parental leave in accordance with Massachusetts State Law for purposes of birth of a child, or 
adoption of a child under the age of 18 (or under the age of 23 if the child is mentally or physically 
disabled). 
 
Please refer to the Exempt Employee Handbook for the guidelines. 
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Section 7 Family and Medical Leave Act (FMLA)   
 
All faculty are entitled to the benefits of the Family and Medical Leave Act (FMLA).  Please see the 
Exempt Employee’s Handbook for the entitlements, benefits, guidelines, requirements and definitions.      
 
Section 8 Employee Wellness Program 
 
The employee wellness program details are given in the Exempt Employee Handbook. 
 
Section 9 Educational Benefits /Tuition Remission 
 
Faculty may participate in educational benefits and tuition remission.  The details of these plans are 
given in the Exempt Employee Handbook. 
 
9.1   Adjunct faculty are members of our contingency faculty pool and are not covered by the Exempt 
Employee Handbook.  For this reason, the following policy applies.  Adjunct faculty who have completed 
at least five (5) years of service to the University will be eligible to take one (1) course without payment 
of tuition during a semester in which they are actively teaching. For adjunct faculty, a year of service is 
defined as any academic year in which the individual has taught. Years of service for this prerequisite do 
not have to be consecutive and prior years of service will be counted toward this prerequisite. The five 
(5) years of service must be completed on or before the last day to register for classes in any given 
semester in order for the employee to receive tuition remission benefit in that semester. Tuition 
remission for adjunct faculty is for the faculty member only and cannot be used for courses taken by an 
employee’s spouse or dependents.  
 
Section 10   Professional Development 
 
10.1. Advanced Training 
 

10.1.1. For members of the full-time faculty who pursue courses leading to an advance degree, 
or courses that are necessary to maintain professional competence, or who engage in post-
doctoral study, the University will reimburse the costs of tuition and academic fees up to an 
amount no greater than two-thirds (2/3) of the per credit hour tuition for graduate courses at 
Western New England University for such total semester hours as approved by the appropriate 
Dean.  The University does not expect that full-time faculty will be full-time students 
simultaneously. 

 
10.1.2. All courses must be approved in writing by the appropriate Dean in advance of the actual 
course meetings.  Professional development approval/reimbursement forms are available in the 
Office of Human Resources. 

 
10.1.3. All reimbursements for professional development will be made when grades have been 
submitted to the appropriate Dean and have been approved for payment.  In all graduate 
courses paid for by the University taken at other institutions, reimbursement will not be 
approved unless the full-time faculty member achieves a minimum grade of “B” (or equivalent). 
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10.2.    University Sponsored Travel 
 

10.2.1. Western New England University encourages faculty members to contribute to 
professional and academic societies and other academic institutions and organizations relevant 
to their discipline. The nature of the contribution can include attendance at meetings, 
presentations, service as an officer, and committee service within the organization, among other 
activities. Each Dean is authorized to assure a fair and equitable distribution of limited University 
funds available for this purpose. Support must be approved in advance by the appropriate Dean. 
Upon return, the faculty member should promptly file a standard expense voucher with the 
Dean’s office. University funds may be made available to cover the cost of travel (within the 
United States), meals, lodging, registration, and fees for this purpose. The following (not in order 
of priority) are fundable at the discretion of the Department Chair and Dean. 

 
10.2.2. Reimbursement for the purpose of presenting a paper, symposium, or workshop session 
at an academic society meeting; 

 
10.2.3. Reimbursement for the purpose of discharging duties as an officer at an academic society 
meeting; 

 
10.2.4. Reimbursement to range from limited to full for the purpose of being a session chair, 
discussant, or for acting in a similar role at an academic society meeting; 

 
10.2.5. Reimbursement to range from limited to full for the purpose of attending an academic 
society meeting; 

 
10.2.6. Reimbursement to range from limited to full for the purpose of attending an academic 
meeting at the request of one’s Dean; 

 
10.2.7. Reimbursement to range from limited to full for the purpose of attendance and 
participation in short courses, institutes, and seminars. 

 
10.3. Faculty Development, Summer Research, and Curriculum and Course Development Funds 
 

10.3.1. Any tenured or tenure-track faculty member or faculty member having Professional 
Educator status is eligible to apply for a Faculty Development Grant or a Summer Research Grant 
or a Curriculum and Course Development Grant.  The Faculty Affairs Committee of the Faculty 
Senate oversees each of these grant programs in coordination with the Provost. 

 
10.3.2. Proposals for Faculty Development Grants, Summer Research Grants, or Curriculum and 
Course Development Grants should be submitted according to the details on these grant 
programs as identified in appendices 5, 6, and 7. 

 
10.3.3. Unexpected funds may be shifted between the three (3) grant programs at the discretion 
of the Provost and the Faculty Affairs Committee for recommended projects. 
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10.3.4. Unexpected funds may be shifted between the two (2) funds at the discretion of the 
Provost for recommended projects. 

 
Section 11 Research/Scholarship and Patent Policies 
 
11.1. The University recognizes that research by its faculty is important to the advancement of its 
educational goals and to the professional development of the individual involved. Therefore, the 
University enables each member to contribute to his/her area of interest by engaging in research. 
 
11.2. A faculty member shall keep his/her faculty Dean informed and in turn the Dean shall inform the 
President, Provost and Vice President for Finance and Administration as to the status of a research 
project from the initial proposal stage to the final completion. 
 
11.3. Where the University provides office space, this may be used while the faculty member is 
carrying on the research work. Laboratories and equipment may also be used upon approval of the Dean 
of the College when this use does not interfere with the instructional program. If the research is 
supported by industry, a foundation, or a government agency, an approved overhead will be levied for 
the use of University facilities and equipment. 
 
11.4. Expendable supplies, such as chemicals, components, charts, photographic supplies, etc., shall be 
charged to the project. In the case of supported research, the University shall be reimbursed in full for 
these. 
 
11.5. Secretarial service provided by the University and telephone costs shall be charged directly 
against supported research projects. 
 
11.6. A faculty member who expects to carry on supported research shall make definite salary 
arrangements with his/her Dean, the Provost, the Vice President for Finance and Administration, and 
the President prior to the start of such work. It is possible for the faculty member to be placed on a part-
time teaching, part-time research status. In such cases, the University will continue the medical coverage 
as provided for a full-time teaching faculty. The Group Life Insurance and the disability coverage will also 
be continued as for full-time teaching personnel with the annual salary amount computed on the 
combined salary for teaching and for research, but in no case shall the computed salary be more than 
that for full-time teaching, not including overload teaching. In the case of the TIAA/CREF Annuity the 
University will continue to contribute the usual percentage of the faculty member’s combined annual 
salary for teaching and for research, but not exceeding the full-time teaching salary, exclusive of 
overload teaching. Where a faculty member works on supported research during summer months, there 
shall be no contribution to the retirement annuity by the University on the basis of summer salary. 
 
11.7. The University shall have the rights to any inventions and patentable products resulting from 
faculty research conducted at Western New England University that is not supported by outside funding. 
The University maintains an affiliation with the Research Corporation of American for the purpose of 
evaluating inventions and assisting with the securing of patents. The cost of filing and prosecuting 
patents resulting from unsponsored faculty research shall be paid by the University. 
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11.8. If the University elects not to pursue the patent process within ninety (90) days, the full rights 
and any income there from are assigned to the inventor. 
 
11.9. The rights to patents and other patentable products or developments resulting from faculty 
research conducted off the premises of the University outside the contractual obligations with the 
University shall belong to the individual. 
 
11.10. In the case of sponsored research which finances all expenses connected with the investigations, 
the sponsor may be entitled to exclusive rights. In cases where the costs of development are borne both 
by the University and some other person or agency, or by foundation or grants, it shall be considered 
that the equities are divided in proportion to the contributions. Each such case shall be subject to special 
agreement. 
 
11.11. If a faculty member wishes to make use of University staff, equipment, facilities, or supplies for 
private research scholarship, it must be done with the express permission of his/her Dean. Should 
University financial considerations enter into such work, cost-sharing must be arranged in advance with 
the Provost and the Vice President for Finance and Administration and recommendations from them 
must be approved in writing by the President. 
 
Section 12 Faculty Load, Research, and Professional Development 
 
12.1. The normal faculty load is twelve (12) credit hours per semester. For purposes of this figure, one 
(1) contact hour of lecture counts as one (1) credit hour and one and a half (1.5) contact hours of 
laboratory count as one (1) credit hour. One (1) semester hour consists of forty-five (45) contact hours 
(one (1) Semester Hour = one (1) Carnegie unit = forty-five (45) fifty 50-minute class sessions). The 
normal twelve (12)-credit hour load may be reduced for the following activities: 
 
12.2. Special assignment such as Assistant or Associate Dean, Department Chair, Coordinator of 
Adjuncts, Director of International Studies, Director of Study Abroad Programs, and other similar 
positions as appropriate. 
 
12.3. Research, professional development, and proposal preparation. As part of their role as full-time 
members of the teaching faculty, all members of the faculty are expected to engage in some form of 
professional development, scholarship or research, and governance/University service/advising. Some 
faculty, however, may wish to spend more time on research, professional development, and proposal 
preparation than is realistically possible while carrying a full teaching load. In order to accommodate and 
encourage such special efforts in an equitable fashion, the following guidelines and procedures have 
been adopted. 
 

12.3.1. Individuals without outside funding who request released time for research, professional 
development, or proposal preparation will submit requests presenting brief descriptions of the 
activities they propose to carry out, estimates of the time required, and indications of what 
specific achievements are to be expected. Requests will be submitted to the respective Chairs 
well in advance of the time that teaching assignments are to be determined for each semester. 
All requests will be reviewed by a faculty committee of the College and its recommendations will 
be forwarded to the Department Chair and the Dean. Depending upon budgetary considerations 
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and course staffing needs, a modest number of these requests may be granted each semester if 
justified. 

 
12.3.2. If approved, released time for these special efforts will be allocated as a part of the 
faculty load for the semester in increments of one (1), two (2), or three (3) credit hours. No more 
than three (3) hours of released time will be granted without receiving outside funding. At the 
end of the semester, each person with released time not funded by outside sources will submit 
to the Department Chair and Dean a report of his/her efforts and accomplishments in connection 
with the released time. These reports will include evidence of progress, such as copies of grant 
proposals or papers to be presented or published. Reports will be carefully reviewed and used in 
decisions about any possible extension of the released time into the following semester or future 
requests, and will be used also as a part of the annual review process. At the end of each year, 
Deans will submit a report to the Provost summarizing the released time granted and the 
accomplishments stemming. 

      
12.3.3. Released time resulting from any of these arrangements will not be granted to faculty 
members teaching overloads for extra compensation at Western New England University or 
elsewhere. 

 
12.3.4. It is the responsibility of each of the Deans to administer faculty loads within the college 
in a flexible manner so that a proper balance of loads will be achieved over a period of a year or 
longer rather than on a semester by semester basis. It is also the responsibility of the Deans to 
keep the Provost informed on a semester by semester basis regarding the variations of loads 
deriving from these policy guidelines. 

 
Section 13 Equal Employment Opportunity 
 
Please refer to the Discrimination/ Harassment/ Sexual Misconduct/ Title IX Policy and Procedures 
statement in the Exempt Employee Handbook.  
  
Section 14 Employee Assistance Program 
 
14.1. The University maintains an Employee Assistance Program to provide help and counseling for on- 
or off-the-job emotional, family, substance abuse, legal, and financial problems etc. for faculty and their 
families.  The details of the plan can be found in the Exempt Employee Handbook.  
 
Section 15 Other Fringe Benefits 
 
Please refer to the Exempt Employees Handbook for additional fringe benefits. 
 
15.1. Reimbursement/ Dependent Care Assistance Accounts 
 

15.1.1. Health Care Reimbursement Account enables an eligible faculty member to pay for 
expenses not covered by an insured medical plan and save taxes. The Dependent Care Assistance 
Account enables an eligible member to pay for out-of-pocket, work-related dependent day-care 
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cost with pre-tax dollars.  Detailed information about the accounts may be obtained from the 
Manager of Benefits Administrator in the Office of Human Resources.   

 
D. INSTRUCTIONAL AND CLASSROOM PROCEDURES 
 
The following procedures are applicable to both full and part-time faculty: 
 
Section 1 Faculty Responsibility 
 
1.1. The primary responsibility of the Faculty is effective teaching so as to enable the students to 
complete prescribed academic programs and to facilitate student learning and achievement in the 
disciplines. The standards set for these fundamental activities appear below in Appendix 1. The suitable 
application of the academic standards of the University, established by the Faculty and approved by the 
Administration, is important and should be reflected in the quality of teaching, the quality and quantity 
of work required of the students, and in the distribution of grades. These standards must be, as in any 
University, closely related to the applied admission standards if the University expects to meet its 
obligations to the students admitted. It is, therefore, the responsibility of the faculty to communicate 
effectively the principles and practices of their disciplines to the existing student body by the 
development and application of teaching methods which allow matriculated students a reasonable 
opportunity, applicable within the framework of the standards of the University, to succeed in their 
programs and, after graduation, to make significant and lasting contributions to their professions. 
 
1.2. The Faculty must be the advocates and defenders of the integrity of scholarship without which 
learning has no meaning. To this end each faculty member is expected to make clear to all students the 
necessity for honesty in the classroom, to structure the classroom environment so as to minimize the 
temptations and opportunities for academic dishonesty, and to explain these principles clearly to the 
students. Faculty members are expected to serve as role models of academic and personal integrity. 
 
1.3. Attention should be given to the comfort of the students in regard to light, temperature, 
ventilation, etc. Because the heating system and its controls are complicated, the responsibility for its 
operation must rest with the maintenance men and with the heating engineers. To assure maximum 
efficiency in the use of our energy resources, it is important that adjustments in the heating system be 
made by the energy personnel only. Complaints about individual rooms should be forwarded to the 
office of the Director of Facilities Management. 
 
1.4. Smoking is prohibited in all buildings at the University. The use of smoking materials in 
classrooms and laboratories is prohibited by law. 
 
Section 2 Class Cancellations 
 
2.1. In the event a faculty member cannot meet a class or classes, notification to that effect is to be 
forwarded to the respective Dean. Arrangements for a substitute instructor should be made in 
consultation with the Dean. It is expected that all classes canceled by reasons of faculty absence will be 
made up with arrangements to be coordinated through the Dean’s office. 
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Section 3 Class Rosters and Grade Cards 
 
3.1. Registration of students in class is reflected on class lists: (a) an initial list provided on the first 
day of classes; and (b) a second list provided during week three (3). Admission to a class of any student 
not on the roster may be granted only when an official Add/Drop Form is presented. Grade rosters for 
students officially registered are issued prior to mid-term and to final examinations. A grade must be 
reported for each student so registered. 
 
3.2. Faculty members are to report any discrepancies between official listings and actual class 
attendances. 
 
Section 4 Student Class Attendance Policy 
 
4.1. Students are required to attend all class sessions for courses in which they are enrolled. 
 
4.2. Class attendance at the time of University vacations is a particular problem. Since the Faculty by 
their actions and expectations can do much to establish the pattern of student behavior, faculty 
assistance is requested to minimize student absences at those times. To this end the following are 
appropriate expectations: 
 

4.2.1. All regularly scheduled class sessions two (2) days before and two (2) days following a 
University vacation will be met as scheduled unless emergencies arise in which cases substitute 
supervision for the classes should be arranged. Cancellation of any class, even if made up before 
or after, encourages students to apply pressure on other faculty for similar concessions and is 
inappropriate. 

 
4.2.2. Each member of the Faculty is encouraged to plan vacation-proximate class sessions so 
that they will be singularly important in the mastery of the course material. Such plans could 
include quizzes, examinations, student reports with penalized absences, particularly important 
lectures or discussions, or a variety of other similar devices. Faculty members are encouraged to 
make use of the University’s facilities to assign student group activities, cooperative learning 
projects, programmed use of library resources and/or computer programs for self-paced 
instruction. 

 
4.2.3. Each instructor is expected to prepare, as an integral part of the course syllabus, a written 
statement setting forth course objectives and evaluation methods as well as the policies 
regarding expectations for attendance, consideration of absences, makeup examinations, and 
related matters which will be reviewed with the students at the opening of the semester. 

   
Section 5 Student Absence Due to Religious Beliefs 
 
5.1. The General Laws of Massachusetts Chapter 151C, Section 2B stipulates the following: Any 
student in an educational or vocational training institution, other than a religious or denominational 
educational or vocational training institution, who is unable, because of his religious beliefs, to attend 
classes or to participate in any examination, study, or work requirement on a particular day shall be 
excused from any such examination or study or work requirement, and shall be provided with an 
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opportunity to make up such examination, study or work requirement which he/she may have missed 
because of such absence on any particular day; provided, however, that such makeup examination or 
work shall not create an unreasonable burden upon such college. No fees of any kind shall be charged by 
the institution for making available to the said student such opportunity. Students shall not be penalized 
for availing themselves of the provisions of this section. 
 
Section 6 Final Examinations 
 
6.1. University policy, based upon faculty decision, in regard to Final Examinations and Tests is as 
follows: 
 

6.1.1. Final examinations are normally given in all courses in accordance with the published 
Final Exam Schedule.  Should final exams not be consistent with the academic goals of courses, 
the reasons for such must be included in the Course Syllabus. 

 
6.1.2. Final examinations must be given on the date and at the time scheduled unless other 
arrangements have been made in advance. Under no circumstances are final examinations to be 
administered during the final week of classes. Further, during the last week of classes, hour 
examinations are permitted only in those courses where there is a final examination, semester 
paper, or semester project requirement due the week of final examinations. In addition, no 
examinations or quizzes shall be administered on the last day of classes (if it falls on a Monday) 
or on the last two (2) scheduled days of classes (if the last day of classes falls on a Tuesday or 
thereafter). This policy does not in any way relieve the student of responsibility for the material 
covered in the last days of classes. 

 
6.1.3. The Chair of each department is responsible for the adherence to the latter policy by all 
members of the department. Final examinations formally scheduled but not given must be 
reported to the appropriate Department Chair. 

 
  6.1.3.1. Final Examination Time:  Final examinations are normally two (2) hours in length. 
 

6.1.3.2. Faculty Responsibility: The administrative details concerning examination conduct 
and procedures are left up to the individual instructor. 

 
6.1.4. Because academic integrity is so important, the presence of a proctor is required in all 
examinations given in a University classroom. Prior to the final examination period, faculty 
members will consult with the College Dean regarding the need for additional proctors. The 
Dean may seek the assistance of the Director of Student Administrative Services in securing 
proctors, if needed. 

 
6.2. Make-up Examinations:  Instructors may establish their own policies regarding students who miss 
a test or examination given in a course, subject to the six (6)-week limit for removing incompletes. 
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Section 7 Grades 
 
7.1. Instructors are required to submit to the Director of Student Administrative Services mid-
semester grades and final grades. Mid-semester grades are due in the Director of Student Administrative 
Services Office within seventy-two (72) hours of the closing date published in the University calendar; 
final grades are due within seventy-two (72) hours of the time the examination is completed by the 
students. 
 
7.2. It is crucial that mid-term grade reports reflect the instructor’s actual evaluation of students’ 
progress. Graded assignments must be given early in the semester, and regularly, prior to the 
calculations of the mid-term grades. This practice ensures adequate feed-back to students and evidence 
upon which the instructor may make his/her evaluation of student progress. 
 
7.3. Details of the undergraduate and graduate grading systems are described in the “Academic 
Regulations” section of the University Catalogue. 
 
Section 8 Syllabi 
 
8.1. Each member of the Faculty is expected to prepare and distribute to the students a syllabus for 
each course. The syllabus should include a) clear statements of the course objectives and the methods 
of evaluating students’ achievement of them, and b) statements of attendance, final examination, mid-
semester grade, and integrity of scholarship practices which conform to University policies. At the first 
meeting of each class, the syllabus will be reviewed with the students with particular attention being 
given to the sections on course objectives and methods of evaluation, attendance, and integrity of 
scholarship. Copies shall go to the Chair and the Dean of the College. 
 
Section 9 Field Trips 
 
9.1. Faculty members who are planning a field trip with their students should notify all other faculty 
members whose program will be affected in order to avoid a disruption of the teaching schedule. 
Students are taken to the destination by bus, rather than using individual cars. No field trips should be 
planned for vacation proximate class sessions. 
 
Section 10 Academic Advising 
 
10.1. While upper-level students have the option of choosing an academic advisor who best suits their 
needs, within limitations set by the respective Colleges; if they do not, an academic advisor will be 
assigned to them.  First year students are assigned academic advisors by the Deans and Department 
Chairs from among the faculty to ensure that only those faculty are appointed who are most willing and 
able to provide the attention freshmen need and deserve. 
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E. THE FACULTY ORGANIZATION 
 

BY-LAWS OF THE FACULTY 
OF 

WESTERN NEW ENGLAND UNIVERSITY 
 
(Effective September 1, 2001, these By-Laws are not considered part of the Faculty Handbook with 
respect to amendment or modification.) 
 
ART. I  NAME 
 
The name of this organization shall be “The Faculty of the Colleges of Arts and Sciences, Business, and 
Engineering of Western New England University,” hereinafter referred to as the Faculty. 
 
ART. II  MEMBERSHIP 
 
The composition of the Faculty shall be as given in Section B-1 of the Faculty Handbook. 
 
ART. III   RESPONSIBILITY 
 
3. The Faculty shall have the responsibility to recommend to the President of the University: 
 
3.1. Action regarding the offering of curricula for all degree or certificate programs. The appropriate 
department or College, working under the supervision of the Dean, retains the responsibility to make 
recommendations to the Provost who in turns recommends to the President such courses as may be 
required or elected to implement these programs, including necessary and periodic revisions, additions, 
and deletions of courses, except as stated otherwise in paragraph (2) of subsection (c) of Section 2 of 
Article IV of these by-laws. 
 

3.1.1. The Faculty shall provide the Provost and the President information on the purposes, 
functions, and potential needs, as well as the anticipated costs, if any, of such programs initiated 
by the Faculty. 

 
3.1.2. For any degree or certificate programs which may be directly initiated by the Trustees, 
the Faculty shall be provided information on the purpose, functions, and potential needs, as well 
as the anticipated costs (if any), and the implementation of such programs shall proceed in the 
manner described above. 

 
3.2. Standards of student achievement and the requirements for graduation. 
 
3.3. Principles and guidelines to be followed in scheduling classes and examinations and in preparing 
the academic calendar. 
 
3.4. Standards of admission to the University. 
 
3.5. Philosophy and principles to aid in the development of out-of-class campus activities of students. 
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3.6. Long-range academic plans in those areas under the purview of the Faculty, encompassing 
philosophy and objectives, programs, facilities needed to accomplish the objectives, schedules of 
implementation, and projections of needs. 
 
3.7. Policies and guidelines for the awarding of scholarships and financial aid to the students. 
 
3.8. Faculty personnel policies. 
 
 Policies for the development of the library as an educational resource. 
 
3.10. Policies and procedures for developing and assisting faculty scholarship and research. 
 
 
ART.  IV. THE FACULTY SENATE BY-LAWS 
 
Section 1. Name 
 
The business of the Faculty, except as otherwise provided herein, shall be conducted by a Faculty 
Senate, hereinafter referred to as the Senate. 
 
Section  2. Powers 
 
2.1. The Senate shall exercise all powers of the Faculty, provided that the Senate may not amend 
these by-laws, elect a Senator, or recall a Senator. 
 
2.2. The Senate shall directly assume the development of policy and guidelines in those areas not 
delegated to committees. 
 
2.3. With respect to curricular matters the Senate shall proceed in the following manner: 
 

2.3.1. The Senate shall act only upon the question of whether or not a curriculum shall actually 
be offered to students. The courses and requirements which make up a curriculum are the 
decision of the appropriate department or College  working under the supervision of the Dean, 
except as provided below. 

 
2.3.2. The Senate shall recommend to the President for approval its decision on any and all of 
the five (5) matters described below, no curricular recommendation touching on these points 
shall be implemented without prior advice of the Senate: 

 
2.3.2.1. General course requirements for all students without regard to “major” or 
department or College; 

 
2.3.2.2. Distribution requirements outside of “major” courses in the curricula of academic 
majors which are presumed to further the educational objectives of the entire University; 
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2.3.2.3. Joint offerings of courses which involve participation and cooperation across 
College lines; 

 
2.3.2.4. Courses offered within one College essentially for the needs of students in 
another College; 

 
2.3.2.5. Disputes or disagreements between Colleges about which College shall offer 
specific courses or “major” curricula. 

 
2.4. The Senate shall recommend to the President for approval its decisions about proposals for the 
creation of new programs, “major” curricula, departments, or Colleges not yet existing. 
 
2.5. It is not to be assumed that the Senate can only make positive or favorable recommendations to 
the President regarding proposals which fall within its jurisdiction. The Senate may also make negative 
recommendations or recommendations of disapproval to the President regarding such proposals. 
 
2.6. In addition, the Senate may seek information, conduct studies, develop proposals, or pursue 
other appropriate courses of academic action which in its judgment are found to be desirable or 
necessary for the efficient execution of its tasks in respect of the total curriculum of the University. 
 
Section 3. Membership 
 
3.1. The Senate shall consist of members of the Faculty, as follows: 
 
 3.1.1. The Provost/Vice President of Academic Affairs of the University, ex officio, without vote. 
 

3.1.2. Four (4) members elected by each of the Colleges at least one (1) of whom must be a 
tenured member of that College’s faculty. 

 
3.1.3. Four (4) members elected at large by the members of the Faculty. 

 
3.2. The term of a Senator other than the Provost/Vice President of Academic Affairs shall be two (2) 
years, beginning the week of May 1st unless sooner terminated by ineligibility, recall, or resignation. 
Terms shall be staggered. 
 
3.3. No senator shall be elected or appointed to more than one (1) Senate seat for the same period, 
and no Senator shall be elected or appointed to a third (3rd) consecutive full term. 
 
Senators elected by the Colleges shall be chosen in the following manner: 
 

3.4.1. Two (2)  Senators shall be elected at each annual election, which shall be held between 
April 1st and April 10th, inclusive, at a meeting called for that purpose by the Dean of the 
College. 

 
3.4.2. A College may recall a Senator by majority vote at a special meeting ordered by that 

College. 
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3.4.3. Vacancies in unexpired terms of College Senators shall be filled as they occur at the 
annual election or at special meetings called for that purpose by the Dean of the College. 

 
3.4.4. Voting for election or recall of Senators shall be by secret written ballot. Written notice of 
the meeting shall be provided at least three (3) days in advance to each member of the Faculty of 
the College. 

 
3.4.5. Election or recall shall be certified in writing by the Dean of the College to the Secretary of 
the Senate and to the President of the University within two (2) days of such action. 

 
3.5. Senators elected at large shall be chosen in the following manner: 
 

3.5.1. After the election of Senators from each college, nominations for at-large eligible 
candidates will be made and at least one (1) but no more than five (5) candidates will be 
nominated to run for an at-large senate position. 

 
3.5.1.1. The Secretary of the Senate shall be informed of the at-large nominations by each 
Dean no later than April 10th and shall prepare a ballot to be mailed to each member of 
the Faculty listing the nominated candidates and also instructing the Faculty that they can 
write in candidates who are eligible. Administrators with faculty status can be nominated 
through their respective Colleges or nominated as write-in candidates. 

 
3.5.2. Two (2) Senators shall be elected each year, and ballots shall be mailed between April 
10th and April 20th, inclusive, and shall be returned no later than April 30th. 

 
3.5.3. Each member of the Faculty shall be entitled to vote for as many candidates as the 
number of Senators to be elected at large. Ballots casting fewer votes shall be valid, except for 
blanks; ballots casting more votes shall be void. 

 
3.5.4. A plurality shall elect, and tie votes shall be resolved by lot by the next meeting of the 
Senate. In the event that a person who is elected shall not accept, the person with the next 
highest number of votes shall be declared elected. 

 
3.5.5. A Senator elected at large may be recalled by a majority vote of the members of the 
Faculty voting in a referendum. A petition signed by twenty-five percent (25%) or more of the 
members of the Faculty and presented to the Secretary of the Senate shall order a recall 
referendum. 

 
3.5.6. When a recall referendum has been ordered, the Secretary of the Senate shall, within 
seven (7) days of such order, mail to each member of the Faculty a ballot. Ballots shall be 
returned within ten (10) days after they are mailed. 

 
3.5.7. Election or recall shall be conveyed in writing by the Secretary of the Senate to the 
Senator elected or recalled and to the President of the University within two (2) days of 
certification of such action by the Committee on Nominations and Rules. 
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3.5.8. Vacancies in unexpired terms of senators-at-large shall be filled as they occur by those 
receiving the next highest number of votes in the original at-large election. If the next person in 
line declines, the next person(s) in line will be contacted until the vacancy is filled. 

 
3.5.9. The Secretary of the Senate shall prescribe a procedure for voting which shall insure the 
eligibility of voters and the secrecy of ballots. 

 
Section 4. Officers 
 
4.1. The officers of the Senate shall be a Chair, a Vice Chair, and a Secretary. They shall be elected by 
the Senate from its membership at the second meeting of each Senate, upon nomination by the 
Committee on Nominations and Rules, provided that nominations shall also be in order from the floor. 
 
4.2. The term of office of the officers shall be one (1) year. No Senator shall be elected to more than 
one (1) office for the same period, and no Senator shall be reelected to the same office for a third (3rd) 
consecutive full term. 
 
4.3. The duties of the Chair shall be to preside over the meetings of the Senate; to authenticate by 
the Chair’s signature, when appropriate, the recommendations and other proceedings of the Senate; 
and to represent and stand for the Senate, declaring its will, in accordance with its directives.  
 
4.4. The Vice Chair shall perform the duties of the Chair in the absence or incapacity of the latter. 
 
4.5. The duties of the Secretary shall be to prepare an order of business for each meeting, to record 
and publish the proceedings of the Senate, to hold custody of the minutes and other official documents 
of the Senate, to conduct the official correspondence of the Senate, and to perform such other duties as 
these by-laws or the Senate may prescribe. The Secretary shall keep a record of the date of creation, 
composition, and charge of newly formed Faculty Senate ad hoc committees. This information shall be 
forwarded to the office of the Provost to be issued as an addendum to the by-laws. The Secretary shall 
not serve as a member of any committee of the Senate. 
 
4.6. The Senate may, by majority vote of its full membership, remove an officer at any time. 
 
4.7. Vacancies in unexpired terms of the officers shall be filled by the Senate as they occur. 
 
Section 5. Meetings 
 
5.1. The Senate shall determine its own schedule and place of meetings, and, except as otherwise 
provided herein, shall prescribe its own rules and procedures for the conduct of business. 
 
5.2. Meetings of the Senate may be attended by any member of the University community except 
when, by majority vote, the Senate calls for a closed session. The Senate reserves the right to go into 
executive session. 
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5.3. Minutes of meetings of the Senate shall be sent regularly and promptly to all members of the 
Faculty and to members of the Student Senate, or comparable body. When called for, the vote of each 
Senator shall be recorded by name and shall be made a part of these minutes. 
 
5.4. In meetings of the Senate the vote of each Senator shall not be required to be recorded by name 
and made a part of the minutes except that any Senator can order a roll call vote, and such order shall 
rank as a Question of Privilege. Any member can request a written ballot on a motion duly considered. 
 
5.5. Actions of the Senate, including actions of Committees of the Senate acting with power, shall be 
considered recommendations to the President of the University, whose written approval shall be 
necessary to give them effect; provided that such approval shall not be required for resolutions 
expressing the sense of the Senate or for actions concerned with the internal organization and 
procedures of the Senate as authorized in these by-laws. 
 
5.6. The first (1st) meeting of each Senate shall be held as soon as expedient after May 1st and shall 
be called by the Temporary Chair. 
 
5.7. The second (2nd) meeting of each Senate shall be held approximately two (2) weeks after the 
first (1st) meeting, at a time set by the Senate. 
 
5.8. The Chair and Secretary of the old Senate shall serve as Temporary Chair and Temporary 
Secretary, respectively, of the new Senate, but if not also reelected, reappointed, or continuing as 
Senators, they shall not have votes in the new Senate. 
 
5.9. Motions presented as new business must be published and available to the faculty at large prior 
to the meeting at which they are considered. 
 
5.10. Except as otherwise provided in these by-laws or in roles of the Senate the meetings of the 
Senate shall be governed by Robert’s Rules of Order, latest edition. 
 
Section 6. Committees 
 
6.1. The Senate shall function with the assistance of the standing committees designated below and 
such ad hoc committees as it may from time to time appoint. 
 
6.2. Except as otherwise provided herein, committee members shall be elected from members of the 
Faculty; committee chairs shall be elected from members of the Senate; and standing committees shall 
consist of at least one (1) member from each College. 
 
6.3. Except as otherwise provided herein, committee chairs and other members of the committees 
shall be elected by the Senate upon nomination by the Committee on Nominations and Rules, provided 
that nominations shall also be in order from the floor. 
 
6.4. The Chair and other members of the Committee on Nominations and Rules shall be elected at 
the first (1st) meeting of each Senate, upon nomination from the floor. The chairs and other members of 
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other standing committees shall be elected at the second (2nd) meeting of each Senate, unless 
otherwise specified. 
 
6.5. Except as otherwise provided herein, the term of a member of a standing committee shall be one 
(1) year, and no member shall be elected to a third (3rd) consecutive full term on the same standing 
committee. 
 
6.6. Committees shall report regularly, and, except as otherwise provided, shall report to the Senate. 
 
6.7. The Senate may, by majority vote of its full membership remove a member from a committee or 
withdraw a chair. 
 
6.8. Vacancies in unexpired committee terms or chairs shall be filled as they occur, in accordance 
with subsection (6.3.) of this section. 
 
6.9. Faculty Senate committees will meet regularly with their appropriate counterparts on the 
Student Senate. When meeting in joint session, the chair will be elected from the joint membership. 
These committees include, but are not restricted to, the following: Academic Standards, Admissions, and 
Student Affairs. 
 
6.10. Standing Committees 
 

6.10.1. Academic Standards 
 

6.10.1.1. Membership: Three (3) faculty members. The Chair of this committee will serve 
as the faculty representative to the Academic Affairs Committee of the Board of Trustees. 

 
6.10.1.2. Charge: The Academic Standards Committee shall be invested with the 
responsibility of safeguarding the academic standards of the University. The Committee 
shall be responsible for recommending policies with regard to: requirements for 
graduation and the granting of degrees; grading; status of “good standing,” probation, 
and dismissal;  honors; and related matters. In addition, it shall be responsible for seeing 
that these academic regulations are codified. One (1) function shall be to sit in review on 
all student appeals from dismissal for failure to meet the academic standards. 

 
6.10.2. Admissions and Retention 

 
6.10.2.1. Membership: Three (3) faculty members.  The Vice-President for Enrollment 
Management, the Chair of the Sophomore Year Committee and the Dean of Freshman 
Students and Students in Transition shall serve as members of the Committee ex officio, 
without vote. 

 
6.10.2.2. Charge: The Committee shall be responsible for recommending policies and 
procedures for the admission of students; recommending policies which will provide for 
more active faculty participation in the admission and retention processes; and reviewing 
the results of the admissions process in the light of data on academic standards and 
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retention. This committee shall also be responsible for hearing reports from other 
University committees on issues relating to student recruitment and retention. 

 
6.10.3. Faculty Affairs 

 
6.10.3.1. Membership: The Faculty Affairs Committee shall consist of six (6) faculty 
members. This committee shall consist of two (2) subcommittees, the Scholarship and 
Research Subcommittee consisting of three (3) members and the  Faculty Development 
Subcommittee consisting of three (3) members and the Coordinator of Assessment, ex 
officio.  The chair of this committee shall be responsible for hearing reports from other 
University committees on issues relating to  faculty development. 

 
  6. 10.3.2.(a).  Scholarship and Research Subcommittee 
 

6.10.3.2.(a).1. This subcommittee shall be responsible for formulating general 
policies for library development, receiving research proposals from faculty which 
require some measure of funding, encouragement, or released time; acting as the 
agent of the Faculty in preparing recommendation for funds and/or space; semi-
annually reviewing all proposals presented to it, and establishing priorities for 
action on these proposals by the University. The committee shall encourage 
creative undertakings by the faculty in those broad areas called scholarship and 
research and encourage proposals which will actively involve our students in the 
research which is undertaken. 

 
6.10.3.2.(a).2. Proposals to this committee shall pass through the Chair of the 
Department and the Dean of the College of the faculty member who is submitting 
the proposal, for their endorsement. 

 
  6.10.3.2.(b).  Faculty Development Subcommittee 
 

6.10.3.2.(b).1. This subcommittee shall recommend policies which will encourage 
professional development and teaching effectiveness. Concerns such as the 
availability of financial support for professional development activities, provision 
for improved facilities shall be within the purview of this subcommittee. 

 
6.10.4. Nominations and Rules 

 
6.10.4.1. Membership: This committee shall consist of three (3) Senators, one (1) from 
each College who shall not be elected to a second (2nd) consecutive full term.  

 
6.10.4.2. Charge: The committee shall be responsible for nominating a slate of one (1) or 
more candidates for the posts of: officers of the Senate; chairs of the standing 
committees of the Senate, unless otherwise provided; the other faculty members of the 
standing committees of the Senate; the chairs, and other member of ad hoc committees 
when not previously  designated and when so directed by the Senate. The committee 
shall pay particular attention to other assignments of nominees so that there is an 
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attempt to distribute the committee work load equitably. The committee shall notify in 
writing faculty members of their committee assignments. The committee shall also be 
responsible for keeping under continual review the responsibilities, organizational 
structure, and procedures of the Faculty Senate, for making recommendations concerning 
rules and procedures of operation and amendments to the Faculty By-laws, and for the 
annual updating of the Faculty By-laws as published in the Faculty Handbook. It shall 
recommend the appointment, charge, and discharge of ad hoc committees; receive, 
count, and report the results of ballots cast by the Faculty; and certify the election, 
appointment, or recall of Faculty Senators and the adoption of amendments to these By-
laws. The committee shall keep a list of all faculty members and the votes each received 
in the at-large election each year. In addition, it shall be responsible for transmitting 
recommendations from committees of the previous Senate to the appropriate 
committees of the new Senate; this should be accomplished before the first (1st) Senate 
meeting in September of each year. 

 
6.10.5. Personnel 

 
6.10.5.1. Membership: The Personnel Committee shall consist of seven (7) tenured 
faculty members, including at least two (2) members from each College.  Members of this 
committee will serve two (2) year terms and may be elected to two (2) consecutive terms. 
 
6.10.5.2. Charge: The Committee shall be responsible for recommending policies related 
to faculty recruitment and employment practices; compensation; promotion; tenure 
policies; retirement; sabbaticals; leaves of absence; merit plans; fringe benefits; definition 
of rank; faculty load; faculty evaluation; and related matters affecting the growth and 
well being of the Faculty. 

 
6.10.6. Registration and Advising 

 
6.10.6.1. Membership: The committee shall consist of three (3) faculty members, three 
(3) students (one (1) from each College), three (3) Assistant or Associate Deans (one (1) 
from each College with the Academic Schedule Coordinator, Director of Student 
Administrative Services, and Dean of Freshman Students and Students in Transition.  
Other appropriate university staff may be invited on a regular or as-needed basis to be 
contributing members without vote. 

 
6.10.6.2. Charge: The committee shall be responsible for recommending registration and 
advising policies particularly those involving commitment of faculty time and 
responsibilities. 

 
6.10.7. Student Affairs 

 
6.10.7.1. Membership: The Student Affairs Committee shall consist of six (6) faculty 
members and the Dean of Students or a designated representative as an ex officio 
member with vote. This Committee shall consist of two (2) subcommittees of three (3) 
faculty members each. The Chair of this Committee shall be a voting member of the 
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Student Activities Subcommittee and shall preside without vote over hearings of the 
Student Review Subcommittee. The Chair shall also serve as the faculty representative to 
the Student Affairs Committee of the Board of Trustees. 

 
6.10.7.2. Charge: This Committee shall be responsible for recommending philosophy and 
principles to govern the development of out-of-class campus activities of students and 
student conduct. 

 
6.10.7.2.(a). The Student Review Subcommittee shall have judicial responsibility in 
the area of student conduct. It shall function as a review board in accordance with 
the provisions of the Student Conduct Code and the Code of Academic Honesty. 
The Dean of Students or the designated representative shall not be a member of 
this subcommittee. 

 
6.10.7.2.(b). The Student Activities Subcommittee shall be concerned with out-of-
class student activities on campus, including extracurricular clubs and 
organizations, cultural activities, on-campus religious activities, fraternities and 
sororities, intramural and intercollegiate athletic programs, student publications, 
and related leisure time activities. 

 
6.10.8. Human Relations 

 
6.10.8.1. Membership: The Human Relations Committee shall consist of (but not be 
limited to) three (3) Senators, one (1) from each College. 

 
6.10.8.2. Charge: The committee shall be responsible for: review of the procedures and 
practices of recruitment and  retention of minority students (Black, Hispanic, Native 
American, Asian, and other internationals); review of the procedures and practices for 
recruiting qualified minority candidates for faculty, and to receive an annual report from 
the Administration on minority recruitment of administrative and staff positions; the 
contact and maintenance of communication with similar committees at other colleges 
and universities and with the community at large to share experiences and ideas relevant 
to the  committee’s mission; recommending to the University community ways of 
introducing the issues of tolerance and intolerance into the academic program to 
sensitize students and faculty to the problem. 

 
6.10.9. Assessment Committee 

 
6.10.9.1. Membership:  The Assessment Committee shall consist of three (3) faculty 
members.  The Coordinator of Assessment shall serve as a member of the committee, ex-
officio, with vote. 

 
6.10.9.2. Charge:  This committee shall provide assistance to and coordinate the efforts of 
the colleges in their assessment processes.  The committee shall also be the faculty’s 
liaison to the institution in the development and execution of its assessment process.  The 
Coordinator of Assessment will advise the committee on creating and maintaining 
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assessment processes that provide continuous quality improvement in educating our 
students in a manner consistent with the institution’s mission. 

 
6.10.10. Program Review Committee 

 
6.10.10.1. Membership:  The Committee shall consist of six (6) faculty members (two (2) 
from each college) with at least one (1) member a Senator and one (1) member, who 
must be a Senator, serving as chair.  The regular term of service shall be two (2) years. 

 
6.10.10.2. Charge: The Committee shall be responsible for periodically reviewing new 
programs, existing programs and significant changes to existing programs, and for 
developing, refining and recommending procedures and guidelines for the conduct of its 
work. 

 
ART. V  MEETINGS 
 
The members of the Faculty shall meet at the call of the President of the University in informational, 
educational, or social sessions, but when so constituted shall not transact the business of the Faculty. 
 
ART. VI AMENDMENTS 
 
Section 1. 
 
These By-laws may be amended by majority vote of the members of the Faculty voting in a referendum, 
provided that the amendment receives the written approval of the President of the University and the 
Board of Trustees. 
 
Section 2.1. 
 
When an amendment to this Handbook involves only procedural matters and does not involve a change 
in contractual matters, and is designated as such by the Faculty Senate and Administration, a unanimous 
vote of approval by the Faculty Senate, a quorum being present, will not require a referendum for that 
amendment except when it is otherwise specified in this Handbook. 
 
Section 2.2. 
 
A petition signed by twenty-five percent (25%) or more of the Faculty and presented to the Secretary of 
the Senate shall order a referendum on any specific Handbook change. 
 
Section 3. 
 
The Senate may order a referendum on any change in the Faculty Handbook. 
 
Section 4. 
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When a referendum has been ordered, the Secretary of the Senate shall, within seven (7) days of such 
order, mail to each member of the Faculty a ballot on which shall appear the full text of the proposed 
amendment. Ballots shall be returned within ten (10) days after they are mailed. 
 
Section 5. 
 
The Secretary of the Senate shall prescribe a procedure for voting which shall insure the eligibility of 
voters and the secrecy of the ballots. 
 
APPENDIX 1: GUIDELINES AND CRITERIA FOR EVALUATION 
 
Section 1. SUGGESTED GUIDELINES FOR TENURE AND PROMOTION 
 
1.1.  A letter from a faculty member to the Dean requesting consideration for tenure and/or 
promotion will be attached to a current resume.  In the application, the faculty member should include 
an updated resume or curriculum vitae and separately discuss and summarize the following areas: 
teaching effectiveness, professional development/scholarship, governance/University service/advising.  
The primary dossier should consist of a single 1-1/2 inch binder.  Supplementary material is included in a 
separate binder or binders. 
 
1.2. Introductory Narrative (limited to ten (10) pages) in which faculty members provide: 
 

A. Biographical account of teaching experience. 
B. Educational philosophy and teaching methods. 
C. Relationship of scholarly and/or research work to teaching. 
D. Candid assessment of effectiveness of teaching methods with Western New England 

University students. 
E. Plans for the future including development goals for teaching and scholarship and/or 

research. 
 
1.3. Annual Self-Evaluations, Evaluations by Deans, Peer Review Committees, and Chairs. 
 

1.3.1. Spreadsheet summaries of the results of student evaluations of teaching.  (Actual 
evaluations to be made available under separate cover.)  Reviewers will be able to reach less 
subjective judgments of teaching performance more accurately if student evaluation records are 
complete. 

 
1.4. Faculty member’s own interpretation of the student evaluation in order to provide the context 
necessary for accurate judgments. 
 
1.5. Examples of course syllabi and exams from each of the different courses offered by faculty 
member. 
 
1.6. Statement of faculty member’s performance as an academic advisor, if applicable, including 
documentation if available, e.g., academic advising loads, letters from students, and any other 
documents which provide supporting evidence of performance. 
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1.7. Documentation of Professional Development, Scholarly Activity and/or Research:  bibliographies, 
publications included under separate cover, papers invited and/or presented at professional 
conferences, reports of research projects, etc. 
 
1.8. Statement of University service, contributions to governance, committee service, and other on-
campus activities. 
 
1.9. Statement indicating faculty member’s understanding of the Mission of the University. 
 
Section 2.      SUGGESTED DATA 
 
2.1. Data for each area of activity should include, but not be limited to, the following: 
   

2.1.1. Teaching – List of courses taught, letters of recommendation that focus on the 
candidate’s teaching effectiveness,  summaries of teaching evaluations for each class taught in 
the previous five (5) years.  Candidate who have been at the University for fewer than six (6) 
years shall submit all evaluations from their years of service. 

        
2.1.2. Governance/University Service/Advising – A listing of activities in some logical order, with 
sufficient detail for reviewers to determine the level of effort and significant accomplishments.  
Complete committee reports are not suggested, although they may be included in the 
supplementary material.  If applicable, the number of advisees for each year under 
consideration, and letters from students, as appropriate, should be included.  Relevant 
community service is included in this area.   

   
2.1.3. Professional Development/Scholarship – Papers published or presented should be listed.  
Proposals written for funding should be briefly described along with whether they were 
successful.  Professional work performed, including new course development, significant course 
revisions, unpublished research, work on a funded proposal, or consulting, should be listed with 
enough detail for any reviewer to ascertain the level of effort and the significance of the work.  
Letters of recommendation are suggested.  Copies of published papers may be included, 
providing the space requirement is not exceeded.  Other professional activities, as indicated in 
5.(A)., should be explained and supported. 

 
2.1.4. Supplementary material is optional.  It consists of additional supporting evidence for the 
case made by the candidate  in the primary dossier.  It also should be divided into areas of 
activity (teaching, governance, etc.).  The actual material included is up to the candidate, but 
items could include additional information (beyond summaries) about teaching e valuations, 
copies of proposals or research reports, or committee reports of some significance. 
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APPENDIX 2: PROCEDURES FOR FACULTY SEARCH AND RECRUITMENT AT WESTERN NEW ENGLAND 
UNIVERSITY 
 
1. Formal Authority to Appoint Faculty 
 
1.1. The authority to appoint faculty is delegated to the President of the University by the Board of 
Trustees. Appointments to the faculty are made with the recommendations of the appropriate faculty 
search committees and administrative principals. Searches are conducted in accordance with all State 
and Federal requirements. Permanent records of searches are kept in the relevant Dean’s Office in 
compliance with Federal EEO regulations. 
 
2.    Tenure-Track Faculty Search and Appointment Procedures 
 
2.0. Search procedures may begin when positions to be filled exist in the University Position Control 
Roster and are funded in the annual budget.  Advertisements may be approved for new positions 
stipulating that they are conditional on budgetary approval. 
 
2.1. Placement of Advertisements and Criteria for Selection 
 

2.1.1. Positions shall be advertised in appropriate national or regional publications after the 
determination and approval by the Dean and Provost of position descriptions consistent with the 
needs of Colleges and Departments.  Advertisements are placed by the Director of Human 
Resources and the CareerCenter after review and approval of the Dean of the College and the 
Provost, and the Chair of the Search Committee (the final ad copy should be made available to 
these individuals prior to publication). The criteria for the selection and judgment of candidates 
is to be determined jointly by the Faculty and Administration and approved by the Provost in 
writing prior to the placement of advertisements.  The Chair of the Search Committee is also 
encouraged to identify, to forward advertisements to, and to make outreach efforts to 
appropriate affinity and/or diversity groups and committees associated with the relevant 
discipline(s) and/or the relevant professional organization(s). 

 
2.2. Receipt and Distribution of Candidate Application Materials 
 

2.2.1. Candidates forward application materials to the Dean of the College in which the search is 
conducted. Materials are kept in the Deans’ offices until the search is concluded. Copies of 
original documents are made for the use of Search Committees and are made available to 
Committee members in the Deans’ offices. Appropriate materials are copied and distributed to 
administrative principals for use during formal interviews. All participants in search procedures 
observe strict rules of confidentiality in regard to application materials. Materials may not be 
circulated to persons not formally involved in search procedures. Original materials (resumes, 
letters of application, letters of reference, official transcripts) are kept in Deans’ offices until the 
searches are concluded. 

 
2.3. Acknowledgment and Maintenance of Records 
 



69 

 

2.3.1. Deans will acknowledge the receipt of applications and indicate to candidates what 
additional materials are needed, if any. Deans’ secretaries will keep applicant logs for each 
search, containing applicant names, addresses, positions applied for, visits to campus, and final 
dispositions. Deans are responsible for notifications to unsuccessful candidates. Federal Law 
requires that original application materials of unsuccessful candidates be kept for six (6) months 
by the Dean’s office. By University policy, however, materials are kept one (1) year and are then 
destroyed.  Application materials of successful candidates are kept permanently in the Office of 
the President, with copies maintained in the relevant Dean’s office. 

 
2.4. Composition and Compliance  
 

2.4.1. The initiative for recommending candidates for faculty appointment lies with Search 
Committees, consisting normally of three (3) faculty members from the appropriate discipline or 
department, and one (1) additional faculty member, preferably in a related discipline from 
outside the College and approved by the relevant Dean. Whenever possible, the Committee will 
consist of tenured faculty members who represent the diverse interests of the department. 
Department Chairs are responsible for the management of searches and for compliance with EEO 
requirements that document efforts made for the purpose of generating a diversity of 
candidates. Department Chairs are normally responsible for chairing Search Committees. In 
departments with several disciplines or programs, the responsibility for chairing a Search 
Committee may be delegated to a representative of the program or discipline. The composition, 
size, and membership of Search Committees are determined by academic members selected by 
departmental election. 

 
2.4.2. Department Chairs are responsible for ensuring that each member of the Search 
Committee receives a copy of this appendix. 

 
2.5. Application Materials and References 
 

2.5.1. Formal letters of application are required, preferably long enough and sufficiently 
detailed to reveal candidates’ writing abilities, educational backgrounds and philosophy, and 
interests in teaching. 

 
2.5.2. A current and complete resume must be submitted. 

 
2.5.3. Official transcripts of record are required for all work attempted and completed in higher 
education. Transcripts must be sent directly from the registrars of the candidates’ institutions to 
the Dean of the College conducting the search. Copies of official transcripts may be sent for the 
use of Search Committees. Oral or written offers of appointment will not normally be made or 
sent until all official transcripts of record are on file and have been reviewed. However, when 
constraints of time dictate, offers may be made contingent upon receipt of satisfactory 
transcripts. 

 
2.5.4. Applicants must submit a minimum of three (3) current letters of reference addressing 
professional abilities. Additional character reference letters are required if personal 
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characteristics were not addressed by professional referees. Referees may address both, in which 
case separate letters are not required. 

 
2.5.5. Search Committees should attempt to minimize the cost of searches by conducting 
conference or regular calls to applicants and referees where appropriate. Notes of calls and 
conversations are to be kept in candidates’ files. All questions addressed either to candidates or 
referees must focus exclusively on matters relating to candidate selection criteria, educational 
and professional experience, and other matters relevant to the applicants’ suitability for the 
advertised position. Legislation prohibits discussions of personal matters such as place of 
residence (except in the case of foreign nationals), age, marital status, family, political 
preference, race, religion, handicap, and sexual orientation. 

 
2.6.  Invitations to Campus for Interviews 
 

2.6.1. Candidates may be invited for campus interviews with the approval of Deans after initial 
screenings are concluded, appropriate materials are on file, appropriate telephone reference 
checks and conference calls have been made and documented, and travel funds are identified. 
The Chair of the Search Committee shall write a letter to the Chair of the Department and Dean 
outlining any efforts made to identify and recruit a diverse pool of candidates.  Search 
Committee Chairs may extend invitations to candidates upon approval by Deans. 

 
2.7. Arrangements for Campus Visits 
 

2.7.1. Chairs of Search Committees are normally responsible for making the necessary 
arrangements for campus interviews. Arrangements include obtaining housing in the University 
guest house (if possible), providing all necessary transportation, arranging for meals, and 
preparing and distributing interview itineraries. Chairs should make efforts to arrange with 
candidates for the least expensive airline reservations and on-campus, or if necessary, other 
housing accommodations. Travel arrangements are to be made through the University 
contracted travel services. 

 
2.8. On-Campus Visits 
 

2.8.1. Candidates are to be interviewed, normally, by the Provost, Dean, Search Committee, and 
members of the Department. The President reserves the prerogative of participating in the 
interview process as time and circumstances allow. Candidates are to be asked to prepare for 
delivery a 25-30 minute demonstration classroom lecture or presentation (directed to an 
audience of students) open to members of the Department, interested students, and other 
interested members of the University Community. Search Committee members will meet with 
the candidate at a luncheon on campus. If candidates stay overnight, they may be accompanied 
for dinner by Chairs of Search Committees or their designates and one additional faculty member 
or administrator. The University reimburses for the cost of restaurant meals, but not for alcoholic 
beverages, which are deemed inappropriate in conducting official University business. 

 
2.9. Selection Criteria for Candidates 
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2.9.1. Appointments to the rank of Assistant Professor and above require completion of the 
Ph.D. or an equivalent terminal degree. In exceptional circumstances candidates for tenure-track 
appointments who do not have terminal credentials may be given provisional appointments with 
conditions for permanent appointment indicated clearly in initial contract letters. Though 
candidate selection criteria are pre-authorized, selection is to be based primarily on judgments of 
candidates’ teaching abilities, their willingness to be helpful to students, and their acceptance of 
the Mission of the University. Judgments of candidates’ potential for scholarly research, and 
professional development are important in assessing candidates’ currency in the appropriate 
discipline and their willingness to stay abreast of the discipline. It is the responsibility of all 
involved in the selection process to assess the match of candidates to the mission and culture of 
the University. 

 
2.9.2. To be considered, also, are the candidate’s general knowledge, ability, and interest in 
University governance. Search Committees are to consider, where appropriate within applicable 
legal guidelines, consistent with the University’s Non-Discrimination Policy, the racial, ethnic and 
cultural diversity of the department in which the appointment is to be made. Western New 
England University is committed to the principle of equal opportunity in education and 
employment.  The University does not discriminate on the basis of sex, race, color, creed, 
national origin, age, religion, sexual orientation, gender identity, gender expression, veteran 
status, genetics, or disability in admission to, access to, treatment in, or employment in its 
programs and activities.  Departments should consider staffing profiles that are representative of 
University diversity goals so they may expose students to a faculty trained at various educational 
institutions with a broad range of professional and intellectual perspectives, and personal and 
educational backgrounds. Individual candidates are to be judged by their skills and qualifications 
with consideration given to their ability to contribute to the diversity of the department and 
University.  Diversity and gender balance are to be achieved by insuring an applicant pool large 
and broad enough to contain qualified diversity applicants. 

 
2.9.3. The Provost of the University reserves the prerogative to cancel a search or reject 
Committee and administrative recommendations when applicant pools are not sufficiently 
diversified in all respects, as enrollment projections warrant, and as dictated by changes in 
annual budgets or University staffing needs. In circumstances where the latter conditions may 
apply, the advertisement must state that the position is subject to funding. 

 
2.10. Decision to Hire 
 

2.10.2. It is desirable, though not necessary, that at least three (3) qualified candidates be 
interviewed for each position. The decision by the President to hire follows recommendations by 
Search Committees, Department Chairs, Deans, and the Provost. Department Chairs submit 
written recommendations for appointment to Deans. Normally one (1) candidate is 
recommended. However, among equally qualified candidates more than one (1) name could be 
submitted by the Committee. Recommendations are to contain supporting documentation which 
includes reasons for the recommendation, and the concerns of dissenting Committee members. 
Deans and the Provost submit separate letters of recommendation which are forwarded to the 
President. 
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2.10.2. The President approves or rejects recommendations for appointment. In the event the 
President elects not to appoint recommended candidates, reasons for the rejection are given so 
far as doing so does not violate rules of confidentiality. Approvals result in the President’s 
issuance of formal written contracts to successful candidates. Candidates must respond 
affirmatively in writing within fifteen (15) days of the issuance of the contract for appointments 
to be formally confirmed. 

 
2.11. Contracts 
 

2.11.1. All contracts are prepared for the signature of the President by the Provost in 
consultation with the Department Chairs and Deans. Official transcripts must be in hand before 
contracts can be issued. The contract will specify the following: 

 
2.11.1.1. Position type (Tenure-Track, Professional Educator, Visiting, Rotating.) 

 
2.11.1.2. Length of probationary period and date of potential tenure review, if any. 

 
2.11.1.3. Academic rank at initial appointment. 

 
2.11.1.4. Credit toward tenure and promotion for prior teaching and/or work experience. 
(Maximum one (1) year credit for each two (2) years of comparable teaching experience, 
or for each four (4) years of relevant work experience.) 

 
2.11.1.5. Annual salary rate. 

 
2.11.1.6. Any special appointment terms or conditions of appointment (degree 
completion requirements, additional education required, administrative responsibilities, 
etc.). 

 
2.11.1.7. Faculty Handbook is included in contract by reference. 

 
2.11.1.8. Requirement for attendance at New Faculty Orientation, Commencements, and 
other formal University events. 

 
2.11.2. Contracts issued by the President officially confer faculty status on the appointees and, as 
such, welcome new faculty members to the University Community. 

 
2.12. Full-Time Non-Tenure-Earning Faculty Appointments 
 

2.12.1. The same procedures as above are followed with visiting and non-tenure full-time 
positions except that the Search Committees need not include a member from another College, 
and campus visits may not be required. If there are unusual circumstances or time constraints, 
classroom presentations may be omitted. As stated in Section 2.9.2. individual candidates are to 
be judged by their skills and qualifications, with consideration given to their ability to contribute 
to the diversity of the department and the University.  Contracts will specify that appointments 
are non-tenure track and will state possible number of years for renewal as well as conditions for 
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renewal: typically satisfactory performance reviews, adequate enrollments, and departmental 
needs. 

  
2.13. Adjunct Faculty Appointments 
 

2.13.1. Adjunct candidates must provide official transcripts and resumes indicating candidates’ 
teaching experience (partly for the purpose of deciding compensation) prior to issuance of 
appointment letters. Department Chairs and the Deans may require that candidates submit 
additional materials prior to campus visits. Chairs must, and Deans may, interview candidates for 
adjunct positions. As stated in Section 2.9.2., individual candidates are to be judged by their skills 
and qualifications, with consideration given to their ability to contribute to the diversity of the 
department and the University.  Contracts issued to Adjunct Faculty members are kept on file in 
Deans’ Offices and in the Office of the Provost. The Provost must approve, each year, the Adjunct 
Faculty Salary Scale as well as ensure that salary assignments to adjuncts are made equitably 
across the Colleges and that adjuncts are positioned properly on the Salary Scale. 

 
2.13.2. Adjunct faculty are also considered temporary employees. In order to define reporting 
parameters and benefit eligibility for this classification of employees, Western New England 
University has assigned the value of 2.5 work hours per credit hour. This valuation is a 
placeholder for the sole purpose of employee benefit calculations and Affordable Care Act 
compliance and is subject to change to ensure compliance with all current and future regulatory 
requirements. 

 
2.14.   Professional Meetings and Recruitment Travel 
 

2.14.1. Deans and Chairs of the Search Committees will plan recruiting trips to appropriate 
meetings to interview potential candidates. The University does not cover expenses of additional 
Search Committee members who attend such meetings for the purpose of recruiting. 

 
2.15. Applicant Access to Application Materials 
 

2.15.1. Applicants may, under law, see all application materials including reference letters, unless 
applicants have waived such rights or referees have submitted in confidence. In these instances 
letters and notes of reference telephone conversations are held in strict confidentiality. 

     
 
 



74 

 

APPENDIX 3: FACULTY GRIEVANCE FORM 
 
 
Name of Grievant_____________________________________________________________________                          
 
 
College_____________________________ Department_______________________________________ 
 
 
NARRATIVE DESCRIPTION OF GRIEVANCE:  (Use back side of form or additional 8-1/2”X 11” white paper) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISPOSITION OF GRIEVANCE: 
 
 
 
 
 
 
 
 
 
 
 
Department Chair         Date      
 
Dean            Date      
 
Provost           Date      
 
Attachments:   (Resolutions, Decisions, Appeals) 
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APPENDIX 4: SMOKE FREE CAMPUS POLICY 
https://www1.wne.edu/human-
resources/doc/CurrentEmployees/SafetyCommittee/Smoking%20Policy.pdf 
 
 
APPENDIX 5: FACULTY GRANTS 
https://www1.wne.edu/academic-affairs/faculty-grants.cfm 
 
APPENDIX 6: DISCRIMINATION/HARASSMENT/SEXUAL MISCONDUCT /TITLE IX POLICY AND 
PROCEDURES 
 
https://www1.wne.edu/title-ix/titleixdiscriminationpolicy-02.05.091.pdf 
 
 
 
APPENDIX 7: NONDISCRIMINATION POLICY 
https://www1.wne.edu/law/academics/llm-program/nondiscrimination-policy.cfm 
 
 
Western New England University’s Nondiscrimination Policy 
Western New England University is committed to the principle of equal opportunity in education and 
employment.  The University does not discriminate on the basis of sex, race, color, creed, national origin, 
age, religion, sexual orientation, gender identity, gender expression, veteran status, genetics, or 
disability in admission to, access to, treatment in, or employment in its programs and activities.  The 
following person has been designated to handle inquiries regarding the nondiscrimination policies: 
 
Assistant Vice President and Director of Human Resources 
Western New England University 
1215 Wilbraham Road 
Springfield, MA 01119-2684 
 
Inquiries concerning the application of nondiscrimination policies may also be referred to the: 
 
Regional Director 
Office for Civil Rights 
U.S. Department of Education 
J.W. McCormack P.O.C.  
Room 222 
Boston, MA 02109-4557 
 
 
 
 

https://www1.wne.edu/human-resources/doc/CurrentEmployees/SafetyCommittee/Smoking%20Policy.pdf
https://www1.wne.edu/human-resources/doc/CurrentEmployees/SafetyCommittee/Smoking%20Policy.pdf
https://www1.wne.edu/academic-affairs/faculty-grants.cfm
https://www1.wne.edu/title-ix/titleixdiscriminationpolicy-02.05.091.pdf
https://www1.wne.edu/law/academics/llm-program/nondiscrimination-policy.cfm

