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Section 1 of 4: Uniform Policies and Procedures for Faculty and Staff 
   Effective September 2024 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*The term "employee" refers to faculty and staff. 

__________________________________________________________________________ 
In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, 
the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College 
community should share this commitment; it is expected that everyone will continue to work toward providing a safe working 
environment and promoting safe working practices in all departments. 
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1.1 The College’s Statements on Mission, Vision, and Values 
Mission 
Blackburn College links a rigorous and affordable liberal arts education with a unique student-managed 
Work Program preparing graduates for careers, community engagement, and lifelong learning. 
 
Vision 
Blackburn College aspires to provide a distinctive and innovative model of American higher education, 
grounded in scholarship and student leadership, and cultivated through a community of integrated work, 
learning, and service.  
 
Values 
The Blackburn community values critical and independent thinking, leadership development, diversity and 
inclusion, service, shared governance, and moral responsibility.  

Community Values and Commitment to Diversity, Equity, and Inclusion 

Equity is an intentional focus for creating opportunities for all Blackburn community members–students, 
faculty, staff, administration and the Board of Trustees–which we achieve through providing support that 
allows for intellectual, social, academic development and success. We value our diverse identities that help 
our relationships flourish and our community thrive. 

In order to foster an equity-driven community, Blackburn College is committed to:       
• Building and nurturing a safe and inclusive environment for everyone; 
• Emulating respect, compassion, and integrity in our relationships with each other; 
• Identifying and eliminating barriers to access and success; 
• Addressing issues of bias, discrimination, and exclusion; 
• Seeking understanding across differences; 
• Resisting the pervasiveness of discrimination in all its forms; 
• Prioritizing mental and physical well-being of community members; 
• Continually reviewing policies and practices to remove barriers and inequities that negatively impact 

historically and currently marginalized groups; 
• Recognizing that hostility, stereotyping, and/or disparaging remarks towards any identity, even when 

not directed at specific individuals, creates a hostile environment which undermines our community’s 
integrity and the liberal arts; 

• Strengthening our diversity, equity, and inclusion competencies through workshops, training sessions 
and other learning opportunities. 

Disrespectful and/or harassing behavior that compromises any learning opportunity is a violation of 
Blackburn’s community standards. It is also expected that Blackburn community members (staff and faculty) 
will not propagate racist or discriminatory views in teaching, learning, or working relationships, as it 
compromises the integrity and credibility of our community. 

To create an equitable community where everyone can thrive, particularly historically and currently 
marginalized populations, we must utilize data which provides outcomes-based evidence that would reveal 
any significantly different outcomes for different populations.  

To be consistent with our conviction for diversity, equity, and inclusion, every Blackburn College member is 
responsible for upholding these community standards for the merit of our institution. 
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Revised by DEI Task-Force General Administrative Work-Group 11-20; endorsed by Faculty Assembly, Staff 
Assembly and Student Senate 3-21. 

1.2 Personnel Philosophy 
At Blackburn College, we believe that people are the essence of the College's existence. It is our belief that 
all people in the community work and learn together, making them all equally responsible for, and 
beneficiaries of, the anticipated outcomes of the College's Mission Statement as set forth in handbook section  
 
All staff hired for positions at Blackburn College should expect to: 

• Function as teaching supervisors for students working in their departments. Full-time staff will be 
selected based on their technical skills as required for the position and their willingness and ability to 
function as teaching supervisors; 

• Take part in the management of the institution, whether through committee assignments, team 
projects, or other means; 

• Regularly upgrade their skills and participate in College projects designed to pursue excellence in the 
performance of College duties; 

• Serve as positive role models for others; 
• Help to foster a climate of cooperation and trust among all members of the community; 
• Treat all other members of the community with respect and dignity, and expect to be treated the 

same; 
• Equitably participate in all benefit packages offered by the College for which they qualify and desire; 
• Abide by all applicable federal, state, and local laws and ordinances in connection with their duties as 

employees of Blackburn College. 
 
1.3 Confidentiality 
In the course of your employment with Blackburn College, you may on occasion have access to confidential 
information relating to clients, other College staff, employment related investigations and trade secrets. 
Knowledge of confidential information is a trust to be honored. Divulging confidential information to an 
individual not involved with the situation is grounds for immediate termination. 
 
All employees will be expected to exercise the greatest caution and concern in the protection of any 
information that is of a confidential nature. 
 
The Family Rights and Privacy Act of 1974 
Under the terms of this Act, students may request access to their College records. The College (faculty 
and/or staff) must grant such access in not more than 45 days after receiving the request. Employees of the 
College should refer to the Blackburn College Student Handbook for the complete policy. A copy of the 
Family Rights and Privacy Act of 1974 is on file in the library for examination. See handbook section 1.7.15. 
 
1.4 Policy on Policies 
This policy stipulates how policies are to be written and formally incorporated into the College’s faculty and 
staff handbooks. Unless otherwise stipulated, policies approved by the Faculty and/or Staff Assembly are 
effective upon approval. Section 1.4.1 outlines guidelines for writing policies, and section 1.4.2 explains the 
processes for ensuring that the handbooks are maintained and updated in an accurate and timely manner. See 
appendix 1L for handbook style guidelines. 
 
1.4.1 Policy Structure Guidelines 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.8zsjieeotjxq
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.8zsjieeotjxq
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Formalized policies from anybody on campus that are intended for inclusion in the faculty and/or staff 
handbooks should conform to these guidelines: 

• Include the initial date that the policy goes into effect. 
• Include the date of the most recent revision of the policy, if different. 
• Conform to the current Handbook style sheet. 
• Include, as necessary, references to other relevant handbook sections, identified by section title and 

alphabetic/numeric designation. 
• Do not use appendices for policy content. Reserve appendices for details of policy execution: forms, 

external guidelines, specific numbers, dates, etc.  
• Use full names of offices, committees, departments, titles, etc. on first reference, along with any 

abbreviations that will be used for those entities elsewhere in the policy. 
• Clearly designate which party or parties are responsible for administering/overseeing/ enforcing the 

policy. 
• Clearly designate which entities are governed by the policy (and, if necessary, which entities are 

specifically not governed by it).  
• Clearly designate which entities are responsible for reviewing/updating the policy, and on what 

timeline. 
 
1.4.2 Handbook Review and Update Policy 

• Chairs of the Faculty and Staff Assemblies and the Secretary of the Planning Committee are 
responsible for supplying copy of new and revised policies passed by their respective bodies during 
that academic year to the Office of Human Resources by May 30th each year.   

• The Office of Human Resources is responsible for updating the College handbook on an annual basis. 
• The Office of Human Resources is authorized, without approval of a committee/assembly, to change 

any components of the handbook necessary for maintenance of existing policies. Such components 
include but are not limited to: 

o Numbers that change as a function of policy changes--dollar figures, dates, etc. 
o Change in position titles 
o Change in office names 
o Change in office for submission 
o Change in committee names 
o Changes that result from requirements to conform with federal/state law 

• The personnel responsible for revising office or department information and procedures to be 
included in the handbook that do not require committee or assembly approval will submit them to the 
Office of Human Resources by May 30th each year. These offices/departments include, but are not 
limited to: 

o Auxiliary Services 
o Athletics Department 
o Lumpkin Library 
o Physical Plant 
o Business Office 
o Institutional Research 
o Technology Services 
o Work Office 
o Advancement 
o Student Life 



 

5 
 

• If a numbered or lettered policy section is removed from the handbook, the section number or letter 
shall remain with a note that the policy was removed. 

• If a policy will also be reproduced in other documents (the Blackburn Student Handbook, department 
chair handbook, website, etc.) the chair or secretary of the body that prepares that policy will supply 
its copy to the party or parties responsible for revising those documents. 

• The handbook will be reviewed every five years to ensure that all updates have been incorporated, to 
identify any components that may need to be reviewed/revised due to changes in operational 
procedures and other matters, and to identify any other changes that may be needed. The Faculty and 
Staff Conditions of Service committees will lead this review process, in consultation with the chairs 
of the Faculty and Staff Assemblies, the Human Resources Coordinator, the Secretary of the Planning 
Committee, and any other relevant parties. 

 
1.5 Bylaws of Blackburn College 
(Adopted Feb. 23, 2013) 
Approved with Sects 12.2 amended 2/23/13;  Sects. 3.6, 3.7, & 5.1 amended 6-7-14;  
Sect. 3.2, 6.2, 6.3.1, 6.3.2 & Art.XI amended 2/21/15; 
Sects. 3.3, 3.6, 6.3.2, 7.1, 7.3, 7.5, 7.7 amended 02/18; Sects. 7.2.a amended 11/2018 
Sect. 3.2 amended 06/3/23 and approval of Bylaws 

 PREAMBLE 
Under date of February 13, 1857, a CHARTER was granted to a group of Trustees by the General Assembly 
of the State of Illinois called "An Act to Incorporate Blackburn Theological Seminary."  Under date of March 
8, 1869, an Act to amend this CHARTER was passed by the same body changing the name to Blackburn 
University and empowering the Corporation to confer academic degrees and honorary degrees in the Arts 
and Sciences.  Certain rights and duties were described in the CHARTER, among which is the power to 
"make such bylaws for the regulation of the Institution as may to them, or a majority of them, seem best 
designed to promote its highest interests and success."  The following Bylaws are hereby created for that 
purpose. 

ARTICLE I 
CORPORATE NAME AND PURPOSES 
Section 1.1. Corporate Name  
The name of the corporation shall be “BLACKBURN UNIVERSITY”, doing business as Blackburn College 
(hereinafter referred to as the “College”). 
 
Section 1.2. Purpose   
The College is organized exclusively for charitable, educational, scientific, and literary purposes and to 
engage in such other activities as are exclusively in furtherance of these purposes within the meaning of 
Section 501(c)(3) of the Internal Revenue Code of 1986, as amended (the “Code”).  Within the foregoing, the 
College is primarily organized to operate as an institution of higher education. 
 
ARTICLE II 
MEMBERS 
The Corporation shall have no members. 
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ARTICLE III 
BOARD OF TRUSTEES 
Sec. 3.1 Responsibilities and Powers of the Board 
The property, business, and affairs of the College shall be managed by, or under the control of the Board, and 
the Board of Trustees may exercise all such powers of the Corporation as are by law, by the Articles of 
Incorporation or by these Bylaws directed or required to be exercised by the Board of Trustees.  
 
Section 3.1.a. Power to Grant Degrees 
The Board shall grant all degrees from Blackburn College.  On the recommendation of the Faculty, the Board 
shall grant degrees to students who have completed a prescribed course of study.  The Board of Trustees may 
grant honorary degrees. The Board also will consider recommendations from the Faculty for honorary 
degrees. 
 
Section 3.1.b. Power to Appoint President 
The Board shall select and appoint a President of the College to serve at the pleasure of the Board as the 
College’s chief executive officer.  The Board shall approve all faculty and administrative salaries, all 
appointments to tenure status of the faculty, and the appointment of all the principal officers of the College as 
defined in Article V. 
 
Section 3.2. Numbers and Terms of Office of Trustees 
The Board of Trustees (the "Board") shall consist of not more than thirty-two nor fewer than fifteen 
members.  Except as provided in Sec. 3.4, below, each Trustee shall be elected for a term of three years, and 
at the end of that term, the Trustee shall hold office until the earliest to occur of the next regular annual 
meeting of the Board or until his or her successor shall have been duly elected and qualified or until his or 
her death or until he or she should resign.  There shall be no general limit on the number of terms that a 
trustee may serve, but re-appointment to successive terms shall not be automatic, but rather shall be subject 
to assessment and review. 
 
Section 3.3. Election of Trustees 
Trustees shall be elected by the Board of Trustees.  Reelection of current Trustees whose terms are expiring 
will be conducted in the month of the expiration term.  Election of new Trustees may be conducted at any 
regular Board meeting. With the consent of the Trustee, the Board may extend the term of any Trustee in 
order moderate the number of Trustees whose terms are expiring in a given year. 
 
Sec. 3.4.  Alumni Representative 
The Board of Trustees shall include an Alumni Representative chosen by the members of the Blackburn 
College Alumni Association Board of Directors from among that body.  He or she shall serve a two-year 
term with voting privileges.  The term of office of the Alumni Representative shall end at the Annual 
Meeting of the Blackburn College Alumni Association. 
 
Section 3.5 Honorary Trustees 
The Board may exercise its discretion to designate the title of Honorary Trustee to persons who may not have 
served as a trustee but could add prestige or assistance to the board in a continuing relationship with the 
board and the institution. Honorary Trustees may not vote or be counted for a quorum or for other purposes 
under these Bylaws. 
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Section 3.6 Trustees Emeriti; Responsibilities; Attendance at Meetings; Limitations 
Trustees Emeriti hall provide advice and counsel to the Board, may serve on committees, and shall meet with 
the Board at such times and places as may be specified by the Chair of the Board, however, they shall not 
have the privilege, as a matter of right, to attend meetings of the Board, to vote at any such meeting, or to be 
counted for a quorum or for any other purpose under these Bylaws. 
 
ARTICLE IV 
MEETINGS 
Section 4.1 Regular Meetings   
An annual meeting of the Board of Trustees shall be held during the month of June at a time and place as 
shall be fixed by resolution of the Board of Trustees.  At least two other regular meetings of the Board of 
Trustees shall be held each year at a time and place as shall be fixed by resolution of the Board of Trustees. 
 
Sec. 4.2 Special Meetings 
Special meetings may be called at the Chair's discretion or, on written request of five voting members of the 
Board, the Secretary shall call a special meeting.  
 
Sec. 4.3 Quorum 
A majority of the voting members of the Board shall constitute a quorum. For purposes of determining a 
quorum, a trustee shall be deemed present either by attending in person, or by participating through 
technological means as set forth in Section 4.6, below. If a quorum is not present, a majority of those present 
may adjourn the meeting to another date. 
 
Sec. 4.4 Action by Trustees 
The act of the majority of the Trustees present at any duly constituted meeting at which a quorum is present 
shall constitute the act of the Board, unless the affirmative vote of a greater number is required by law or by 
these Bylaws. Any action which may be taken at a meeting of the Board, may be taken without a meeting if 
written consent setting forth the action so taken is obtained from all the members of the Board.  
Alternatively, such action may be taken without a meeting if more than two-thirds of the members provide 
their written consent, after having been granted at least ten days’ notice in order to respond. 
 
Sec. 4.5 Notice 
Written notice of any regular or special meetings of the Board shall be given at least ten (10) days prior to the 
meeting date to each trustee at such address as he or she may have advised the Secretary to use for such 
purpose, except that no special meeting of the Board may remove a trustee unless written notice of the 
proposed removal is delivered to all trustees at least twenty (20) days prior to such meeting.  If delivered, 
such notice shall be deemed to be given when delivered.  If mailed, such notice shall be deemed to be given 
two (2) business days after deposit in the United States mail so addressed, with postage thereon prepaid.  
Whenever any notice is required to be given under the provisions of these Bylaws, a waiver thereof in 
writing signed by the person or persons entitled to such notice, whether before or after the time stated 
therein, shall, for all purposes, be equivalent to the giving of such notice. Attendance at any meeting shall 
constitute waiver of notice thereof unless the person attends the meeting for the express purpose of objecting 
to the transaction of affairs of the College at the meeting because the meeting is not lawfully called or 
convened.  Neither the affairs to be conducted at, nor the purpose of, any regular meeting of the Board need 
be specified in the notice or waiver of notice of such meeting.  In the case of special meetings or when 
otherwise required by law or these By-Laws, including in the case of the removal of a Trustee, the written 
notice must state the items of business to be considered. 
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Section 4.6 Participation by Technology 
Any member of the Board of Trustees or of any committee of the Board of Trustees may participate in and 
act at any meeting of such Board or committee through the use of a conference telephone or other 
communications equipment by means of which all persons participating in the meeting can hear each other 
simultaneously.  Participation in such meeting shall constitute attendance and presence in person at the 
meeting of the person or persons so participating.  Members of the Board of Trustees may consent to any 
action to which their written consent is required by use of facsimile machine, electronic mail or other method 
of electronic signature. 
 
Section 4.7 Reimbursement and Compensation.   
Trustees shall receive neither compensation nor reimbursement for their services as Trustees of the College.  
 
ARTICLE V 
OFFICERS OF THE BOARD 
Sec. 5.1. Election and Terms of Office  
The officers of the Board shall be a Chair, a Vice Chair, and a Secretary.  They shall be elected at the Annual 
Meeting upon nomination by the Trusteeship Committee, or from the Board, and shall hold office for one 
year or until their respective successors shall have been elected and qualified.  Any vacancy during the year 
may be filled by the Board. The chair and the vice chair may serve a maximum of 6 years in each office. The 
Vice Chair may be elected to succeed to the office of Chair, but such succession may not be automatic. 
 
Sec. 5.2. The Chair 
The Chair of the Board (or in the case of the Chair's absence, the Vice Chair) shall preside at all meetings of 
the Board and of the Executive Committee, is authorized to sign official documents, and shall perform such 
other duties as these Bylaws prescribe or as the Board may from time to time direct. 
 
Section 5.3 The Vice Chair 
The Vice-Chair shall assist the Chair in the discharge of his or her duties as the Chair may direct and shall 
perform such other duties from time to time as may be assigned to him or her by the Chair or by the Board of 
Trustees.  In the absence of the Chair or in the event of his or her inability to act, the Vice-Chair, or in the 
event there be more than one Vice-Chair, the Vice-Chair first designated by the Board of Trustees, shall 
perform the duties of the Chair and when so acting, shall have all the powers of and be subject to all the 
restrictions upon the Chair. 
 
Sec. 5.4. The Secretary 
The Secretary of the Board shall ensure that an accurate record of all the proceedings of the Board is kept 
(including minutes of all meetings, Board Resolutions and Board Policies), conduct the correspondence of 
the Board, sign official documents authorized by the Board, and perform such other duties as these Bylaws 
may prescribe or as the Board may, from time to time, direct. 
 
Section 5.4.1 Secretary’s Responsibility for Bylaws  
The Secretary shall ensure that the Board is acting in accordance with these Bylaws and recommend 
amendments to these Bylaws that are legally required, or in the Secretary's judgment, desirable. 
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Section 5.4.2 Assistant Secretary 
The Board may appoint an Assistant Secretary, designated by the President from among the full-time 
Administrative staff, with the Authority to perform or assist in the duties of the Secretary in the absence of, 
or at the direction of the Secretary. 
 
ARTICLE VI 
COMMITTEES 
Section 6.1 Formation.   
The Board may, by resolution, create one or more standing or special committees, each of which shall consist 
of such persons as the Board designates, subject to the provisions of these Bylaws. The Chair shall be a 
member, ex officio, with voting privileges, of each committee created pursuant to this section. Subject to the 
requirements contained in these Bylaws, the members, Chairs and Vice-Chairs of all committees of the 
Board shall be nominated by the Board Chair and confirmed by the Board. 
 
Section 6.2 Executive Committee   
An Executive Committee may be appointed by the Board of Trustees from time to time.  The Executive 
Committee shall have a minimum of three members, including the three officers of the Corporation: Chair, 
Vice-Chair, and Secretary.  The Board of Trustees, in its discretion, may appoint additional executive 
committee members.     
 
Section 6.2.1 Duties and Powers of the Executive Committee 
The Executive Committee shall serve at the pleasure of the Board as its agent to assist the Chair and the 
President with their responsibilities to help the Board function effectively by suggesting the Board’s agenda 
and periodically assessing its effectiveness.  It shall also be the duty of the Executive Committee to act for 
the Board of Trustees, when necessary, between regular meetings of the Board.  A record shall be kept of any 
actions taken by the Committee and be subject to ratification at the next scheduled meeting of the Board.  In 
such instances, the Executive Committee shall have all the authority of the Board except that:  (1) it may not 
authorize or approve borrowings or unbudgeted expenditures in excess of a total of $250,000 without prior 
approval of the Board;  (2) it may not nominate or elect Trustees or Board Officers; (3) it may not change the 
Bylaws of the Board nor the Charter of the College; and (4) it may not select or terminate the President. 
 
Section 6.2.2 Meetings of the Executive Committee   
Meetings of the Executive Committee shall be called by the Chair or any other officer of the Board.  A 
majority of voting committee members shall constitute a quorum.  A report of its proceedings shall be given 
at the next Board meeting and shall become part of the minutes of that meeting of the Board.  In all cases 
(except those set out immediately above as clauses 1, 2, 3, and 4) all persons dealing with the College may 
rely on any action of the Executive Committee as having the same effect as if such action were that of the 
Board of Trustees. 
 
Section 6.2.3 Power to Designate Replacement for Incapacitated President 
In the event of the extended absence or incapacity of the President to serve, the Executive Committee shall 
designate the person or persons to whom the President's duties and responsibilities shall be assigned in such 
an event.  Any such designation shall be subject to ratification of the Board at its next meeting. 
 
Section. 6.3.1 The Finance Committee  
A Finance Committee may be appointed by the Board of Trustees from time to time.  It shall be composed of 
not less than three members and the majority of its voting members and its committee chair must be 
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members of the College Board of Trustees. It shall have general supervision of the funds, securities, and 
investments of the College. 

1. The Finance Committee shall ensure that the institution’s mission and purposes are fulfilled, by 
making certain that resources are secured, appropriately allocated, and adequately protected, 
maintained, and renewed. The committee must also ensure that all of these activities are accurately 
reported and understood by the board of trustees and the members of the larger Blackburn 
community. The Finance Committee shall provide financial guidance to the full board of trustees, 
weighing the immediate against the important and translating those options for the full board." As the 
need arises, the background work necessary to bring a recommendation to the Board will be done by 
the Committee.  The finance Committee is also charged with overseeing fiscal procedures, the annual 
budget, internal controls and accountability policies, and long-range financial goals along with 
funding strategies to achieve them. The Vice President for Administration and Finance shall be a non-
voting ex-officio member of this Committee. 

2. The Finance Committee is charged with overseeing the investment process.  This includes 
recommending investment changes and fund structure, monitoring asset allocation and manager 
performance, and maintaining communication with the investment professionals hired by the Board.  
On a regular basis but not less than semi-annually, the Committee will review performance as well as 
manager adherence to the guidelines. It is the intention of the Trustees of the College to allow the 
investment manager full discretion within the scope of the mutually agreed upon investment policies.  
The manager shall be responsible for reviewing these policies with the Trustees at least annually to 
assure that they remain valid and relevant. An Investment Committee may be appointed by the Board 
to carry out investment oversight under the supervision of the Finance Committee. 
 

Section 6.3.2 The Audit and Compliance Committee  
The Audit and Compliance Committee may be appointed by the Board of Trustees. It shall be comprised of 
not less than three and not more than five members, the majority of which must be Blackburn Trustees.  The 
Audit and Compliance Committee’s membership shall not include the Vice President for Administration and 
Finance nor the President of the College, nor any other administrative officer or employee of the College, nor 
shall it include any member of the Finance Committee.  The Audit committee will meet on a regular basis. 

1. The Audit and Compliance Committee shall monitor the process in which financial practices are 
carried out. The Audit and Compliance Committee shall be responsible for recommending to the 
Board of Trustees the appointment of auditors, and to oversee: the College’s process for assessing and 
managing risks; its audited financial statements; the independent auditor’s qualifications and 
independence and the approval of all audit fees and terms; and the College’s system of internal 
controls pertaining to finance, accounting and compliance that the administration and the Board have 
established, including but not limited to procedures established for confidential submission of, and 
treatment of, concerns or complaints regarding questionable accounting or auditing matters, and also 
other actions required to address financial control policy matters. 

2. The Audit and Compliance Committee shall also oversee the College’s process for monitoring 
compliance with laws, regulations, codes of conduct, as well as its own policies, including, but not 
limited to, policies and legal requirements for personnel policies, long term contracts and leases, 
internet use and computer security, insurance requirements, public safety, protection of minority 
rights, record retention, management of risks to the College and the Trustees, and conflicts of interest. 
 

Section 6.4. Special Committees   
The Board of Trustees, by resolution, may designate any number of additional board committees, which to 
the extent provided in such resolution shall have and exercise the authority of the Board of Trustees in the 
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operation and management of the College, except as otherwise limited by law.  The Board of Trustees, by 
resolution, or the Chair may also designate any number of ad hoc committees, which may consist of any 
number of trustees or non-trustees, to advise or recommend actions to the Board of Trustees or any 
committee thereof.  Ad hoc committees shall have no authority in the operation or management of the 
College. 
 
Section 6.5 Powers  
Each committee created under Section 6.4 of this Article shall have the powers specified in the resolution 
creating such committee as well as any powers not prohibited by law. 
 
Section 6.6 Tenure and Vacancies   
Members of Committees appointed pursuant to this Article shall serve for one year and until their successors 
have been appointed, unless prior thereto the committee is dissolved by the Board of Trustees by resolution, 
or a member’s service is sooner terminated by resignation, inability or unwillingness to serve, death, or 
removal by the Board.  Vacancies on any committee shall be filled by the Board for the unexpired portion of 
the term.  
 
Section 6.7 Meetings   
The Board of Trustees shall designate a member of each committee as its chair, or may designate two 
members as co-chairs, and may designate one or more members as vice-chairs.  The chair shall preside at 
meetings of the committee.  In the absence of the chair, the committee members present shall appoint one of 
their number as a temporary chair.  Notice of the time and place of meetings of committees shall be given to 
committee members at least two days in advance of the meeting, but such notice may be waived in writing or 
by attendance at the meeting.  Members of a committee may participate in and act at any meeting through use 
of telephone or other technology as provided in Section 3.11 of these Bylaws. 
 
Section 6.8 Quorum 
Unless otherwise provided by the Board of Trustees, a majority of the members of a committee shall 
constitute a quorum.  If a quorum is not present at a meeting, a majority of the members present may adjourn 
the meeting to another time without further notice. 
 
Section 6.9 Manner of Acting 
Except as provided in Section 6.9.1 below, the act of a majority of the members of a committee present at a 
meeting at which a quorum exists shall be the act of the committee.  Any action that may be taken at a 
meeting of a committee may be taken without a meeting if consent in writing setting forth such action shall 
be signed by all the members of the committee.  Any consent may be signed in counterparts with the same 
force and effect as if all members of the committee had signed the same copy.  All signed copies of any such 
written consent shall be delivered to the Secretary of the Board to be filed in the Board records.  The action 
taken shall be effective when all the members of the committee have signed the consent unless the consent 
specifies a different effective date. 
 
Section 6.9.1 Committee as Panel before the Board as a Committee of the Whole 
From time to time, a committee may, with the permission of the Board, conduct committee meetings in the 
presence of the entire Board as part of the regular or special board meeting.  In such cases, the chair of the 
committee shall preside over the proceedings, but the meeting shall in all other ways be conducted as a 
Meeting of the Board of Trustees acting as a committee of the whole, subject to the rules of law and the rules 
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of these bylaws pertaining to regular and special Meetings of the Board of Trustees, with all Trustees 
allowed to discuss and vote upon matters before the committee. 
 
 
ARTICLE VII 
ADMINISTRATION AND FACULTY 
Sec. 7.1. The principal administrative officers of the College shall be the: 

• President 
• Provost 
• Vice President for Administration and Finance 
• Vice President for Institutional Advancement 

 
Sec. 7.2a. The President shall be the Chief Executive Officer of the College.  The President serves at the 
pleasure of the Board for such term, compensation, and with such other terms of employment as it shall 
determine. 
 
The President is responsible to the Board for the administration of the College, including its academic, 
student life, work program and auxiliary programs, college relations and the management of its properties 
and assets. 
 
The Office of the President is also responsible for public relations, alumni affairs, church relations and fund 
raising, including funds for current operations from corporations, foundations, friends, parents, alumni, and 
others; funds from the same sources for capital purposes; and for the establishment of and maintaining a 
deferred giving program through annuities, trusts, estates, and wills.  The Office of the President shall 
maintain appropriate contacts with governmental agencies, both state and federal, in regard to possible 
financial assistance available from such agencies.  The responsibility for the formulation and enforcement of 
rules and regulations in these affairs may be delegated to others as the President deems appropriate, provided 
such rules and regulations shall not be inconsistent with the Charter of the College or the Bylaws with the 
proviso that the President (in the event of delegation of responsibility) and/or the Board of Trustees may 
exercise the right to review, modify, or veto. 
 
Section 7.2.b. The President shall be the official medium of communication between the Board of Trustees 
and the Faculty and other College personnel.  The President shall recommend to the Board the appointment 
of administrative officers and the appointment to tenure status of members of the Faculty and recommend 
their salaries. 
 
Section 7.2.c. The President shall preside at the Annual Commencement and confer the degrees approved by 
the Board, and preside at other academic occasions and shall represent the College before the public 
generally. 
 
Section 7.2.d. In the temporary absence of the President from the campus, the Provost shall act for the 
President as chief executive officer.  In the event the Provost cannot so act, the Vice President for 
Administration and Finance shall act for the President as chief executive officer. 
 
Section 7.3. The Provost is responsible to the President and the Board as the chief academic officer of the 
College and, shall serve as the locus of information and representative of the Faculty to the President. The 
Provost chairs the Curriculum and Academic Policy Committee (CAP). A detailed description of the duties 
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and responsibilities of the Provost shall be developed and maintained by the President, subject to review and 
ratification of the Board. 
 
Section 7.4. The Vice President for Administration and Finance is responsible to the President and the Board 
as the chief business officer of the College and shall serve as the Treasurer of the college.  A detailed 
description of the duties and responsibilities of the Vice President for Administration and Finance shall be 
developed and maintained by the President, subject to review and ratification of the Board. 
 
Section 7.5. The Vice President for Institutional Advancement is responsible to the President and the Board 
for the development and public relations plans and programs of the College. A detailed description of the 
duties and responsibilities of the Vice President for Institutional Advancement shall be developed and 
maintained by the President, subject to review and ratification of the Board. 
 
Section 7.6. The Faculty of the College shall consist of those employees who are contractually responsible 
for the preparation of course materials, class instruction and the assignment of final grades in courses whose 
credit hours total at least six per semester or twelve per year.  The duties of the Faculty shall be:   

• Section 7.6.1 To conduct the academic program of the College which shall include making 
recommendations on the selection and retention of members of the Faculty; supervising curriculum, 
academic advising, all instructional activities, including examinations, graduation procedures and 
records; promoting scholarly activity and professional development; and seeing that appropriate high 
academic standards are maintained in the College. 

• Section 7.6.2. To make rules and regulations governing the academic life of students, provided such 
rules and regulations shall not be inconsistent with the Charter of the College or these Bylaws, with 
the proviso that the President and/or the Board of Trustees may exercise the right to review or veto. 

• Section 7.6.3. To recommend to the Board of Trustees those members of the student body who shall 
have completed a course of study prescribed by the Faculty and who, in all other respects shall be 
deemed worthy by the Faculty to receive degrees from Blackburn College. 
 

Section 7.6.4. The Faculty may also recommend to the Board of Trustees (through the Committee on 
Trusteeship) persons whom they deem worthy to receive honorary degrees. 
 
Section 7.6.4.b. The initial appointment of any members of the Faculty shall be for a period not to exceed 
one year.  In providing for approval of tenure, consideration will be given to the generally recognized 
principles that have been approved by the Association of American Colleges and the American Association 
of University Professors as well as the principles theretofore adopted by the Faculty and the Board of 
Trustees. 
 
Section 7.6.4.c. The appointment or reappointment of a person as a member of the Faculty shall be made on 
the condition that his/her teaching and influence shall be consistent with the general statement of principles 
of the College. 
 
Section 7.7. “Blackburn College is an Equal Opportunity Employer.  Blackburn College does not 
discriminate against anyone on the basis of sex, race, age, color, religion, creed, ancestry, national origin, 
marital status, sexual orientation, physical or mental disability, or military service, including veteran status or 
discharge from military service (except dishonorable discharges), medical condition, genetic characteristics, 
pregnancy, or any other basis prohibited by applicable federal, state, or local law.  This applies to hiring, 
promotion, renewal of employment, selection for training, tenure or term, and privileges or conditions of 
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employment.  The College will reasonably accommodate an individual’s physical or mental disability when 
appropriate, as required by the Americans with Disabilities Act and the Illinois Human Rights Act or any 
other application law or regulation.” 
 
ARTICLE VIII 
PARLIAMENTARY AUTHORITY 
Section 8.1. The rules contained in the current edition of Robert’s Rules of Order Newly Revised shall guide 
the Board in all circumstances to which they are applicable and in which they are not inconsistent with these 
Bylaws and any special rules of order the Board may adopt. 
 
ARTICLE IX 
AMENDING BYLAWS 
Section 9.1. These Bylaws may be altered, amended, or repealed and new Bylaws may be adopted at any 
meeting of the Board of Trustees by affirmative vote of two-thirds of those Board members present, provided 
that notice of the substance of the proposed changes has been furnished to each member at least ten (10) days 
prior to the meeting at which the vote is to be taken. 
 
 Section 9.2. Any resolution of the Board not inconsistent with the Charter and these Bylaws shall have the 
same force and effect as these Bylaws until it is amended or rescinded. 
 
ARTICLE X 
TRUSTEE INDEMNIFICATION 
Section 10.1 Indemnification of Trustees and Officers 
The College shall indemnify any and all of its Trustees and Officers and former Trustees and Officers against 
expenses and liabilities actually and necessarily incurred by them in connection with the defense or 
settlement of any action, suit or proceeding in which they or any of them are made parties or a party by 
reason of being or having been Trustees or Officers of Blackburn College, except with respect to matters as 
to which any such Trustee or Officer or former Trustee or Officer shall be adjudged in such action, suit or 
proceeding by final and appealable order to be liable for conduct which demonstrated actual or deliberate 
intention to harm or an utter indifference to or conscious disregard of harm. 
 
Section 10.2. Payment of Expenses in Advance 
Expenses incurred in defending a civil or criminal action, suit or proceeding shall be paid by the College in 
advance of the final disposition of such action, suit or proceeding, as authorized by the Board of Trustees in 
the specific case, upon receipt of an undertaking by or on behalf of the trustee, officer, employee or agent to 
repay such amount, unless it shall ultimately be determined that he or she is entitled to be indemnified by the 
College as authorized in this Article X. 
 
Section 10.3. Non-Exclusivity and Continuity   
The indemnification provided by this Article X shall not be deemed exclusive of any other rights to which 
those seeking indemnification may be entitled under any by-law, agreement, vote of disinterested trustees, or 
otherwise, both as to action in his or her official capacity and as to action in another capacity while holding 
such office, and shall continue as to a person who has ceased to be a Trustee, Officer, employee or agent, and 
shall inure to the benefit of the heirs, executors and administrators of such a person. 
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Section 10.4. Insurance 
The College may purchase and maintain insurance on behalf of any person who is or was a Trustee, Officer, 
employee or agent of the college, or who is or was serving at the request of the College as a Trustee, Officer, 
employee or agent of another corporation, partnership, joint venture, trust or other enterprise, against any 
liability asserted against such person and incurred by such person in any such capacity, or arising out of his 
or her status as such, whether or not the College would have the power to indemnify such person against 
liability under the provisions of this Article X. 
 
 
ARTICLE XI 
CONFLICT OF INTEREST 
A Trustee shall be considered to have a conflict of interest if (a) such Trustee has existing or potential 
financial or other interests which impair or might reasonably appear to impair such member's independent, 
unbiased judgment in the discharge of his or her responsibilities to the College, or (b) such Trustee is aware 
that a member of his or her family, or any organization in which such Trustee (or member of his or her 
family) is an officer, director, employee, member, partner, Trustee, or controlling stockholder, has such 
existing or potential financial or other interests. For the purposes of this provision, a family member is 
defined as a spouse, parents, siblings, children, and any other relative if the latter resides in the same 
household as the Trustee.  All Trustees shall disclose to the Board any possible conflict of interest at the 
earliest practical time. Furthermore, the Trustee shall absent himself or herself from discussions of, and 
abstain from voting on, such matters under consideration by the Board of Trustees or its committees. The 
minutes of such meeting shall reflect that a disclosure was made and that the Trustee having a conflict or 
possible conflict abstained from voting. Any Trustee who is uncertain whether a conflict of interest may exist 
in any matter may request the Board or Committee to resolve the question in his or her absence by majority 
vote. Each Trustee shall, at the annual meeting each June, complete and sign a disclosure form provided by 
the Secretary of the Board of Trustees. 
 
 
ARTICLE XII 
MISCELLANEOUS 
Section 12.1. Loans.   
No loans shall be contracted on behalf of the College except by the authority of the Board of Trustees. 
 
Section 12.2. Contracts.   
The Board of Trustees may authorize any one or more Officers of the College, or any one or more of its 
agents, to enter into any contract or execute and deliver any instrument in the name of and on behalf of the 
College, and such authority may be general or confined to specific instances, subject to a requirement for 
approval by the Board of Trustees for each of the following contracts. 
 
Section 12.2.a. Approval by the Board of Trustees shall be required for any purchase or contract with a value 
greater than $100,000, excluding the Food Services Contract. 
  
Section 12.2.b. Approval by the Board of Trustees shall be required for any contract for the purchase, sale, 
or encumbrance of any College real property or facility. 
 
Section 12.2.c.  Approval by the Board of Trustees shall be required for any purchase or contract between 
Blackburn College and a third party, in which any officer, agent, or employee participating in planning, 
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negotiating or entering into that contract has a personal conflict of interest with respect to that third party, 
unless the President of the College specifically authorizes that contract in writing and provides to the Board 
of Trustees notice of the nature of that conflict.  A Personal Conflict of Interest is defined as any relationship 
between the affected employee and the subject third party that involves a financial interest (of the employee 
or a close family member), personal activity, or personal relationship that could impair the employee's ability 
to act impartially and in the best interest of Blackburn College.  Subject financial interests include 
compensation, business and real estate investments, stock ownership, intellectual property interests; 
employment and financial relationships, including seeking or negotiating prospective employment; and gifts.  
 
Personal Conflict of Interest as defined here does not include a de minimis interest that would not impair the 
objectivity of an officer, agent, or employee. 
 
Section 12.2.d. Approval by the Board of Trustees shall be required for any purchase or contract, between 
Blackburn College and a third party, in which the President of the College has a personal conflict of interest 
with respect to that third party, unless the Board of Trustees shall have given prior consent and waiver of 
conflict of interest with respect to such transactions with the subject third party. 
 
Section 12.3. Checks, Drafts, Etc.   
All checks, drafts, or other orders for the payment of money by the College shall be signed by such Officer or 
Officers, agent or agents of the College and in such manner as shall from time to time be determined by 
resolution of the Board of Trustees, or by an Officer or Officers of the College designated by the Board to 
make such determination. 
 
Section 12.4. Deposits.   
All funds of the College not otherwise employed shall be deposited from time to time to the credit of the 
College in such banks, trust companies, or other depositories as the Board of Trustees, or such Officer or 
Officers designated by the Board, may select. 
 
Section 12.5. Books, Records, and Minutes.   
The College shall keep correct and complete books and records of accounts and also shall keep minutes of 
the proceedings of its Board of Trustees and committees having any of the authority of the Board.  All such 
books, records, and minutes shall be kept at the principal office of the College, and may be inspected by any 
Trustee entitled to vote, or that Trustee’s agent or attorney, for any proper purpose at any reasonable time. 
 
Section 12.6. Fiscal Year.   
For accounting and related purposes, the fiscal year of the College shall begin on the first day of July and end 
on the last day of June in each year.  
 
1.6 Organization and Regulation 
1.6.1 Shared Governance at Blackburn College 
1.6.1.1 Introduction 
Blackburn College is committed to shared governance. Its faculty, staff, students, and leadership recognize 
that there are varying levels of responsibilities among the different College constituencies. Furthermore, 
there must be a delineation of levels of responsibilities where primary and final decision-making authority 
lies for different kinds of decisions. Shared governance at Blackburn is designed as a system of open 
communication aimed at aligning priorities, creating a culture of shared responsibilities for the welfare of the 
institution, and creating a system of checks and balances to ensure the institution stays mission-centered.  
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Although the Board of Trustees has ultimate authority for any and all institutional decisions independent of 
recommendations from campus constituents, with that authority comes the responsibility to work with the 
campus community to reach the best decisions for the institution. It is through the shared governance process 
that the Board utilizes the expertise of all relevant stakeholders for making decisions. Sharing responsibilities 
through shared governance does not mean the Board waives its ultimate authority. This document is 
designed to help clarify these various roles.   
 
From time to time our shared governance process and policies should be evaluated for their effectiveness, per 
recommendation of The Association of Governing Boards (AGB) and best practices research in higher 
education. To that end, the College established a Shared Governance Task Force in August 2019 to review 
and assess shared governance at Blackburn. The shared governance definition and framework (consisting of 
levels of responsibilities and a graphic depiction of the process) in the relevant appendices are a result of the 
work of the Task Force and the various constituencies of the College community. The College community 
will review these policies no later than 2026 and every five years thereafter. The complete documentation of 
the work of the task force is available in the Office of the President in the record of the Board of Trustees. 
 
1.6.1.2 Blackburn College Definition of Shared Governance 
The shared governance definition specific to Blackburn College was drafted after researching shared 
governance definitions and reviewing the results of the shared governance survey of Blackburn constituents. 
A strong system of shared governance is essential to the success of any institution of higher education. 
Shared governance at Blackburn College is a system that is built upon clear and open communication, good 
faith, trust, and transparency among all stakeholders of the institution (i.e., the Board of Trustees, the 
President, administration, faculty, staff, and students). Although the Board of Trustees has the final authority 
for institutional decisions, shared governance relies on the expertise of all relevant stakeholders for making 
decisions to ensure the well-being of the College. Thus, shared governance at Blackburn works on behalf of 
the entire college community, is inclusive of all stakeholders, and works to align various stakeholder 
priorities with Blackburn’s mission and vision while cultivating an academic, social, and work-related 
atmosphere that ensures success for students. 
 
Shared governance at Blackburn College ensures all relevant stakeholders’ access to the decision-making 
process while delineating where primary and final decision-making authority lie for different kinds of 
decisions. Through a well-defined framework for delineating authority, shared governance at Blackburn 
provides a mutually agreed-upon system that respects the expertise and integrity of the appropriate decision-
making bodies while ensuring effective oversight. The framework also specifies that when stakeholders 
disagree or a decision needs to be expedited, the final decision will reside with the deciding authority 
identified in the particular process in question.   
 
1.6.1.3 Shared Governance Framework 
The shared governance framework consists of Levels of Responsibilities for each constituency group (Board 
of Trustees, the administration, faculty, staff, and students) along with a graphical flow chart showing the 
decision authority and sequence appropriate to the shared governance process. Identifying levels of 
responsibilities in decision making provides a better understanding of the shared governance process. The 
Levels of Responsibilities is designed to help clarify the various roles of campus constituencies and is a 
living document that represents the current understanding of the Blackburn College community. These 
responsibilities are designated below.   
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The Shared Governance Flowchart is a graphic representation of how the shared governance process 
functions specific to Blackburn College. Appendix 1H contains the Shared Governance Flowcharts for 
Blackburn College. 
 
1.6.1.4 Levels of Responsibilities within Blackburn Shared Governance: Campus Constituencies 
Blackburn College is committed to shared governance, and its faculty, staff, students, and leadership 
recognize that there are varying levels of responsibilities among the different groups depending on the area 
of responsibility. To that end, this document is designed to help clarify these various roles. It is understood 
that the Board of Trustees has ultimate authority for the College and has the power and right to make any 
change. The Board is the only entity that can mandate an expedited shared governance process. This 
accommodation can only be used when the deadline for a final decision is not likely to fit within the typical 
timeframe of the shared governance process, thereby accelerating deliberations and consultations.  
 
This Levels of Responsibilities is a living document that represents the current understanding of the College 
community, and may be updated as deemed necessary.   
 
Shared Governance  

1. Areas over which the faculty has primary responsibility.  
a. The faculty has chief responsibility to oversee the university’s curriculum and academic 

policies. Its authority includes, but is not limited to, the following:  
o the curriculum;  
o graduation requirements;  
o attendance and grading policies;  
o grade appeal procedures;  
o add and drop policies;  
o course repeat policies;  
o election of division chairs and faculty assembly chairs and vice chairs. 

2. Areas over which the faculty has shared responsibility with the administration.  
a. The faculty has a shared role, along with relevant administrators, in overseeing and executing 

policies related to faculty positions and academic programs. The faculty exercises this 
responsibility most commonly through Blackburn’s committee structure. As the Board has 
entrusted Blackburn senior leadership with final say in these areas, decisions should only be 
overturned after very careful consideration and with full transparency about the rationale.   

b. The faculty’s shared authority includes, but is not limited to, the following:  
o the establishment of new degree programs;  
o the establishment of new majors or minors or substantive change to existing majors or 

minors;  
o the elimination or consolidation of degree programs;  
o admissions policies;  
o the recruitment and hiring of new faculty members;  
o the adoption or amendment of policies regarding appointment, tenure, post-tenure 

review, and sabbatical;  
o the appointment of department/program chairs;  
o the creation of faculty task forces and ad hoc committees;  
o the awarding of endowed professorships and endowed chairs;  
o the merger or discontinuation of departments or divisions;   

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.yfed9ft5fdno
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o the allocation of new faculty positions and the reallocation and/or prioritization of 
existing faculty lines;  

o the establishment of policies and procedures that directly affect the quality of degree 
programs;  

o the development and administration of external grants with material impact. 
 

3. Areas over which the staff has shared responsibility with the administration.  
a. The staff has a shared role, along with relevant administrators, in overseeing and executing 

policies related to staff positions and non-academic departments and programs. Staff exercises 
this responsibility most commonly through Blackburn’s committee structure.  As the Board 
has entrusted Blackburn senior leadership with final say in these areas, decisions should only 
be overturned after very careful consideration and with full transparency about the rationale.   
 
The staff’s shared authority includes, but is not limited to, the following:  

o the establishment, substantive change, elimination, or consolidation of co-curricular 
programs;  

o the recruitment and hiring of new staff members;  
o the adoption or amendment of policies regarding appointment and advancement;  
o the appointment of program directors and other positions of staff supervision;  
o the creation of staff task forces and ad hoc committees;  
o the allocation of new staff positions;  
o the elimination of staff positions;  
o the establishment of policies and procedures that directly affect the quality of co-

curricular programs;  
o the development and administration of external grants with material impact. 

  
4. Areas over which the faculty and staff have shared responsibility with the administration.  

a. The faculty and staff have a shared role, along with relevant administrators, in overseeing and 
executing policies related to institutional policies and processes. Faculty and staff exercise 
this responsibility most commonly through Blackburn’s committee structure. As the Board 
has entrusted Blackburn senior leadership with final say in these areas, decisions should only 
be overturned after very careful consideration and with full transparency about the rationale.   

 
The faculty’s and staff’s shared authority includes, but is not limited to, the following:  

o the university’s mission and vision statements;  
o the university’s strategic planning;  
o library and other research facilities;  
o the academic calendar; 
o the establishment of non-degree programs;  
o the development and administration of external grants with material impact. 

 
5. Areas over which the faculty has a consultative role. 

a. The faculty has a consultative role with respect to issues that involve the delivery of a quality 
student experience at Blackburn, but that are the primary responsibility of the President, the 
Provost, or other senior administrators. The intent of faculty consultation is not to participate 
directly in decision-making, but to provide the faculty’s perspective on issues which have an 
impact on the effective delivery of a quality student experience.  
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The faculty’s consultative role includes, but is not limited to, the following:  

o the President’s decision regarding which open or new faculty positions shall be filled; 
o academic marketing and communications strategies;  
o the appointment of faculty members to positions with administrative responsibilities.  

 
6. Areas over which the staff has a consultative role.  

a. The staff has a consultative role with respect to issues that involve the delivery of a quality 
student experience at Blackburn, but that are the primary responsibility of the President, the 
Vice President for Diverse and Equitable Student Live, or other senior administrators. The 
intent of staff consultation is not to participate directly in decision-making, but to provide the 
staff’s perspective on issues which have an impact on the effective delivery of a quality 
student experience.  

 
The staff’s consultative role includes, but is not limited to, the following:  

o the appointment of administrative department chairs and directors;  
o the President’s decision regarding which open or new employee positions shall be 

filled; 
o co-curricular marketing and communications strategies;  
o the appointment of staff members to positions with administrative responsibilities;  
o the merger or discontinuation of administrative departments or divisions.  

 
7. Areas over which the faculty and staff have a consultative role. 

a. The faculty and staff have a consultative role with respect to issues that involve the delivery 
of a quality student experience at Blackburn, but that are the primary responsibility of the 
President or other relevant administrators. The intent of faculty and staff consultation is not to 
participate directly in decision-making, but to provide the faculty’s and staff’s perspective on 
issues which have an impact on the effective delivery of a quality student experience.  

 
The faculty’s and staff’s consultative role includes, but is not limited to, the following:  

o the selection of senior administrators;  
o the President’s decision regarding which open or new employee positions shall be 

filled; 
o the budget;  
o the campus master plan, including building construction;  
o institutional marketing and communications strategies;  
o enrollment growth, financial aid, and scholarship strategies;  
o tuition policies;  
o student disciplinary policies;  
o intercollegiate athletics other than purview of Athletic Committee;  
o employee benefits.  

 
8. The role of students in shared governance. 

a. There is a long tradition at Blackburn for strong student involvement in shared governance. 
This is most commonly demonstrated by the involvement of students in most committees, as 
well as within the student managed Work Program. 
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9. Areas in which students have primary responsibility: 
o the Work Program, through its student leadership; 
o the Student Senate through allocation of club money and approval of student 

organizations’ constitutions. 
 

10. Areas in which students have shared responsibility with administration: 
o changes in student disciplinary judicial process; 
o legislative changes brought forth by Student Senate. 

 
11. Areas in which students have a consultative role: 

a. This role is most commonly exhibited through committee membership, Student Senate, and 
the Work Committee, although in some instances the whole student body may be consulted. 

 
These areas include but not limited to: 

o the selection of senior administrators;  
o the budget;  
o the campus master plan, including building construction;  
o marketing and communications strategies;  
o enrollment growth;  
o student disciplinary policies;  
o intercollegiate athletics.   

 
1.6.2 Committees Reporting to the Faculty Assembly 
The following committees report to Faculty Assembly 

• Admissions Committee 
• Assessment Committee 
• Athletics Committee 
• Board of Trustees (Faculty Representatives to Committees of) 
• Committee on Academic Standing  
• Faculty Conditions of Service Committee (FCOS) 
• Curriculum and Academic Policy (CAP) Committee 
• Faculty Tenure Committee 
• Faculty Professional Relations Committee 
• Teacher Education Internal Advisory Committee 
• Post-Tenure Review Committee 

 
1.6.2.1 Governing Policies for Committee Service 
1.6.2.1.1 Committee Participation and Representation 
Faculty members in their first year at the College may choose to, but are not required to, participate in 
College governance. They may be elected or appointed to standing committees of the Faculty Assembly. 
 
A division may choose not to have representation on a committee (except CAP and Planning, which maintain 
required divisional representation). The Faculty Assembly will then be given the option to elect a 
representative-at-large to fill that vacancy on the committee.  
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Persons who serve the College in a variety of administrative or staff capacities, and in many cases who also 
teach part-time, may be appointed as faculty representatives to the Admissions Committee and the Athletics 
Committee. Those positions and their relevant divisions include: 
 
Position involved      Division involved 
Coaches       Natural Science 
Athletic Director      Natural Science 
Director of Technology Services    Natural Science 
Director of Lumpkin       Humanities  
Director of Career Services and Experiential Learning Social Science 
Director of Counseling Services    Social Science 
Librarian       Humanities  
 
1.6.2.1.2 Standing Committees 
Standing committees are permanent bodies for:  

• Policy making and review 
•  Oversight of procedures and operations of a particular component of campus as specified in the 

committee’s description.  
 
1.6.2.1.3 Creation and Elimination of Standing Committees 
The creation of a new standing committee can originate with any member(s) of the college community, who 
will present their recommendation and committee description to Planning for consideration. Planning will 
consider the proposed committee in consultation with the Faculty and Staff Conditions of Service 
committees. If Planning and the Conditions of Service committees recommend the creation of the committee, 
Planning Committee will write a committee description for the handbook (which should include membership 
and duties of the committee). The committee description will go to Faculty and Staff Assemblies for 
approval, and then to the President for final approval. 
 
The process for eliminating a committee follows the same basic process: any member(s) of the college 
community can propose to eliminate a committee. Planning will consider this proposal in consultation with 
the CoS committee. If Planning and the Conditions of Service committees recommend the elimination of the 
committee, that motion will go to the Assemblies for approval, and then to the President for final approval. 
 
1.6.2.1.4 Task Forces 
A task force exists for one specific purpose and for a limited period of time. Task forces are created by the 
Planning committee, the President, or the Board of Trustees. The creator of the task force will ask various 
members of the college community to participate, and participation is voluntary. The creator will make every 
effort to have equitable representation on the task force. When their work is complete, task forces report their 
findings and recommendations to whatever relevant bodies exist on campus. When that reporting is 
complete, the task force is dissolved. 
 
1.6.2.1.5 Committee Term Limit 
Faculty may serve 1-3 years on any given committee at the will of the individual faculty member and their 
division. However, in order to ensure diverse input and service equity, members may serve no longer than 
three consecutive years on any given committee. If a member does serve three consecutive years, they must 
take a one-year break before serving on that committee again. This term limit may be extended due to 
circumstances outside the control of the division when there are not enough tenured or non-tenured faculty to 
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fill a role or when circumstances suggest a particular faculty member, regardless of time served, should fill 
the role that semester or academic year.  
 
1.6.2.1.6 Committee Chair Term and Responsibilities 
The term and role of the committee chairperson will be as follows: 

• If the chair of the committee is not designated in the faculty and staff handbooks, the committee will 
select its chair by majority vote. 

• Committee chairs shall serve a one-year term, and may be re-elected for up to three consecutive one-
year terms. One's continued eligibility for membership on the committee is not affected by this term 
limit. 

• The duties of the chair will consist of the following: convene the committee at the appropriate times; 
provide written agendas in advance of the meeting to committee members; moderate the committee 
meetings so that tasks proceed efficiently; maintain a record of committee procedures, discussion, 
and actions taken; and provide reports to the appropriate body (or bodies). 

Revised by Faculty Assembly 11-2022.  
 
1.6.2.2 Institutional Review Board (IRB) 
Membership: 

• Director of Institutional Research 
• One faculty member from each division 
• Community member (full board reviews) 
• Provost 
 

Function: 
• Review research studies to ensure they comply with applicable regulations 
• Ensure proposed studies meet commonly accepted ethical standards 
• Ensure proposed studies follow institutional policies 
• Protect the rights and welfare of research subjects 

 
Chair: 
The Chair shall be a faculty member of the IRB elected by the members 
 
1.6.2.3 Admissions Committee 
Membership: 

• Vice President of Inclusive Enrollment/Director of Admissions (who will also serve as Chair) 
• 3 faculty members (one elected from each division) 

Function: 
• Reviews applications of prospective students that do not fall within clear accept/reject range; 
• Studies general policies regarding student admission and recommends them to the Faculty Assembly 

for consideration; 
• Representatives shall report regularly on the activities of the Committee at their division meetings; 
• Conducts an annual review of each class admitted in conjunction with institutional research. 

 
Revisions approved by Faculty Assembly 2-2022 
 
1.6.2.4 Assessment Committee (College-Wide) 
Membership: 
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• Director of Institutional Research (Chair) 
• Provost (nonvoting) 
• Faculty: one representative from each of the 3 divisions (appointed by the President) 
• Dean of Students 
• Students: One student elected by the Work Committee and a second student member appointed by the 

Director of Institutional Research 
Function: 

• Serves as an advocate and general resource on assessment issues; 
• Promotes academic and co-curricular assessment activities in the program review process; 
• Provides peer consultation assistance to faculty and staff in academic and co-curricular units for 

planning and conducting departmental and institutional assessment activities; 
• Advances authentic assessment that is driven by core institutional values and communicates the 

fundamental values of Blackburn College; 
• Promotes assessment that is constructed as a partnership of all college community members;  
• Serves as an advocate and general resource on assessment issues; 
• Promotes and supports academic and co-curricular assessment activities; 
• Provides peer consultation assistance to faculty and staff in academic and co-curricular units for 

planning and conducting departmental and institutional assessment activities;  
• Supports the program review process; 
• Promotes authentic assessment that serves a higher purpose other than “quality control”; 
• Advances authentic assessment that is primarily driven by core institutional values and committed to 

the full development of talents and potential of every student; 
• Endorses authentic assessment that embodies and provides opportunities to communicate the core 

values of Blackburn College; 
• Advances the understanding that assessment is more than a mechanical process of gathering and 

reporting data; 
• Encourages the practice of authentic assessment in the day-to-day life of the institution; 
• Promotes assessment that is constructed as a partnership of all college community members. 

 
1.6.2.5 Athletics Committee  
Membership: 
• Athletic Director 

• Provost 
• 2 faculty members, one male and one female, one of whom is the NCAA Faculty Athletic 

Representative (FAR)* 
• Senior woman administrator in Athletics 
• 2 student athletes, one male and one female, nominated by the Committee and chosen by the 

President 
• The Chair shall be a faculty member of the Committee elected by the Committee members, subject to 

approval by the President. 

Function: 
• Determines the policies governing intercollegiate athletics and makes recommendations to the 

Faculty Assembly (policies relating to or affecting academics will be subject to the approval of the 
Faculty Assembly); 

• Advises the Athletic Director on intercollegiate athletic schedules and related matters approved by the 
Faculty Assembly; 

• Reports these matters to the Student Life Committee; 
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• Representatives shall report regularly on the activities of the Committee at their division meetings. 
See Athletics Philosophy Statement, Appendix 1A. 

*Faculty Athletic Representative. The position of Faculty Athletic Representative (FAR) is mandated by the NCAA. Its purpose 
is to promote academic integrity in intercollegiate athletics, to facilitate the integration of the athletic and academic components of 
the collegiate community, and to promote institutional control of athletics.  
The President, in consultation with faculty and administrative officials, appoints the FAR for a four-year renewable term from 
among the full-time, tenured members of the teaching faculty. Exceptions can be made for a full-time untenured faculty member 
who has prior experience. The FAR reports to the President. The FAR has duties in the general areas of internal and external 
communication, compliance, student-athlete welfare, and academic integrity of the athletics program, as outlined in the FAR 
handbook published by the NCAA. A more detailed description can be found in the President's Office and is distributed annually 
to coaches and to members of the Student Athlete Advisory Committee by the FAR. 
Approved August 2023 
 
1.6.2.6 Board of Trustees (Faculty Representatives to Committees of) 
Membership: 

• Academic Affairs Committee Representatives: The Chair of Conditions of Service (Faculty) and the 
Division Chairs (as representatives of CAP). 

• Enrollment/Retention Committee Representatives: The Admissions, Scholarship and Financial Aid 
Committee will name one of its faculty members as representative. 

• Finance Committee Representative: The faculty will elect one faculty member from the Budget 
Committee as representative. 

• Student Life Committee Representative: The Student Life Committee will name one faculty member 
as representative. 

• Advancement, Trusteeship, Buildings and Grounds and Work Committee Representatives: The 
faculty will elect one faculty member (total of 4 faculty) to serve as representatives to each of these 
Committees. 

• Function: 
• To report on behalf of (to the Board of Trustees) and back to (from the Board of Trustees) the Faculty 

Assembly regarding issues relevant to their specific committee representation. 
 
1.6.2.7 Committee on Academic Standing  
 Membership: 

• faculty members (one elected from each division) 
• Registrar (nonvoting) 
• 1 member of the Student Life staff (nonvoting) appointed by the President 
• Provost (nonvoting) 
• Director of Counseling Services/College Counselor (nonvoting) 
• Dean of Work (nonvoting) 
• The Chair shall be appointed from the faculty members by the President 

 Function: 
• Reviews questions of academic standing, probation, and dismissal of students, and recommends 

appropriate policies to the Faculty Assembly for its consideration; 
• Administers policies in all of the areas adopted by the Faculty Assembly;  
• Acts on appropriate student applications and petitions, such as:  
• readmission to the College after dismissal for academic reasons; 
• course equivalencies; 
• grade appeals;  

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.fcx98dqtbeqq
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• accusations of academic dishonesty and determination of disciplinary action as prescribed in the 
Blackburn Student Handbook. 

 
1.6.2.8 Faculty Conditions of Service Committee 
Membership: 

• 1 tenured and 1 non-tenured faculty member from each division 
• 1 at-large member elected by the Faculty Assembly 

Function: 
• Reviews and recommends policies regarding compensation, tenure, and conditions of employment; 
• The division representatives regularly report the Committee's discussions to the divisions and to the 

Faculty Assembly, bring proposals to the Faculty Assembly for action, and make recommendations to 
the President upon approval by the Faculty Assembly; 

• The Faculty Conditions of Service Committee establishes a permanent subcommittee on benefits 
within the structure and functions of the existing FCoS Committee. This subcommittee will have two 
faculty representatives drawn from FCoS and one at-large faculty member from the Faculty 
Assembly. These three members will become the faculty representatives to the Benefits Ad Hoc 
Committee. The at-large member will be selected at the first Faculty Assembly meeting in August of 
each academic year.   

 
1.6.2.9 Curriculum and Academic Policy 
Membership: 

• Provost (Chair) 
• Department of Education Chair (advisory, nonvoting, ex-officio member) 
• Division Chair and 1 faculty member from each division (as elected by the members of that division) 
• Registrar (acts as secretary, non-voting, ex-officio member) 
• 1 student (appointed by the Student Senate. Can be a Student Senate Member or Work Manager) 

Function: 
• Studies the content and operations of the whole academic program and process. 
• Receives and examines curriculum proposals from the departments and presents consequent 

recommendations to the Faculty Assembly. 
• Makes recommendations to the Faculty Assembly on academic policy, graduation requirements, and 

other matters relating to the effectiveness of the academic program. 
• Reviews faculty position proposals and makes recommendations to the President. 
• Receives and approves Faculty Development Fund proposals and reports. 
• Receives and approves Instructional Improvement Grant proposals and reports. 
• Receives and approves Research Grant proposals and reports. 
• Representatives shall report regularly on the activities of the Committee at their division meetings. 
 

1.6.2.10 Faculty Tenure Committee 
Membership: 

• 1 tenured faculty member from each division (elected by all teaching faculty in the division for 
staggered 4-year terms) 

• 1 additional tenured faculty member (to be elected in the division(s) of the applicant for tenure) 
• Division Chair and Department Chairs in which the candidate for tenure serves are automatically 

excluded from the Faculty Tenure Committee. If there are insufficient numbers of tenured faculty 
members to meet this requirement, the position should be filled with an additional tenured faculty 
from another division, elected by the candidate's division. 
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• Those elected to 4-year terms will elect the Chair. 
• Members of the Faculty Tenure Committee may be disqualified, but only with cause. If questions are 

raised concerning the recusal of a Faculty Tenure Committee member for serving on a specific case, 
the Provost shall decide whether that person shall be recused. The faculty member who receives the 
second highest number of votes in the appropriate divisional election will replace a recused member. 

Function: 
• Considers faculty applications for tenure and makes recommendations on each application directly to 

the Board of Trustees through the President. 
• Reviews and recommends policy changes to the Faculty Assembly. 
• Provides support and resources to candidates for tenure. 
• Reviews and ensures integrity of the tenure and reappointment processes.  

 
1.6.2.11 Faculty Professional Relations Committee 
Membership: 

• 5 faculty members elected at-large from a list of prospective members ranked by the number of votes 
they received (at least 3 of whom must be tenured faculty). 

• Should the Professional Relations Committee be called on to act, it shall consist of the 5 faculty 
members with the highest number of votes who have not recused themselves or are recused due to 
conflict of interest, other duties, or for some reason specified elsewhere in the Faculty and Staff 
Handbooks. Records of vote tallies shall be kept in the Office of the President. 

• Any person serving the College on a faculty contract is eligible to vote on those who shall be elected. 
• The Chair will be elected by the Committee. 
• No Administrative Officer serves on the Professional Relations Committee. 

Function: 
• Acts as a hearing body for any issue or matter that involves the rights and welfare of individual 

faculty members or of the College. The individual(s) concerned in such matters or the President of 
the College may refer cases to the Committee for a hearing. 

• Conducts formal hearings of cases and grievances that involve the rights, welfare, and conduct of 
faculty members. 

The Committee will convene to consider cases involving: 
• potential “dismissal for cause” of a faculty member; 
• “allegations of academic freedom violation”; 
• denial of tenure or non-reappointment where petitioner alleges “inadequate consideration”; and 
• grievances brought against members of the faculty. 

 
1.6.2.11.1 Decisions/Recommendations 
The Committee shall follow the procedures below in its hearing of cases. Decisions rendered by the 
Committee shall stand as recommendations to the President of the College for resolving the matters in 
question. These recommendations may include, but are not limited to sanctions, policy proposals or 
amendments, or referral to judicial bodies. 
 
1.6.2.11.2 Recusal of Members 
If any party to a committee hearing requests the recusal of a Professional Relations Committee member from 
serving on that specific case, the request petition will be submitted to the Faculty Assembly Chair, who will 
then refer the petition to the other members of the Professional Relations committee for a vote. In the event 
individual members of the Committee should be recused from a specific case, the Faculty Assembly Chair 
shall place alternate members on the Committee for that case as determined by the number of votes they 
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received in the original election. The first runner up in the voting would be the first alternate; the second 
runner-up, the second alternate; etc. 
 
1.6.2.11.3 Formal Resolution Procedure 
If a faculty member has a grievance that should be heard by the Committee, they will bring the grievance to 
the Provost within one month of the precipitating event. Such a grievance must clearly state the nature of the 
complaint or dispute and state against whom the grievance is directed. It will contain any factual or other 
data, that the Committee may deem pertinent to the case. The Provost will then convene the Professional 
Relations Committee within 4 calendar days of receiving the grievance to review the case. The Professional 
Relations Committee will decide within 4 calendar days whether to schedule a formal hearing or deny further 
consideration. If the Committee decides to formally hear the grievance, they will hold that hearing within 10 
calendar days of issuing the decision.  
 
1.6.2.11.4 Formal Hearing Procedure for Grievances Against a Faculty Member 
Grievances against the faculty member will be filed with the Professional Relations Committee. The 
Professional Relations Committee will follow the procedure outlined in this Handbook. 

• The Committee Chair will establish a hearing date that allows the concerned parties at least seven 
calendar days but no more than 10 calendar days to prepare for the hearing. 

• The faculty members involved would be permitted to have a personal advocate of their choice, either 
in addition to or in lieu of an attorney, who may assist and advise any party throughout the 
disciplinary process, including all meetings and hearings related to such process, in compliance with 
the applicable federal and state laws. The advocates serve as witnesses to the hearing, but do not take 
a direct part in the hearing. The advocates may request a break in the hearing to confer in private with 
their respective faculty members. 

• The Committee will elect a secretary who will keep a written record of the hearing. The hearing will 
be audio-recorded as long as consent is obtained by all parties present. Written and audio records will 
be kept in the office of the HR Coordinator after the hearing. 

• Both parties involved will be afforded an opportunity to obtain necessary witnesses and 
documentation or other evidence, and they will provide that evidence to the Committee Chair in 
advance of the hearing. The administration of the institution will, insofar as it is possible for it to do 
so, secure the cooperation of such witnesses and make available necessary documents and other 
evidence within its control. The principal parties involved may not directly cross examine one another 
or any witnesses, but they may, at the discretion and direction of the Committee, suggest questions to 
be posed to witnesses by the Committee and respond to the other party.  

• In the conduct of the hearing, the primary purpose would be to determine all facts relevant to the 
issue at hand. In addition to evidence supplied by the parties involved, the Committee will make 
every effort to obtain any additional relevant evidence. The Committee is not bound to strict rules of 
legal evidence. 

• Findings of fact and the Committee’s recommendations must be based solely on the hearing record, 
including all evidence supplied to and collected by the Committee. 

• The Committee will report its findings and recommendations to the principal parties in the case and 
to the Provost of the College within 72 hours of the hearing. The Provost will render a decision within 
72 hours of receiving the report.  

• The Provost’s decision may be appealed to the President of the College within one week of the 
Provost’s decision. The President will render a decision within 72 hours. The only grounds for appeal 
are:  

o Procedural error that impacted the outcome;  
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o New evidence that comes to light after the hearing is complete;  
o Any sanctions recommended can be shown to be excessive.   

▪ There will be no appeal from the President’s decision.  
 
1.6.2.11.5 Formal Hearing Procedure for Cases Involving Dismissal for Cause or Allegations of 
Academic Freedom Violations 
In cases involving “Dismissal for Cause”, the College will adhere to the procedures stipulated under Sections 
4 through 8 of the AAUP publication, Recommended Institutional Regulations on Academic Freedom and 
Tenure. 
 
In those cases, where a hearing is requested for “Allegations of Academic Freedom Violations,” the 
procedures will be in accordance with the procedures as published in Section 10 of the AAUP Recommended 
Institutional Regulations on Academic Freedom and Tenure. 
 
AAUP procedures for dismissal and cases involving academic freedom of non-tenured faculty specify that 
there shall be “informal” inquiry by a “duly elected faculty committee” prior to formal charges being brought 
before a faculty hearing committee. The Committee for this informal inquiry would consist of three faculty 
members chosen by the Faculty Assembly with one member designated by the Assembly to serve as Chair. 
Two members would be tenured faculty members and they all would be selected from the roster of full-time 
teaching faculty. Members of the Professional Relations Committee may not be chosen to serve on the 
informal inquiry committee (the Preliminary Hearing Committee). The Hearing Committee for final 
disposition of these cases would be the Professional Relations Committee with those modifications that are 
specified in the most recently approved AAUP Recommended Institutional Regulations on Academic 
Freedom and Tenure Section 5(c). 
 
1.6.2.11.6 Formal Hearing Procedure for Cases Involving Allegations of Inadequate Consideration 
In those cases, where tenure is denied or an appointment is not renewed and the petitioner alleges 
“Inadequate Consideration”, the review procedures will be in accordance with the procedures stipulated in 
Section 6 of the most recently approved AAUP Statement on Procedural Standards in the Renewal or Non-
Renewal of Faculty Appointments. These AAUP procedures specify the appointment of a “review 
committee” to consider allegations by a faculty member of “inadequate consideration” in cases of non-
reappointment or denial of tenure. The Professional Relations Committee shall serve as the Hearing 
Committee, with these exceptions: 

• All members of the review committee shall be tenured; 
• No member of the review committee shall also be on the Tenure Committee; 
• No member of the review committee shall be in the same department as the faculty member alleging 

“inadequate consideration”; 
• The Chair of the division to which a faculty member belongs shall not be eligible to serve on the 

review committee; 
• The members of the Faculty Tenure Committee involved in the case under consideration may not sit 

on the review committee. 
 
1.6.2.12 Teacher Education Internal Advisory Committee 
Membership: 

• The Chair of the T1.6.2.eacher Education Department will serve as Committee Chair 
• All full-time faculty members of the Teacher Education Department 
• Director of Teacher Education 

https://www.aaup.org/report/recommended-institutional-regulations-academic-freedom-and-tenure
https://www.aaup.org/report/recommended-institutional-regulations-academic-freedom-and-tenure
https://www.aaup.org/report/recommended-institutional-regulations-academic-freedom-and-tenure
https://www.aaup.org/report/recommended-institutional-regulations-academic-freedom-and-tenure
https://www.aaup.org/report/recommended-institutional-regulations-academic-freedom-and-tenure
https://www.aaup.org/report/recommended-institutional-regulations-academic-freedom-and-tenure
https://www.aaup.org/report/statement-procedural-standards-renewal-or-nonrenewal-faculty-appointments
https://www.aaup.org/report/statement-procedural-standards-renewal-or-nonrenewal-faculty-appointments
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• Education Department Administrative Coordinator and Certification Officer 
• One representative from each department that has responsibility for preparing teachers (i.e., Biology, 

English, History, Math, Art, Music, P.E.) 
• representatives from public schools: one elementary and one secondary 
• public school administrators (one elementary and one secondary) 
• Provost 

Function: 
• Reviews the conceptual framework once each year; 
• Advises and provides input into policies of the Teacher Education Program, particularly on 

compliance with state and national standards; 
• Contributes to the long-range planning process of the Teacher Education program; 
• Reviews drafts of plans prepared by the Teacher Education Department. 

 
1.6.2.13 Institutional Review Board (IRB) 
Membership: 

• Director of Institutional Research 
• One faculty member from each division 
• Community member (full board reviews) 
• Provost 

Function: 
• Review research studies to ensure they comply with applicable regulations 
• Ensure proposed studies meet commonly accepted ethical standards 
• Ensure proposed studies follow institutional policies 
• Protect the rights and welfare of research subjects 

Chair: 
• The Chair shall be a faculty member of the IRB elected by the members 
 
1.6.3 Committees Reporting to the Office of the President 
Arts and Issues Committee 
Planning Committee 
Harassment Hearing Body 
Risk Management/Safety Steering Committee 
Student-Athlete Advisory Committee 
Student Conduct Board 
Student Life Committee 
Work Committee 
Work Program Appeals 
Diversity, Equity, and Inclusion Committee 
 
1.6.3.1 Faculty Election to Presidential Committees 
Standing faculty committee assignments shall be elected by academic divisions at the first faculty assembly 
meeting of the academic year.  
 
1.6.3.2 Arts and Issues Committee 
Membership: 

• faculty members (elected by the divisions for one-year term) 
• Student Life staff member (appointed by the President for one-year term) 
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• Physical Plant staff member (appointed by the President for one-year term) 
• Director of Public Relations 
• SAC Representative 
• Chair will be elected by the Committee 

Function: 
• The purpose of this committee is to provide financial assistance for events that are brought to campus 

or those that can be traveled to within this area. The events include, but are not limited to: 
exhibitions, plays, concerts, performances, lectures, and demonstrations. All events supported by the 
Arts and Issues Committee are open to the entire campus community and must be advertised 
accordingly. Any faculty, staff, or student may submit a proposal to the committee chair to request 
funds from the committee. 

 
1.6.3.3 Harassment Hearing Body 

• For membership and function refer to the Harassment Policy, handbook section 1.7.6.  
 
1.6.3.4 Planning Committee 
Membership: 

• President, Chair 
• Provost 
• Vice President for Administration and Finance  
• Vice President for Institutional Advancement 
• Director of Institutional Research 
• At-Large Faculty Representatives–1 from each of the 3 divisions–elected for two-year terms at the 

first fall faculty assembly meeting as needed. The term of the Humanities Division representatives 
will begin in odd-numbered academic years; the terms of the natural Sciences and Social Sciences 
Divisions representatives will begin in even-numbered academic years. The appropriate Division 
chair will select an alternate as needed. 

• 1 Faculty-at-Large (elected at the first fall faculty assembly meeting and from any of the divisions for 
a 1-year-term)  

• Dean of Work 
• Vice President for Inclusive Enrollment 
• Division Chairs 
• Vice President of Diverse and Equitable Student Life and Dean of Students 
• Director of Technology Services  
• Director of Physical Plant  
• Director of Lumpkin  
• 1 staff member elected at-large by Staff Assembly to serve a 2-year term. 
• 1 student to be selected from the Work Committee and 1 student from Student Senate, with one alternate 

from each committee - all to be appointed by the President.  There are only 2 student votes. 
The Planning Committee’s purpose is to:  

• Serve as the coordinating group for College shared governance with a focus on institutional and 
strategic planning, resource allocation, accreditation, and institutional effectiveness  

• Create sub-committees to coordinate shared governance in areas of great faculty/staff/student overlap 
(currently budget, sustainability, and facilities) 

• Serve as the final recommending authority for most shared governance issues, with recommendations 
going directly to the president 
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• Examples of some shared governance issues that would be placed on a Planning Committee agenda 
include: new, or revised, academic programs when there are significant resources required 
(equipment, facilities, and/or faculty); program review reports (both academic and non-academic) for 
the purpose of informing discussions on strategic planning and institutional effectiveness. 

• Bring focus to productive discussions leading to positive change for the College 
• Disseminate critically important information, ensure open communication, promote genuine 

involvement before and while decisions are made, and provide for inclusive participation of all 
campus constituencies 

Functions: 
• Develops and provides oversight to the strategic plan; provides follow-up and accountability to the 

implementation of the plan; 
• Provides oversight to the integration of the resource allocation process and the strategic plan; 
• Ensures that budget allocations are based on institutional planning priorities and are relevant to the 

current fiscal environment; 
• Establishes yearly planning priorities for the college; 
• Establishes measurable indicators for institutional priorities, establishes targets for those indicators, 

and monitors progress in meeting those targets; 
• Oversees the accreditation process; 
• Publishes the three-year academic and planning calendar; 
• Oversees a sub-committee structure for the accomplishment of specific planning tasks or input. 
• Among the expectations for members of Planning are the following: 
• Members possess an open mind and are willing to develop a college-wide perspective and an 

understanding of constituencies other than their own. 
• Members are willing to commit to active and regular participation in Planning Committee meetings 

and activities. 
• Members keep lines of communication open by informing those outside the Planning Committee of 

issues and developments. 
• Members observe standards of ethical conduct. 

Process: 
• Committee membership is a combination of faculty and staff and students that are selected or elected 

by their constituencies as well as a number of individuals who serve via their job position. Final 
appointments to the committee are made by the President. 

• Meeting times: regular meeting times will be once a month. Special meetings may be called as 
needed.  

• Quorum: a quorum for meetings will be 50% of the Committee members plus one. 
• Agendas: an agenda for each meeting will be developed by the Director of Institutional Research in 

consultation with the committee chair and will be distributed in advance to all committee members. 
Requests for specific agenda items or reports may be submitted by any member of the campus 
community and submitted to the chair. 

• Where appropriate, the Planning Committee may request status reports from individuals responsible 
for implementing recommendations and may further discuss or pursue issues as needed. 

Sub-Committee Structure: 
• Membership of each sub-committee is determined by the President, but will generally follow the 

format described below. 
• Membership of each sub-committee will include at least one member of Planning. 
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• Chairs of sub-committees will be responsible for determining a meeting schedule, developing 
agendas, ensuring that the agenda and minutes are distributed, and providing updates on work to 
Planning as requested. 

 
1.6.3.4.1 Budget Committee  
Membership: 

• Vice President for Administration and Finance 
• Tenured Faculty Representatives–1 from each of the 3 divisions–elected for two-year terms. 

Whenever possible, the faculty representatives will be tenured. The term of the Humanities Division 
representatives will begin in odd-numbered academic years; the terms of the natural Sciences and 
Social Sciences Divisions representatives will begin in even-numbered academic years. The 
appropriate Division chair will select an alternate as needed. 

• Staff Representatives elected for two-year terms. 
• A simple majority of committee members will constitute a quorum. 

Purpose: 
• Advises the President and members of Planning on budget policy and financial planning for the 

campus community; 
• Provides a venue for campus dialogue and an intersection for the planning processes and financial 

allocation. 
Function: 

• Advises on the development of budgetary policies, processes and timelines; 
• Receives and reviews budget proposals from departments and/or program areas; 
• Develops and recommends a balanced budget on an annual basis; 
• Informs campus community on budget principles and issues; 
• Reviews the current budget at least once a month (12-month calendar). 

Selection of Committee Chair: 
• Vice President for Finance and Administration or designee 

 
1.6.3.4.2 Sustainability Committee 
Membership: 

• Planning Committee approves membership at the beginning of each academic year, based on its own 
nominations and those made in conjunction with the President, Provost and President’s Cabinet.   

• The following areas should be represented: 
o Planning Committee (1 representative) 
o Physical Plant (1 representative) 
o Sodexo (1 representative) 
o Faculty (1 representative) 
o Staff (1 representative) 
o Students (1 representative from the Work Program, 1 representative from Student Senate, and 

1 representative from Student Life) 
• A simple majority of committee members will constitute a quorum. 

Purpose: 
• Carefully reviews all aspects of college operations to ensure environmental responsibility, efficient 

use of resources, and commitment to the long-term well-being of the community. 
Function: 

• Continues the work set forth by the Sustainability Planning Committee established in September of 
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2008. Those duties include the continued refinement of the campus wide list of recommendations for 
a sustainable campus. These include how the college will deal with solid waste, energy, water 
resources, transportation, air quality, landscaping, food service, construction, and procurement issues. 
The original committee was responsible for laying the groundwork for the Environmental Studies 
major and this sub-committee will continue to look for ways to support/grow this and other majors 
related to Sustainability.    

Selection of Committee Chair: 
• Determined by President 

 
 
1.6.3.4.3 Facilities Committee 
Membership: 

• Planning Committee approves membership at the beginning of each academic year, based on its own 
nominations and those made in conjunction with the President, Provost and President’s Cabinet.   

• At a minimum the following departments must be represented: 
o Physical Plant (1 for each Campus Maintenance and New Construction)  
o Admissions (1 Representative) 
o Technology (1 Representative) 
o Student Life & Athletics (1 Representative) 
o Institutional Advancement (1 Representative) 
o Faculty (1 Representative per Division) 
o Student Representation (1 member nominated by Student Senate)  
o Finance and Administration (1 Representative) 

• A simple majority of committee members will constitute a quorum. 
Purpose: 

• Provides recommendations to the Planning Committee for priority of needs in relation to campus 
facilities to support the strategic plans of the college as defined by the President and Board of 
Trustees. 

Function: 
• Establishes a plan for the improvement and development of campus; these needs should incorporate 

items that assist in the recruitment and retention of students; 
• Establishes a maintenance plan/schedule to ensure that current facilities are well maintained; 
• Develops committee objectives to support the strategic plan of the College. 

Selection of Committee Chair: 
• Director of Physical Plant or designee 

 
 
1.6.3.4. Diversity and Inclusion Committee 
Policy removed 4-2021 upon creation of Diversity, Equity, and Inclusion Committee, see handbook section 
1.6.3.11. 
Approved by Members of Planning, December 8, 2015; revised 9.11.18; policy removed 4-2021 
 
1.6.3.5 Risk Management/Safety Steering Committee 
Membership: 

• Vice President for Administration and Finance (will serve as Chair) 
• Provost 
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• Vice President for Institutional Advancement 
• Dean of Students 
• Director of Physical Plant 
• Dean of Work 
• 1 General Manager of the Work Committee 
• 1 faculty member (elected by Faculty Assembly) 

Function: 
• The Risk Management/Safety Steering Committee will establish a policy statement that supports the 

College's safety efforts; formulate and revise general safety policies; establish, train, direct, and 
review the work of Advisory and Departmental Safety Committees; review and act on loss prevention 
consultants' reports, respond to safety issues as they arise; and review loss reports. 

 
1.6.3.6 Student-Athlete Advisory Committee 
Membership: 

• 1 student athlete representative from each sport.
Function: 

• Provides student feedback regarding athletic services and programs to the Athletic Director. 
 
1.6.3.7 Student Conduct Board  

• Refer to the Disciplinary System section in the Blackburn Student Handbook. 
 
1.6.3.8 Student Life Committee 
Membership: 

• Dean of Students (will serve as Chair) 
• Dean of Work 
• Director of Residence Life 
• Executive Director of Diversity, Equity, and Inclusion 
• College Chaplain 
• Director of Counseling Services (ex officio capacity) 
• Director of the Learning Center 
• 1 residence hall staff member 
• 1 Work Committee representative 
• faculty members (from division other than the learning center, elected by the Faculty Assembly) 
• Student Senate members (nominated by Student Senate and approved by the President of the College) 

Function: 
• Monitors individual student progress; 
• Addresses retention issues; 
• Makes recommendations and evaluations to the President about all areas of student life including rule 

changes and changes in the judicial system; communicates all such recommendations to the Student 
Senate for comment; and recommends all proposed changes, where appropriate, to the Board of 
Trustees; 

• Recommends policies governing all co-curricular activities. 
 
1.6.3.9 Work Committee 
Membership:  

• Work Program General Managers (non-voting) 
• Work Program Department Managers 
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• Dean of Work (non-voting) 
• Student Senate Representative (non-voting, does not attend confidential discussions) 
• DEI Student Representative (non-voting, does not attend confidential discussions) 
• Function:  
• Develops, implements, and monitors Work Program policies, including edits, updates and changes 

based on precedent, new information, or need for clarification; 
• Assures that the student labor needs of the campus are met: organizes, hires, trains, and motivates 
• student staff; 
• Assists with the supervision and evaluation of student staff; 
• Oversees the allocation of student work hours and makes recommendations to the President’s Cabinet 

regarding the budgeting of student paid hours; 
• Organizes and schedules events for campus to motivate and give back to the student body. Examples 

include Student Worker Appreciation Day, Final’s Breakfast, and honor worker; 
• Represents the Work Program on various governing committees around campus to ensure student 

staff is considered in the decision-making processes of the college; 
• Represents student leadership on and off campus through volunteer service, convocations, 

presentations, and recruiting events. 
Vetted by Work Committee AY 21-22, Revised by Work Committee AY 22-23 
 
1.6.3.10 Work Program Appeals Board 
Membership: 
The Appeals Board is constituted and proceeds as follows: 
One faculty and one staff advisor, as well as one alternate for each, are voting members of the board. The 
faculty members are elected by the Faculty Assembly. The staff members are appointed by the College 
President. The alternates will be used in the case that a conflict of interest should arise. The student 
members of the board will be selected as follows: 
Each of the work department managers will nominate one worker from their department to serve on the 
Appeals Board. 

• Nominees must be in good standing (academic, work, and social) 
• Freshmen are not eligible 
• Nominees must have worked at least one semester in the Work Program 
• Nominees cannot be in a Work Program leadership position (e.g. manager, assistant manager, or 

crew head) 
• The President of the College will appoint 5 members and 5 alternates from among the student 

nominees. The 5 student members select a student chair of the Appeals Board, who is a voting 
member. 

Function: 
• Reviews student appeals of suspension for work reasons only. 

 
1.6.3.11 Diversity, Equity, and Inclusion Committee 
Membership: 
Chair: determined by President, typically performed by the DEI staff position 
 
The following areas should be represented: 

• Work Program Dean 
• Athletics staff member 
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• Student Life staff member 
• Institutional Research staff member 
• Faculty member 
• 5 students (should always match the total number of faculty and staff) 

o 1 Student Senate 
o 1 general worker (non-leadership work program representative) 
o additional students with priority invitation to student clubs (or students) representing marginalized 

groups 
A simple majority of committee members will constitute a quorum. 
 
Purpose: 
Charged with the goal of increasing diversity, equity, and inclusion in the college community by providing 
for the awareness, knowledge, and skills needed to successfully recruit and retain diverse students, faculty, 
and staff 
Function: 

• Review data gathered by IR and/or other campus constituents on DEI-related topics and advocate for 
policy and procedural additions and/or revisions that promote a more diverse, equitable, and inclusive 
environment for all members of the college community. 

• Implement and assess, in coordination with key campus constituents, ILEA commitments. 
• Establish a process of documenting DEI efforts as a result of DEI task force recommendations, set 

benchmarks for success, report progress to campus constituencies, and, when necessary, make 
additional recommendations. 

• Provide educational and training opportunities for students, faculty, staff, and local community 
members to enhance the awareness, knowledge, and skills needed to be an inclusive member of the 
Blackburn community. 

• Assist in the recruitment and retention of underrepresented students who may need additional 
supportive services due to being a first-generation college student, from a low-income neighborhood, 
from another country, from non-rural areas, and/or other dimensions of diversity including but not 
limited to race/ethnicity, sexual orientation, gender, religion, and disability. 

Approved 4-2021 
 
1.6.3.12 Institutional Review Board 
Membership: 

• Director of Institutional Research 
• One faculty member from each division 
• Community member (full board reviews) 
• Provost 

Function: 
• Review research studies to ensure they comply with applicable regulations 
• Ensure proposed studies meet commonly accepted ethical standards 
• Ensure proposed studies follow institutional policies 
• Protect the rights and welfare of research subjects 

Chair: 
• The Chair shall be a faculty member of the IRB elected by the members 

Approved February 2024 
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1.6.4 Committees Reporting to the Staff Assembly  
• Staff Council 
• Conditions of Service (Staff) Committee 
• Staff Employee Relations Committee 

 
 
1.6.4.1 Staff Assembly Bylaws 
1.6.4.1.1 Mission and Purpose 
The mission of the Blackburn College Staff Assembly is to enhance the work environment, and represent the 
interests and concerns of staff in the overall governance structure of the college. 
The purpose of the Blackburn College Staff Assembly shall be to represent the staff in the communication 
processes and to serve in an advisory role in the decision-making process of the College.  The Assembly will 
work to increase the sense of identity, recognition, and value of each staff member in their relationship to the 
College and foster a culture among staff of mutual support, respect and professionalism.   
 
1.6.4.1.2 Definition 
Blackburn College staff includes all permanent, full-time Blackburn personnel, excluding members of the 
Faculty. Student workers are not considered staff. 
 
1.6.4.1.3 Staff Assembly Meetings 
1.6.4.1.3.1 
Regular Meetings: The Assembly shall have a minimum of 8 scheduled meetings per year as set by Staff 
Council during the following months: January, February, March, April, July, September, October, and 
November. These shall be held the third Wednesday during daytime working hours. 
 
1.6.4.1.3.2 
Special Meetings: Special meetings may be called by Staff Council, or upon petition to the Council from 
25% of the Assembly membership. Notice of all meetings must have 24 hours lead-time. 
 
1.6.4.1.3.3 
Agenda: Any staff member may submit an item to be considered for the agenda of regularly scheduled 
meetings. These items shall be submitted to the Chair for consideration at least 10 days prior to the scheduled 
meeting. 
 
1.6.4.1.3.4 
Quorum: A quorum at any regular or special meeting shall require a minimum of half the members plus one.   
 
1.6.4.1.3.5 
Voting: Voting of all matters, other than elections, shall be by voice vote, unless secret ballot is requested. 
By-proxy votes will not be accepted, remote votes will be allowed. 
 
1.6.4.1.3.6 
Motions: Motions may be proposed at any time and shall require a majority vote of the membership present 
to pass. Each Assembly member has the right to request that a motion be considered as a resolution. 
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1.6.4.1.3.7 
Resolutions: Resolutions shall be introduced at least one Assembly meeting prior to presentation for vote. 
Immediate action may be taken on items by suspending this requirement with the unanimous consent of 
those members present. A 2/3 vote of the Assembly membership present is required for adoption of a 
resolution. 
 
1.6.4.1.3.8 
President’s Cabinet: Members of the President’s Cabinet will have voting rights and be counted in the 
quorum.  However, a motion called by an assembly member and accepted by a majority vote, could excuse 
the members of the President’s Cabinet from a discussion or vote under special circumstances.   
 
1.6.4.1.4 Staff Assembly Officers 
1.6.4.1.4.1 
The Assembly Officers shall include the Chair, the Vice Chair, and the Secretary-Treasurer. 
 
1.6.4.1.4.2 
The Chair of the Staff Assembly shall be expected to fulfill the following responsibilities and duties: 

• Shall serve as presiding officer for all meetings of the Staff Assembly and the Staff Council. 
• Shall represent Staff Assembly at all Board of Trustee meetings. 
• Shall refer all matters submitted for the Assembly's attention to the appropriate committee(s) or 

person(s). 
• Shall oversee the creation and distribution of the agenda and minutes of the proceedings and actions 

of the Assembly and Council. 
• Shall be responsible for the disposition of all recommendations of the Assembly. 
• Shall report regularly to the President of the College on matters pertaining to the staff, Staff Council 

and the College.  
• The Chair is also responsible for upholding the Bylaws of the Council and conducting all meetings in 

accordance with the rules of order.  
 

1.6.4.1.4.3 
The Vice Chair of the Staff Assembly shall be expected to fulfill the following responsibilities and duties: 

1. Shall preside over all Assembly and Council meetings when the Chair is not present. 
2. Shall act on behalf of the Chair upon their request or in their absence. 
3. If the Chair position becomes vacant, it will be the responsibility of the Vice Chair to assume the 

duties of the Chair unless extenuating circumstances prohibit. These circumstances will be reviewed 
by Staff Council and be agreed upon by a majority vote. 

4. If it is agreed that the Vice Chair is unable to assume the Chair position, the Secretary-Treasurer will 
assume the Chair position through next-in-line succession unless extenuating circumstances prohibit. 
These circumstances will be reviewed by Staff Council and agreed upon by a majority vote. 
 

1.6.4.1.4.4 
The Secretary of the Staff Assembly shall be expected to fulfill the following responsibilities and duties: 

1. Shall assist the Chair in the distribution of all Assembly and Council correspondence. 
2. Shall be responsible for the maintenance of accurate records for Staff Assembly and Council 

meetings. 
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3. Shall oversee the permanent records of the Assembly and Council.  All permanent records will be 
kept in the Staff Assembly/Council Folder on the Google drive.  The Google drive folder should be 
shared with all members of the Staff Council and the Office of the President.  Ownership rights to the 
Folder should belong to the secretary-treasurer and editing rights be given to the Chair.   

4. Shall maintain and update a calendar of events relevant to the Staff Assembly and Council. 
5. If it is agreed that the Vice Chair is unable to assume the Chair position, the Secretary will assume the 

Chair position through next-in-line succession unless extenuating circumstances prohibit. These 
circumstances will be reviewed by Staff Council and agreed upon by a majority vote. 

1.6.4.1.4.5 
The Treasurer of the Staff Assembly shall be expected to fulfill the following responsibilities and duties: 

1. Shall be responsible for maintaining records of all Professional Development Fund requests. 
2. Shall report monthly to Staff Council the allocations and expenditures of the Professional 

Development Fund. 
3. Shall be responsible for handling all receipts for tracking expenditures, then processing all documents 

through the Business Office. 
4. Shall be responsible for following with up fund recipients to ensure all paperwork is complete and 

submitted. 
5. If it is agreed that the Secretary is unable to assume the Chair position, the Treasurer will assume the 

Chair position through the next-in-line succession unless extenuating circumstances prohibit. These 
circumstances will be reviewed by Staff Council and agreed upon by a majority vote. 

 
1.6.4.1.4.6 
Election of Officers: The Officers shall be elected at the April Assembly meeting by an assembly majority. 
All Officer Positions are one-year terms, and are limited to two (2) consecutive terms. Terms of office will 
commence on May 1st and end on April 30th. The presiding chair shall conduct the election of the officers 
unless up for reelection or nominated for another position, in such case the vice-chair shall oversee the 
election by order of succession. Election of Officers shall be by voice vote, unless secret ballot is requested. 
A majority vote shall be required to elect an officer. If a single candidate fails to receive a majority of the 
vote, there will be a run-off election of the two candidates with the highest number of votes. 
 
1.6.4.1.4.7 
Vacancies: To fill vacancies for the Chair, Vice Chair, and Secretary-Treasurer, the assembly will replace the 
positions with members already serving on the Council. If no one on the Council is able to serve an 
unexpired term for an Officer, a special election will be called at Staff Assembly to elect a replacement 
Officer. Replacement officers shall serve the duration of the original term. To fill the created Representative 
vacancies, the division will then follow the procedures outlined in handbook section 1.6.4.2.2.4. The elected 
representative will serve the remainder of the term, and the partial term shall not count against the term 
limits. 
 
1.6.4.1.5 Amendment of Bylaws 
1.6.4.1.5.1 
These Bylaws may be amended by the Staff Assembly at any meeting thereof, provided that written notice of 
the purpose of any change shall have been available to all members of Staff Assembly at least thirty (30) 
days in advance of the time when the change is to be voted on, and also provided that no such amendment 
shall be made but by concurring vote of two-thirds (2/3rds) of the members of the Staff Assembly present. 
Sections 2 and 3 outline the process for amending the bylaws. 
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1.6.4.1.5.2 
All proposals for amendment to the bylaws must initially be brought to Staff Conditions of Service 
committee or Staff Council directly by any member or constituency of the Staff Assembly. The proposed 
amendments will be considered first within the committee that they were proposed, and then be presented to 
Staff Council (if that was not the original source). The Staff Council will deliberate, working with Staff 
Conditions of Service as appropriate, to prepare specific wording on an amendment to be presented to the 
entire Assembly. 
 
1.6.4.1.5.3 
If Staff Council opts not to bring a proposed amendment to the full Staff Assembly, a referendum mechanism 
for direct access to the entire Staff Assembly will be utilized. The referendum shall contain the exact wording 
of the proposed amendment, plus any explanation (not to be included in the actual amendment) of the 
reasoning behind the proposed amendment. The referendum must be signed by fifty (50) Staff Assembly 
members. The referendum with original signatures will be submitted to the Human Resources Office for 
independent counting and authentication. A copy will be submitted to Staff Council so that it may be 
included on the agenda for the next general meeting following authentication. 
 
1.6.4.1.6 Bylaws / Effect 
The Bylaws shall go into effect when ratified by the Staff Assembly by a 2/3 vote of the members present 
and voting, and upon approval of the Board of Trustees of Blackburn College or its designate. 
Updated Fall 2018 
 
1.6.4.2 Staff Council 
Membership 
Staff Council shall be composed of seven elected members, one from each of the seven staff divisions, the 
three Staff Assembly officers (the Chair, the Vice Chair, and the Secretary-treasurer) and four at-large 
representatives. Vacancies to the Council shall be filled as described in handbook section 1.6.4.1.4 and 
handbook section 1.6.4.2.2.4. 
 
The Vice President for Administration and Finance shall serve as an adviser to the Council at their discretion 
and shall be non-voting member.  
Function 

• Determine Staff Assembly meeting dates and agenda. 
• Interpret the Staff Assembly bylaws. 
• Provide a voice to the administration of the college, particularly the President, in decision-making 

processes of the college that have a direct impact on non-faculty employees.  
• Provide the means necessary for non-faculty employee recognition for exemplary service and length 

of service to the campus as well as to Blackburn College; allowing for staff training and development.  
• Support and enhance the overall mission of the college.  
• To initiate and provide means for the exchange of information among BC employees relative to 

issues of mutual concern. 
• To foster a spirit of unity, cooperation and loyalty among all BC employees. 
• To consider methods and means by which overall working conditions may be improved and operating 

efficiency increased. 
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• To study and to make recommendations to administrative officers concerning problems and policies 
of mutual concern relating to BC employees and the general efficient functioning of the campus and 
the College. 

• To be responsible for matters of concern as may be assigned to it by the President. 
• To work with Faculty Assembly, and any other groups, or bodies on all of the College's campuses to 

fulfill the aforementioned purposes. 
 

1.6.4.2.1 Staff Council Meetings 
1.6.4.2.1.1 
Regular Meetings: Staff Council meetings shall be open to all members of the College community. The Staff 
Council Chair may request non-members to introduce themselves.  The Staff Council shall meet at least one 
week prior to all assembly meetings and may meet at additional times as necessary in order to make 
decisions regarding the ongoing operation of the Staff Council.  The Council may seek counsel from former 
Chairs of the Staff Assembly, they may be invited Council meetings as non-voting attendees. 
 
1.6.4.2.1.2 
Special Meetings: Special meetings may be called at the discretion of the Chair or President of the College.  
Similarly, closed session meetings may be called at the discretion of the Chair or by half of the Council.  
 
1.6.4.2.1.3 
Agenda: Any staff member may submit an item to be considered for the agenda.  The agenda and speaking 
limitations for agenda items shall be determined by the Chair. 
 
1.6.4.2.2 Staff Council Representatives 
1.6.4.2.2.1 
There shall be seven elected representatives, one from each of the seven staff divisions, to Staff Council: the 
three Staff Assembly Officers (Chair, Vice-Chair, and Secretary-Treasurer) and four At-Large 
Representatives. 
 
1.6.4.2.2.2 
Participation: Any permanent, full-time employee of Blackburn College in a non-full-time faculty position 
shall be considered for membership to the Council. All employees are encouraged to participate without 
penalty from their job responsibilities. Council and assembly meetings shall be considered part of an 
employee's normal workweek and shall be compensated at regular pay rate and should not generate any 
overtime pay or comp time.  
 
1.6.4.2.2.3 
Terms:  Representatives to the Council shall be elected to staggered two-year terms and shall be eligible to 
serve no more than two consecutive full terms as a Representative. All terms shall begin on May 1st and 
shall end on April 30th. Any member of the Council shall lose their position immediately upon separation of 
employment with Blackburn College. 
 
1.6.4.2.2.4 
Elections: Nominations and elections for representative positions shall be held each year during the month 
April. The following protocol shall be followed for all elections: 
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● Nomination of candidates for election to Staff Council Representative Positions shall result from 
secret ballot during the month of April prior to the April Assembly meeting. Each division staff 
member may vote up to one name for each open position. A person must be employed by Blackburn a 
minimum of one year before accepting a position on Staff Council. The presiding chair shall collect 
all votes. 

● Representative division are divided and subdivided as follows:  
○ Academic Support – Tech Services, Records, Lumpkin Learning Commons, Education Office, 

Institutional Research, and Enrollment Services. 
○ Administrative I – Financial Aid, Business Office, and Bookstore. 
○ Administrative II – Institutional Advancement, PR and Marketing, Office of the President. 
○ Admissions 
○ Athletics 
○ Physical Plant 
○ Student Life – Student Life Office, Campus Security, Career Services, Work Program,  

● Election shall be prepared by the presiding Staff Council Chair, and shall be distributed no later than 
15 days prior to the April Assembly meeting, with a notice of vote being provided for each staff 
member eligible to vote. 

● The votes shall be returned to the presiding Chair within a designated amount of time to be tabulated.  
● The Staff Assembly Chair will notify the newly elected Representatives. 

 
1.6.4.2.2.5 
Vacancies to Staff Council representative positions will be filled by following regular election protocols; the 
elected representative will serve the remainder of the term, and the partial term shall not count against the 
term limits. 
 
1.6.4.2.2.6 
Council Member Resignations 
If a Council member chooses to resign they must submit a Letter of Resignation to the Council Chair. Once 
accepted, a resignation cannot be rescinded. 
 
The Council Chair (or designated substitute) for that campus section must announce any resignations at the 
next regularly scheduled meeting. 
 
1.6.4.2.2.7 
Responsibilities of Staff Council members 

● Council members shall seek and gather feedback and input from division staff on issues related to the 
College employment climate. Council members shall communicate these issues with the Staff 
Council, and work to resolve the issue and/or find solutions to remedy the issues. 

● Council members will attend regularly scheduled monthly meetings, committee meetings, and other 
special sessions as needed.  Meetings can be attended either in-person or remotely.  

● Council members will report, orally or in writing at each general Council meeting, on the activities 
and items discussed or reviewed at any other College related committee meeting(s) in which they 
attended. 

Updated Fall 2018 
 
1.6.4.3 Conditions of Service (Staff) Committee 
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Membership: 
Membership shall consist of elected members–one each from Academic Support, Administrative I, 
Administrative II, Admissions, Athletics, Physical Plant, and Student Life. The Committee will elect the 
Chair. No more than one member of the Staff Council can serve on the Committee. Staff Conditions of 
Service members will be elected at the April meeting of the Staff Assembly. Members will serve for a term 
of two years. Members may serve no more than two consecutive terms. Representatives from Academic 
Support, Administrative 1 and Athletics shall be elected in odd numbered years; Administrative 2, 
Admissions, Physical Plant and Student Life in even numbered years. 
 
Function: 

● Reviews and recommends policies and procedures concerning compensation and all other conditions 
of staff employment; 

● Arranges and conducts joint meetings with the Faculty Conditions of Service Committee on all issues 
determined to have relevance to all College employees. Decisions and recommendations are made to 
the President upon approval by the Staff Assembly. 

1.6.4.4 Staff Employee Relations Committee 
Membership: 

• Committee members are elected at-large from the staff membership, and appointed by the Staff 
Council from a list of prospective members ranked by the number of votes they received. Should the 
Employee Relations Committee be called on to act, it shall consist of the 7 staff members with the 
highest number of votes who have not disqualified themselves or be disqualified due to conflict of 
interest, or other duties. Any person serving the College as a staff member is eligible to vote on those 
who shall be elected. The Committee will elect the Chair. 

Function: 
• Acts as a hearing body for any issue or matter, which involves the rights and welfare of individual 

staff members or the general welfare of the College. The individual(s) concerned in such matters or 
the President of the College may refer cases to the Committee for a hearing. 

 
If questions are raised concerning the disqualification of an Employee Relations Committee member for 
serving on a specific case, the Staff Council shall recommend to the President whether or not that person 
should have been disqualified, and the President shall make the final decision on disqualification. In the 
event individual members of the Committee should be disqualified to sit on a specific case, alternate 
members shall be placed on the Committee for that case as determined by the number of votes they receive 
in the original election. The first runner up in the voting would be the first alternate; the second runner up, 
the second; etc. 
 
The decisions rendered by the Committee shall stand as recommendations to the President of the College for 
resolving the matters in question. 
 
Procedures:   
Employees are encouraged to work out grievances amongst themselves when conflicts arise. If such attempts 
fail and an employee feels a situation warrants filing a grievance, a written copy of the grievance must be 
sent to the President's Office as well as to those whom the grievance is being filed against. The employee 
named in the grievance shall have no more than five (5) business days to respond to the complaint in 
writing. After both formal statements have been submitted, the President shall assemble the Employee 
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Relations Committee (ERC) as a mediation group. The ERC will hear from both parties and make a 
recommendation to the President.  
 
In grievance cases, the individual bringing the case to the Committee will set forth in writing the nature of 
the grievance and will state against whom the grievance is directed. The statement of grievance shall contain 
any factual or other data which the petitioner deems pertinent to their case. The Chair of the Hearing 
Committee shall hold a preliminary meeting with the petitioner to verify that all other avenues of resolution 
have been exhausted. The Chair will then report to the full committee the results of the preliminary meeting. 
The Hearing Committee will have the right to decide whether or not the facts merit a detailed investigation. 
Submission of a petition will not automatically entail investigation or detailed consideration thereof. The 
Committee may seek to bring about a settlement of the issues satisfactory to the party. If, in the opinion of 
the Committee, such a settlement is not possible or appropriate, the Committee will arrange for a formal 
hearing. 
 
The parties concerned will be allowed adequate time to prepare for the hearing. The Committee Chair will 
negotiate a mutually acceptable time for hearing the case. Every effort will be made to handle cases as 
quickly and expeditiously as possible. 
 
Hearings will be conducted in private unless the Employee Relations Committee, after consultation with, and 
the permission of, all parties concerned, should approve a request that it be public. 
 
During the proceedings, the staff member will be permitted to have an advocate of their own choice. 
 
The hearings will be audio recorded. 
 
The staff member will be afforded an opportunity to obtain necessary witnesses and documentary or other 
evidence, and the administration of the institution will, insofar as it is possible for it to do so, secure the 
cooperation of such witnesses and make available necessary documents and other evidence within its control.  
The principal parties in the case will have the right to confront and cross-examine all the witnesses. 
 
In the conduct of the hearing, the primary purpose will be to determine all the facts relevant to the issue at 
hand. Every effort will be made to obtain the most reliable evidence available. The Committee will not be 
bound to strict rules of legal evidence. 
 
Findings of fact and the decision must be based solely on the hearing record. 
 
The Committee will report its findings and recommendations to the principal parties in the case and to the 
President of the College. The President will decide. There will be no appeal from the President's decision. 
 
1.7 Personnel Policies and Procedures 
1.7.1 Employment Verification 
The Office of the President will only release employment verification information upon receipt of a signed 
release by the employee. See Appendix 1B. 
 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.girhrs7mhd7
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.girhrs7mhd7
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1.7.2 Equal Employment Opportunity & Nondiscrimination Statements, Policies, and Procedures 
Blackburn College is an Equal Opportunity Employer. Blackburn College does not discriminate against 
anyone on the basis of sex, race, age, color, religion, creed, ancestry, national origin, marital status, sexual 
orientation, physical or mental disability, or military service, including veteran status or discharge from 
military service (except dishonorable discharges), medical condition, genetic characteristics, pregnancy, or 
any other basis prohibited by applicable federal, state or local law. This applies to hiring, promotion, renewal 
of employment, selection for training, tenure or term, and privileges or conditions of employment as well as 
admission and access to education programs and activities. The College will reasonably accommodate an 
individual’s physical or mental disability when appropriate, as required by the Americans with Disabilities 
Act and the Illinois Human Rights Act or any other applicable law or regulation. 
 
Members of the College community, guests and visitors have the right to be free from all forms of 
discrimination or harassment based on protected classes listed above. All members of the campus community 
are expected to conduct themselves in a manner that does not infringe upon the rights of others. The College 
believes in zero tolerance for discrimination and harassment-based misconduct. Zero tolerance means that 
when an allegation of misconduct is brought to an appropriate administrator’s attention, protective and other 
remedial measures will be used to reasonably ensure that such conduct ends, is not repeated, and the effects 
on the victim and community are remedied, including serious sanctions when a Responding Party is found to 
have violated this policy. This policy has been developed to reaffirm these principles and to provide recourse 
for those individuals whose rights have been violated. This policy is intended to define community 
expectations and establish a mechanism for determining when those expectations have been violated. 
 
The College’s discrimination and misconduct policies are not meant to inhibit or prohibit educational content 
or discussions inside or outside of the classroom that include controversial or sensitive subject matters 
protected by academic freedom. 
 
The College uses the preponderance of the evidence (also known as “more likely than not”) as the standard 
of proof when determining whether a violation of this policy occurred. In campus resolution proceedings, 
criminal legal terms like “guilt,” “innocence” and “burdens of proof” are not applicable, but the College 
never assumes a Responding Party is in violation of College policy. Campus resolution proceedings are 
conducted to take into account the totality of all evidence available, from all relevant sources. 
 
1.7.3 TITLE IX SEXUAL HARASSMENT POLICY AND 
PROCEDURES 
STATEMENT OF NONDISCRIMINATION POLICY 

Blackburn College is committed to maintaining an environment that is free of discrimination on the 
basis of sex within its educational programs and activities. Blackburn College cannot and will not 
tolerate discrimination against or harassment of any individual or group based upon sex, race, age, 
color, religion, creed, ancestry, national origin, marital status, sexual orientation, gender identity or 
expression, physical or mental disability, or military service, including veteran status or discharge from 
military service (except dishonorable discharges), medical condition, genetic characteristics, 
pregnancy, or any other basis prohibited by applicable federal, state or local law. The prohibition on 
sex discrimination, also prohibits Sex-Based Harassment, as defined in this policy. 

 
Title IX provides that “no person in the United States shall, on the basis of sex, be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under any education 



 

47 
 

program or activity receiving Federal financial assistance.”  
 

This Policy applies to registered or enrolled students, College employees, contractors, vendors, 
visitors, guests, or other third parties. 

SCOPE OF THIS POLICY  

This Title IX Policy and the grievance process set out below apply to Sex-Based Harassment under 
Title IX, as defined by this policy, where a student is a Complainant or Respondent, when the conduct 
occurs under the College’s education program or activity, including but not limited to: (1) conduct that 
occurs on property owned or controlled by a student organization that is officially recognized by the 
College; or (2) conduct that is subject to the College’1.s disciplinary authority. This policy applies to 
alleged conduct that occurred on or after August 1, 2024. Alleged conduct that occurred before August 
1, 2024 will be addressed under the Title IX Sexual Harassment Policy and Procedures.  

 
All members of the Blackburn community have the right to submit a complaint or raise concerns 
regarding Sex-Based Harassment under Title IX pursuant to this Policy without fear of retaliation. 

 
A complete copy of Blackburn College’s Title IX Policy and Procedures  for Complaints of Sex-Based 
Harassment Involving a Student Party can be accessed via the following the link: 
www.blackburn.edu/titleix. Hard copies are available at the Title IX Coordinator Office - Demuzio 
Campus Center 133. 

 
Reports of conduct that do not fall under the scope of this process may be handled under other 
appropriate policies, including the Equal Employment Opportunity & Nondiscrimination Statements, 
Policies, and Procedures, or other applicable student or employment policy. The Equal Employment 
Opportunity & Nondiscrimination Statements, Policies, and Procedures can also be accessed here: 
www.blackburn.edu/titleix, or is available at the Office of Human Resources - Ludlum Hall 209. 

 
DEFINITIONS 

Sex-Based Harassment – Sex-Based Harassment is a form of sex discrimination and means sexual 
harassment or other harassment on the basis of sex, including on the basis of sexual orientation 
and/or gender identity, that is: 

1) Quid pro quo harassment: an employee, agent, or other person authorized by the 
College to provide an aid, benefit, or service under the College’s education program or 
activity explicitly or impliedly conditioning the provision of such an aid, benefit, or 
service on a person’s participation in unwelcome sexual conduct, or 
 

2) Hostile environment harassment: unwelcome sex-based conduct that, based on the totality of the 
circumstances, is subjectively and objectively offensive and is so severe or pervasive that it limits 
or denies a person’s ability to participate in or benefit from the College’s education program or 
activity (i.e., creates a hostile environment). Whether a hostile environment has been created is a 
fact-specific inquiry that includes consideration of the following: 
• The degree to which the conduct affected the complainant’s ability to access the College’s 

education program or activity; 

http://www.blackburn.edu/titleix
http://www.blackburn.edu/titleix
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• The type, frequency, and duration of the conduct; 
• The parties’ ages, roles within the College’s education program or activity, previous 

interactions, and other factors about each party that may be relevant to evaluating the effects of 
the conduct; 

• The location of the conduct and the context in which the conduct occurred; and  
• Other sex-based harassment in the College’s education program or activity; or 
 

3) Sexual assault, stalking, dating/domestic violence, as defined herein. 
 

Sexual Assault –Any sexual act directed against another person, without the consent of the victim, 
including instances where the victim is incapable of giving consent. 
• Sexual Assault includes, but is not limited to, the following acts when they occur without 

consent of the victim: 
o  Penetration, no matter how slight, of the vagina or anus with any body part or object,  
o Oral penetration by a sex organ of another person or by a sex-related object,  
o Touching of the private body parts of another person for the purpose of sexual gratification,  
o Nonforcible sexual intercourse between persons who are related to each other within the 

degrees wherein marriage is prohibited by law, or 
o Nonforcible sexual intercourse with a person who is under the age of statutory consent. 

 
Domestic Violence - Domestic violence includes felony or misdemeanor crimes of violence 
committed by a person who: 
• Is a current or former spouse or intimate partner of the victim, or a person who is similarly 

situated to a spouse, 
• Is cohabitating with or has cohabitated with the victim as a spouse or intimate partner,  
• Shares a child in common with the victim,  
• Commits an act against a youth or adult victim who is protected from that person’s acts under 

the domestic or family violence laws of the jurisdiction. 
 

Stalking – Stalking occurs when a person engages in a course of conduct directed at a specific 
person under circumstances that would cause a reasonable person to fear for the person’s safety 
or the safety of others or to experience substantial emotional distress. A course of conduct is 
two or more incidents. Stalking includes “cyber-stalking,” a particular form of stalking in which 
a person uses electronic media. 
 
Dating Violence – Violence by a person who is or has been in a social relationship of a 
romantic or intimate nature with the victim, where, the existence of such a relationship shall be 
determined by the length of the relationship, the type of the relationship, and the frequency of 
interaction between the persons involved in the relationship. 
 
For reference to the pertinent state statutes on sex offenses, please visit 
http://www.ilga.gov/legislation/ilcs/ilcs.asp. 

 
Complainant – A Complainant is any individual who is alleged to be the victim of conduct that could 
constitute Sex-Based Harassment under this Policy. A Complainant may be a student, an employee, or 

http://www.ilga.gov/legislation/ilcs/ilcs.asp
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a person who was participating in or attempting to participate in the College’s education program or 
activity at the time of the alleged conduct. This role is referred to as the “Reporting Party” Equal 
Employment Opportunity & Nondiscrimination Statements, Policies, and Procedures. 

 
Respondent – A Respondent is an individual who is alleged to have violated the College’s prohibitions 
on Sex-Based Harassment. A Respondent need not be affiliated with the College in any respect. 

 
Consent – Consent is the affirmative, unambiguous, and voluntary agreement to engage in a specific 
sexual activity during a sexual encounter with a specific individual. Consent is a freely given agreement 
to sexual activity. Consent must be informed and mutual. Consent is clear, mutually understandable 
words or actions communicating an agreement to engage in specific sexual or intimate conduct. It is the 
responsibility of the person initiating sexual activity to obtain the other party’s consent before 
proceeding with the sexual activity. 

 
A current or past dating or sexual relationship, by itself, does not create consent. Consent to sexual 
activity in the past does not create consent to future sexual activity. Consent to sexual activity with 
one person does not create consent to sexual activity with another person. Consent to one sexual 
activity does not create consent to another sexual activity. A person’s manner of dress does not 
constitute consent. Consent can be withdrawn at any time during a sexual encounter. 

 
Consent cannot be given as the result of force, coercion, intimidation, or threats. A person's lack of 
verbal or physical resistance or submission resulting from the use or threat of force does not constitute 
consent. 

 
Consent cannot be given by one who is unable to understand the nature of the sexual activity and give 
knowing consent due to the circumstances. This includes when one is incapacitated, voluntarily or 
involuntarily, due to a physical condition, including, but not limited to, the use or influence of drugs or 
alcohol, or being in a state of unconsciousness, sleep, or other state in which the person is unaware that 
sexual activity is occurring. If there is any doubt as to another person’s capacity to give consent, 
community members should assume that the other person does not have the capacity to give consent. 

 
A person also cannot consent if he or she is under the age of consent or if the person is 
incapacitated due to a mental disability. 

 
TITLE IX Coordinator, Deputy Coordinators, & HR Designees 

The Title IX Coordinator is charged with monitoring Blackburn College’s compliance with Title IX, 
ensuring appropriate education and training, coordinating investigations, responses, and resolution of 
all reports pursuant to this Policy. In his or her discretion, the Title IX Coordinator may also designate 
Deputy Title IX Coordinators to assist in the discharge of these duties. 
 
Any questions or concerns regarding the College’s application of this policy may be addressed to the 
Title IX Coordinator, Deputy Coordinators, or HR Designees. 

 
The Title IX Coordinator, Deputy Coordinators, and HR Designees may be reached in person during 
regular office hours, or by telephone, written correspondence, email, or other electronic 
communication at any other time. 
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Title IX Coordinator 
Logan Elliott –   
Demuzio Campus Center 125 
700 College Ave., Carlinville, IL 62626 
logan.elliott@blackburn.edu 
217-854-5582 
https://blackburn.edu/titleix 

Deputy Coordinator (Student Life) 

Samantha Eich, DCC 122, 217-854-5512 

samantha.eich@blackburn.edu  
 

Deputy Coordinator (Work Program)  
Leslie Johnson, DCC 115, 217-854-5536 
leslie.johnson@blackburn.edu  

 
Deputy Coordinator (Athletics).  
Kim Camara-Harvey, Woodward 107, 217-854-5719, 
kim.camaraharvey@blackburn.edu  

 
Deputy Coordinator (Human Resources)  
Marshall Petty, Ludlum 209, 217-854- 5514,  
hr@blackburn.edu 

  
 
HOW TO REPORT POTENTIAL VIOLATIONS OF THIS POLICY 

1. Reporting Options 
 

a. Report to the Title IX Coordinator or Responsible Employee 
 

Individuals who believe they have been subjected to, or are aware that another individual has been 
subjected to, Sex-Based Harassment in connection with a College education program or activity, 
and who wish to report a potential violation of this Policy should notify the Title IX Coordinator, 
Deputy Coordinators, and HR Designees. 

 
Reports can be made through email, phone, in person, mail, or through the online form located at: 
https://blackburn.edu/titleixreports/. 
 
In the event that a report involves allegations regarding the Title IX Coordinator or the Human Resources 
Designee, then reports should be made directly to the President of the College. 

mailto:logan.elliott@blackburn.edu
mailto:samantha.eich@blackburn.edu
mailto:leslie.johnson@blackburn.edu
mailto:kim.camaraharvey@blackburn.edu
mailto:hr@blackburn.edu
https://blackburn.edu/titleixreports/
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Upon receipt of any report of Sex-Based Harassment from a student, the Title IX Coordinator will 
promptly contact the Complainant to discuss the availability of supportive measures and explain the 
process for filing a complaint. The Title IX Coordinator will contact the Complainant within 12 hours of 
receiving an electronic report, and will provide the following information to the Complainant in writing: 

 
(1) The Complainant's right to report or not report the alleged incident to the College, law enforcement, 

or both, including information about the Complainant’s right to privacy and which reporting methods 
are confidential; 

(2) The contact information for the College’s Title IX Coordinator, confidential employees, a 
community-based sexual assault crisis center, campus law enforcement, and local law enforcement; 

(3) The Complainant’s right to request and receive assistance from campus authorities in notifying law 
enforcement; 

(4) The Complainant’s ability to request supportive measures, including without limitation changes to 
academic, living, dining, working, and transportation situations, obtaining and enforcing a campus-
issued no contact order, if such protective measures and accommodations are reasonably available, 
and an order of protection or no contact order in State court; 

(5) The College’s ability to provide assistance, upon the Complainant’s request, in accessing and 
navigating campus and local health and mental health services, counseling, and advocacy services; 
and 

(6) A copy of this Policy. 
 

Reporting Sex-Based Harassment to the Title IX Coordinator does not automatically start the grievance 
process – the Title IX Coordinator will explain to the Complainant how to start the grievance process 
by filing a Complaint. An individual can make a report of Sex-Based Harassment in order to obtain 
supporting measures and resources – an individual making a report of Sex Based Harassment is not 
required to file a Complaint. 

 
b. Responsible Employees 

 
All staff, faculty, and students in the Work Program are considered Responsible Employees and 
therefore are required to report violations of this policy to the Title IX Coordinator. Responsible 
employees cannot maintain confidentiality because they are required to report Sexual Harassment to the 
Title IX Coordinator. A Responsible Employee does not include students who are not participating in 
the Work Program, staff counselors, or professional staff members employed by Fresh Ideas. 

 
In essence, almost all members of the College community are considered Responsible 
Employees. The Title IX Coordinator is also considered a Responsible Employee and cannot 
ensure confidentiality. 

 
c. Confidential Reporting 

 
The only employees who are NOT mandated to report violations of this policy are the Director of 
Counseling Services and other College Counselors. These employees serve as confidential advisors and 
resources for Complainants and can provide options for off-campus resources. 
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Confidential Reporting options may be contacted as follows: 
 

● Director of Counseling Services - Tim Morenz 
Lumpkin 121 
tim.morenz@blackburn.edu 217-
854-5759 

 
● Counseling Staff 

Lumpkin 121 217-854-
5759 

 
Confidential employees will provide students with the following information: 

• That the employee is confidential and will not report to the Title IX Coordinator; 
• How to contact the Title IX Coordinator and make a report under this policy;  
• How to contact law enforcement to make a report;  
• Possible outcomes of reporting under this Policy and to law enforcement; 
• That the Title IX Coordinator can offer supportive measures, an informal resolution process, 

and/or an investigation; 
• Resources and services for survivors of sexual violence, including crisis centers, medical 

treatment, legal resources, counseling services, and mental health services; 
• Options to seek an order of protection from a court or a no contact order from the College and the 

College’s obligations with respect to such orders;  
• That the confidential advisor can have privileged, confidential communications with survivors of 

sexual violence in accordance with Section 8-804 of the Code of Civil Procedure; 
 

Upon request from a student, the confidential advisor can assist the student in communicating with the 
Title IX Coordinator or other College officials, communicating with a sexual assault crisis center or local 
law enforcement, and with reporting to College officials or law enforcement. The confidential advisor 
may also help the student communicate with the Title IX Coordinator to request supportive measures. 

 
Additionally, anonymous reports can be made by victims and/or third parties using the Campus 
Conduct reporting hotline at 866-943-5787, or the online form available at: 
https://blackburn.edu/titleixreports/. However, the anonymity of the report may hinder the College’s 
ability to respond by providing supportive measures or undertaking the grievance process. 

 
The College will keep confidential the identity of Complainants, Respondents, and witnesses involved 
in Title IX hearings, except when disclosure is required by law or as necessary to carry out the purposes 
of this Policy. 

 
d. Other Reporting Options and Resources 

 
Individuals may also report incidents of Sexual Assault, Domestic Violence, Dating Violence, or 
Stalking to the College’s Department of Safety at 217-854-5550. 

 
Individuals also have the option of contacting local law enforcement if they believe they have been 
the victim of a crime, such as Sexual Assault, Domestic Violence, Dating Violence, or Stalking. In 

mailto:tim.morenz@blackburn.edu
https://blackburn.edu/titleixreports/
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an emergency, individuals should call 9-1-1. Individuals may also contact the Carlinville Police 
Department by calling 217-854-3221. When applicable, the College will cooperate with local law 
enforcement. 

 
Students experiencing harassment or discrimination may also file a formal grievance with 
government authorities: 

 
● Office for Civil Rights (OCR) 

Chicago Office 
John C. Kluczynski Federal Building 
230 S. Dearborn Street, 37th Floor 
Chicago, IL 60604 
Telephone: (321) 730-1560 
Facsimile: (321) 730-1576 Email: 
OCR.Chicago@ed.gov Web: 
http://www.ed.gov/ocr 
 

e. Amnesty 

The College’s amnesty provision provides immunity to any student or employee who reports, in 
good faith, an alleged violation of the higher education institution’s comprehensive policy to a 
Responsible Employee, as defined by federal law (and in this handbook), so that the Complainant 
will not receive a disciplinary sanction by the institution for a student or employee conduct 
violation, such as underage drinking, that is revealed in the course of such a report, unless the 
College determines that the violation was egregious, including without limitation an action that 
places the health or safety of any other person at risk. 

 
2. Offer and Provision of Supportive Measures 

 
Upon receipt of a report, the Title IX Coordinator will promptly and confidentially reach out to the 
Complainant to discuss the availability of a variety of supportive measures. Supportive measures 
should also be offered to the Respondent as necessary and appropriate. 

 
Supportive measures are designed to restore or preserve equal access to the College’s education 
programs and activities, protect the safety of all parties and the educational environment, or deter Sex-
Based Harassment. These supportive measures should be non-disciplinary, non-punitive, 
individualized, and provided free of charge. They must be offered regardless of whether a complaint is 
filed, and must be kept confidential to the extent that such confidentiality would not interfere with 
providing the supportive measures. 
 
Examples of supportive measures include, but are not limited to: 

• Referral to counseling and health services 
• Referral to the Employee Assistance Program 
• Education to the campus community 
• Altering housing arrangements 
• Altering work arrangements for employees 

mailto:OCR.Chicago@ed.gov
http://www.ed.gov/ocr
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• Providing campus escorts 
• Providing transportation accommodations 
• Implementing contact limitations between the parties 
• Making arrangements to offer adjustments to academic deadlines, course schedules, etc.  

 
Supportive measures must not unreasonably burden any party. Supportive measures may continue on past 
the conclusion of a grievance process or informal resolution where the Title IX Coordinator determines it 
to be appropriate.  
 
Either party may seek review of any decision related to a supportive measure that is related to that party. 
A party seeking a review of a decision related to a supportive measure applicable to that party should 
contact the Title IX Coordinator. The Title IX Coordinator will designate an impartial employee to review 
the decision regarding supportive measures. Upon review, the impartial employee may decide to modify 
or reverse the decision if they determine that the decision related to the supportive measure was 
inconsistent with the definition of supportive measure. Parties have the opportunity to request 
modification or termination of a supportive measure applicable to them if circumstances change 
materially.  

 
 

3. Emergency Removal and Administrative Leave  
 

The College reserves the right to remove a student Respondent from its educational program or activity on 
an emergency basis. The College may also suspend a student organization pending completion of the 
grievance process.. Such a removal may only occur if, after an individualized safety and risk analysis, the 
College determines an imminent and serious threat to the health or safety of any student or other 
individual arising from the allegations of Sex-Based Harassment justifies removal. In the event a decision 
is made to remove Respondent, he or she will be provided with notice by the Title IX Coordinator, and 
given the opportunity to challenge that decision immediately following the removal by submitting a 
request in writing to the Title IX Coordinator. 

 
In all cases in which an emergency removal is imposed, the student or employee or student 
organization will be given the opportunity to meet with the Title IX Coordinator, the Dean of Students 
or the Human Resources Designee prior to such suspension being imposed, or as soon thereafter as 
reasonably possible, to show cause of why the suspension should not be implemented. The Title IX 
Coordinator, the Dean of Students or the Human Resources Designee have discretion to implement or 
stay an interim suspension and to determine its conditions and duration. 

 
Violation of an interim suspension or other remedy provided under this policy is grounds for 
discipline, up to and including expulsion or termination. The Title IX Coordinator may refer 
violations to the appropriate College employee to be pursued under the Student Conduct policy or 
Employee Conduct Handbook. 
 
A non-student employee Respondent may be placed administrative leave during the pendency of 
the grievance process described in this Policy. 
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FILING A FORMAL COMPLAINT OF SEXUAL HARASSMENT 
In the event that a Complainant wishes for the College to proceed with an investigation and hearing into 
the allegations of Sex-Based Harassment pursuant to the grievance process procedures in this Policy, he or 
she must file a complaint. A complaint is an oral or written request to the College that requests the College 
investigate Sex-Based Harassment in a prompt and timely manner and make a determination.  
 
While a written complaint is not required, Complainants are encouraged to submit their complaint in 
writing in order to provide detailed information with their complaint and to clearly communicate their 
request to start the grievance process. The College recommends including as much information as possible 
in the complaint, including a description of the alleged conduct, the identity of the Respondent, the 
identities of any witnesses, and any supporting documentation or evidence. If a complaint is submitted 
verbally, the Title IX Coordinator will confirm the details of the complaint in writing. A complaint may be 
submitted in person, by mail, by email, or via the College’s online form: 
https://blackburn.edu/titleixreports/. .   
 
A complaint of Sex-Based Harassment may be brought by:  

• A Complainant, as defined in this Policy;  
• A parent guardian, or other authorized legal representative with the legal right to act on behalf 

of a Complainant (generally, this is limited to a Complainant who is a minor);  
• The Title IX Coordinator. 

 
If there is no complaint, a complaint is completely or partially withdrawn, or in the absence or termination of 
an informal resolution process, the Title IX Coordinator must determine whether or not to file a complaint. 
For the Title IX Coordinator to initiate a complaint, the Title IX Coordinator must consider:  

(1) The Complainant’s request not to proceed with initiation of a complaint;  
(2) The Complainant’s reasonable safety concerns regarding initiation of a complaint;  
(3) The risk that additional acts of sex discrimination would occur if a complaint is not initiated;  
(4) The severity of the alleged sex discrimination, including whether the discrimination, if 
established, would require the removal of a respondent from campus or imposition of another 
disciplinary sanction to end the discrimination and prevent its recurrence;  
(5) The age and relationship of the parties, including whether the respondent is an employee of the 
recipient;  
(6) The scope of the alleged sex discrimination, including information suggesting a pattern, ongoing 
sex discrimination, or sex discrimination alleged to have impacted multiple individuals;  
(7) The availability of evidence to assist a decisionmaker in determining whether sex discrimination 
occurred; and  
(8) Whether the recipient could end the alleged sex discrimination and prevent its recurrence without 
initiating 

 
If the Title IX Coordinator determines that the alleged conduct presents an imminent and serious threat to 
the health and safety of the complainant or other persons, or that the alleged conduct prevents the College 
from ensuring equal access to the education program or activity on the basis of sex, then the Title IX 
Coordinator may file a complaint. Before filing a complaint, a Title IX Coordinator must notify the 
Complainant and appropriately address any reasonable concerns about the Complainant’s safety and the 
safety of others. 

https://blackburn.edu/titleixreports/
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The Title IX Coordinator may consolidate complaints where the allegations of Sex-Based Harassment 
arise out of the same facts or circumstances. Where a complaint includes more than one Complainant 
or more than one Respondent, any references in this policy to a single Complainant and/or Respondent 
will also refer to multiple Complainants and/or Respondents. 

 
INFORMAL RESOLUTION 
An informal resolution offers the parties the opportunity to reach an agreement to resolve the report or 
complaint without completing the grievance process set out in this Policy. The Title IX Coordinator may 
offer the parties the opportunity to engage in an informal resolution process, when the Title IX Coordinator 
determines that the report or complaint is appropriate for informal resolution. Parties may also request to 
engage in informal resolution, though the Title IX Coordinator may decline the request where the Title IX 
Coordinator determines that the report or complaint is not appropriate for an informal resolution. 
Participation in an informal resolution process is voluntary.  
 
Informal resolution may occur at any time before a final determination is made. The informal resolution 
process will be facilitated by an individual who is not an investigator or decisionmaker in the grievance 
process, does not have a conflict of interest, and has received training on the informal resolution process and 
how to serve impartially.  
 
Before the parties engage in an informal resolution process, the parties will receive a written notice that 
explains: the allegations, the requirements of the informal resolution process, that the party can withdraw 
from the informal resolution process, that the agreement to an informal resolution would end the grievance 
process and prevent restarting the process in relation to the allegations, potential terms that can be requested 
in an informal resolution agreement (which include but are not limited to: restrictions on contact, restrictions 
on the respondents participation in one or more programs or activities), that an informal resolution agreement 
is binding on the parties, what information will be maintained and whether/how information from the 
informal resolution process will be used in the grievance process if the grievance process is restarted. 

 
PROHIBITION OF RETALIATION 

The College expressly prohibits retaliation against any individual for exercising their Title IX rights 
under this Policy. No individual may be discriminated against, intimidated, threatened, or coerced for 
the purpose of interfering with his or her Title IX rights, or because the individual has made a report 
pursuant to this Policy, testified, assisted, participated, or refused to participate in a Title IX 
investigation, proceeding, or hearing. Encouraging others to retaliate also violates the policy. 

 
Examples of retaliation include, but are not limited to: 

• Unfair assignment, grading or evaluation 
• Having information withheld or made difficult to obtain in a timely manner, such as 

class information, grades or work assignments 
• Oral or written threats or bribes 
• Refusal to meet with the person even though the person has a right to do so 
• Further harassment 

 
Such retaliation shall be considered a serious violation of College policy and shall be independent of whether a 
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complaint of Sexual Harassment is filed or a Respondent found responsible. Encouraging others to retaliate also 
violates the policy. Any incidents of retaliation should be immediately reported to the Title IX Coordinator. Reports 
of retaliation will be addressed under the grievance process set out in the Equal Employment Opportunity & 
Nondiscrimination Statements, Policies, and Procedures. 
 
SEXUAL HARASSMENT GRIEVANCE PROCESS PROCEDURES 

1. General provisions 
 

The College is committed to ensuring that its Sex-Based Harassment Grievance Process is free from 
actual or perceived bias or conflicts of interest that would materially impact the outcome. Any party 
who feels that there is actual or perceived bias or conflict of interest that would materially impact the 
outcome may submit a written request to the Title IX Coordinator for the person’s removal from the 
process. The petition should include specifics as to the actual or perceived bias or conflict of interest 
and why the petitioner believes the bias or conflict could materially impact the investigation. The Title 
IX Coordinator will determine whether a conflict of interest or bias exists and will appoint an 
alternative official if appropriate. Such petitions may also be made to the College president in the event 
that the potential conflict or bias involves the Title IX Coordinator. In that case, the College president 
will determine whether a conflict of interest or bias exists and will appoint an alternative official if 
appropriate. 

The Respondent will be presumed not responsible for the policy violation that is alleged in the 
complaint unless and until the Respondent is found responsible by the Hearing Body at the conclusion 
of the grievance process. 

The grievance process generally will be completed within 120 days. The preliminary inquiry of the 
complaint by the Title IX Coordinator will generally be completed within 10 days, the investigation 
completed with 60 days following the preliminary review, and the hearing and determination completed 
within 30 days following the investigation, and the appeal within 20 days following the determination.  

However, extensions to this time frame may be granted at the request of either party, or at the discretion 
of the Title IX Coordinator when good cause exists for the delay. Good cause may include 
considerations such as the absence of a party, a party’s advisor, or a witness; concurrent law 
enforcement activity; or the need for language assistance or accommodation of disabilities. The Title IX 
Coordinator will notify all parties in writing of the delay, the length of the extension granted and the 
reason for the extension. 

 
The Title IX Coordinator will take reasonable steps to protect the privacy of the parties and witnesses, but 
will not restrict the ability of the parties to obtain or present witnesses; to consult with family members, 
confidential resources or advisors; or to otherwise prepare for and participate in these grievance 
procedures. The College will not disclosure the identity of the parties, except as necessary under this 
Policy, to implement supportive measures, or when required by state or federal law. The unauthorized 
disclosure of information and evidence obtained through this grievance process is prohibited. 

 

2. Preliminary Inquiry and Dismissal 
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Upon receipt of a complaint, the Title IX Coordinator will conduct a preliminary inquiry that consists of 
reviewing the allegations set forth in the complaint to ensure they fall within the scope of this policy as 
set forth above. Even if a complaint cannot proceed under this Policy, it may be referred to another 
College policy or procedure where appropriate. The Title IX Coordinator is not required to dismiss a 
complaint, but may choose to dismiss a complaint if:  
 

1. The College cannot identify the respondent after taking reasonable steps to do so;  
 2. The Respondent is not participating in the education program or activity of the College and is 
not employed by the College;  
 3. The Complainant voluntarily withdraws the some or all of the allegations in writing, the Title 
IX Coordinator decides not to file a complaint, and without the withdraw complaint or allegations, the 
remaining alleged conduct does not constitute sex-based harassment; or 
 4. The Title IX Coordinator determines that, after reasonable efforts to clarify the allegations 
with the Complainant, the alleged conduct, even if true, does not constitute sex-based harassment.  

 

If allegations in a complaint are dismissed, they may be still be investigated and resolved 
pursuant to the College’s Equal Employment Opportunity & Nondiscrimination Statements, 
Policies, and Procedures or another applicable College policy. The Title IX Coordinator has the 
discretion to refer the allegations to the appropriate College official. To the extent the behavior 
alleged in the complaint could constitute a violation of another College policy, it may be pursued 
under that policy. 

 
Following any dismissal of a complaint, the Title IX Coordinator will simultaneously send a written 
notice to the parties of the dismissal, the reasons for the dismissal, and that the dismissal may be 
appealed. If the Respondent has not yet received a notice of allegations at the time of the dismissal, 
only the Complainant will be notified of the dismissal. If a complaint is dismissed the Title IX 
Coordinator will still offer supportive measures to the Complainant and Respondent, where the 
Respondent has received notice of the allegations, and take other appropriate actions to ensure sex-
based harassment does not continue or recur.  
 

3. Notice 
 

Following an initial preliminary inquiry of the complaint, the Title IX Coordinator will issue a written 
notice to the parties. The written notice should include, if known, the identity of the parties, the 
conduct alleged to be Sex-Based Harassment, and the date(s) and location(s) of the incident(s). The 
notice will include a copy of this Policy. The notice will also include a statement that the Respondent 
is presumed to be not responsible for any policy violations and that retaliation is prohibited. The 
notice must also inform the parties that they have the right to an advisor of their choice during the 
grievance process; they will have the opportunity to present relevant, not impermissible evidence, to a 
trained, impartial Hearing Body; that they are entitled to an equal opportunity to access the relevant, 
not impermissible, evidence; and that the Student Conduct Code prohibits making false statements or 
submitting false information during the grievance procedure, available at: 
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https://blackburn.edu/student-handbook-pdf/. 

The Title IX Coordinator may delay issuing a notice where there is a reasonable concern for the safety of 
any person that is based on an individualized safety and risk analysis. If during the course of the 
investigation, additional allegations are going to be investigated that were not included in the original 
notice, the Title IX Coordinator will issue a supplemental written notice to the parties. 

Parties will also be provided with notice of all meetings, interviews, or hearings with sufficient time to 
prepare. Such notice will include the date, time, location, participants, and purpose of the meeting, 
interview, or hearing. 

 
 

4. Advisors 
 

Each party has the right to select an advisor of their choice, and for that advisor to accompany the party 
to any part of the grievance process, including all meetings, interviews, and/or hearings. An advisor can 
be a friend, family member, faculty member, mentor, attorney, or any other person of the party’s choice 
who is available and agrees to serve as advisor. 

It is the goal of the College maintain a pool of trained (non-attorney) advisors who are employees of 
the College who are available to the parties. A party may select an advisor from a list of individuals 
maintained by the Title IX Coordinator who have been trained and agreed to serve as advisors during 
the grievance process. A party’s choice of advisor is not limited to those individuals on such a list. The 
parties may choose advisors from outside the pool, or outside the campus community, but those 
advisors may not have the same level of insight and training on the campus process as do those trained 
by the College. Outside advisors are not eligible to be trained by the College. The College cannot 
guarantee equal advisory rights, meaning that if one party selects an advisor who is an attorney, but the 
other party does not, or cannot afford an attorney, the College is not obligated to provide one.  

All advisors are subject to the same campus rules, whether they are attorneys or not. Advisors may offer 
advice to and confer with the party during any meeting, interview, and/or hearing, but generally may 
not speak on behalf of the party. Advisors are expected to comply with the Rules of Procedure and 
Decorum for hearings and remain respectful throughout the entire grievance process. Advisors should 
request or wait for a break in the proceeding if they wish to interact with campus officials. Advisors 
may confer quietly with their advisees as necessary, as long as they do not disrupt the process. For 
longer or more involved discussions, the parties and their advisors should ask for breaks or step out of 
meetings to allow for private conversation. Advisors will typically be given a timely opportunity to 
meet in advance of any interview or hearing with the administrative officials conducting that interview 
or meetings. This pre-meeting will allow advisors to clarify any questions they may have, and allows the 
College an opportunity to clarify the role the advisor is expected to take. 

Advisors are expected to refrain from interference with the College investigation and resolution. Any 
advisor who steps out of his/her role in any meetings under this Policy will be warned once and only 
once. If the advisor continues to disrupt or otherwise fails to respect the limits of the advisor role, the 
advisor will be asked to leave the meeting. When an advisor is removed from a meeting, that meeting 
will typically end. 

https://blackburn.edu/student-handbook-pdf/
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Subsequently, the Title IX Coordinator will determine whether the advisor may be reinstated or may 
be replaced by a different advisor. 

The College expects that the parties will wish the College to share documentation related to the 
allegations with their advisors. In order for the College to be able to share records with an advisor, the 
parties must consent to this by signing our authorization form. The parties are not otherwise restricted 
from discussing and sharing information relating to allegations with others who may support them or 
assist them in preparing and presenting. Advisors are expected to maintain the privacy of the records 
shared with them by the College. These records may not be shared with third parties, disclosed 
publicly, or used for purposes not explicitly authorized by the College. The College may seek to restrict 
the role of any advisor who does not respect the sensitive nature of the process or who fails to abide the 
College’s privacy expectations. 

The College expects an advisor to adjust his/her schedule to allow him/her to attend College 
meetings when scheduled. The College does not typically change scheduled meetings to 
accommodate an advisor’s inability to attend. The College will, however, make provisions to allow 
an advisor who cannot attend in person to attend a meeting by telephone, video and/or virtual 
meeting technologies as may be convenient and available. 

A party may elect to change advisors during the process, and is not locked into using the same 
advisor throughout. The parties must advise the Investigators of the identity of their advisor before 
the date of their first meeting with Investigators. The parties must provide subsequent timely notice 
to the Investigators if they change advisors at any time. No audio or video recording of any kind 
other than as required or permitted by institutional procedure is permitted during meetings with 
campus officials. 

5.  Investigation 
 

The Title IX Coordinator will designate two Investigators to conduct an adequate, reliable, and 
impartial investigation of the allegations in the complaint and to keep all parties regularly appraised 
of the status of the investigation as it unfolds. The Investigators will have received training as 
outlined in this policy. The College may designate outside investigators as Investigators. 

The Investigators will provide written notice of any meetings or interviews to the parties and/or 
witnesses in advance of the meeting or interview with sufficient time to prepare for the meeting or 
interview. A party or witness may request to meet sooner. This notice will include the date, time, and 
location for the meeting, as well as who will be participating in the meeting and the purpose for the 
meeting. 

 
The burden will be on the Investigators to fully and fairly investigate the allegation in the complaint. An 
investigation will include, where possible, interviewing the Complainant, Respondent, and any relevant 
witnesses. The Investigators may record interviews at their discretion, with the consent of the interviewee.  
 
All parties will have an equal opportunity to present witnesses and relevant, not otherwise impermissible 
evidence to the Investigator. Relevant means related to the allegations of Sex-Based Harassment under 
investigation. Evidence is relevant when it may aid the Hearing Body in determining whether the alleged 
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Sex-Based Harassment occurred. The following types of evidence are impermissible, even if relevant:  
- Privileged information, unless privilege is voluntarily waived; 
- Evidence provided to a confidential employee, unless the confidentiality is voluntarily waived;  
- Records maintained by a physician, psychologist or other professional providing treatment, unless 

there is voluntary, written consent;  
- Evidence of the complainant’s sexual interests or prior sexual conduct, unless it is: 

o Evidence about the complainant’s prior sexual conduct is offered to prove that someone other 
than the respondent committed the alleged conduct, or 

o Evidence about specific incidents of the complainant’s prior sexual conduct with the respondent 
that is offered to prove consent to the alleged sex-based harassment. 

The Investigators will prepare an investigative report that accurately describes all the relevant evidence, 
and will provide the parties and their advisors with a copy of the investigative report. The investigative 
report should include a description of all steps taken in the investigation as well as summaries of all 
interviews with parties and/or witnesses and all relevant evidence reviewed by the Investigators. The 
Investigators will make relevant, not otherwise impermissible, evidence available to the parties upon 
request.  

The Investigators will send a copy of the report to the parties and their advisors prior to any hearing 
for the parties’ review. Parties may submit a written response if they so choose. 

 

6. Hearing 
 
After the conclusion of the investigation, a live hearing before a Hearing Body will be held. A Hearing 
Body is made up of three members of the campus community. A Hearing Body will always consist of one 
staff member, one faculty member, and the Conduct Officer all of whom have received training as set out 
in this policy. The College will make every effort to maintain a trained pool of hearing body members 
that reflects the diversity of faculty and staff. In cases where both parties are students, the V.P. and Dean 
of Student Affairs will choose the appropriate staff and faculty hearing body members. In cases where 
both parties are employees, the Provost will choose the appropriate staff and faculty hearing body 
members. In cases of student and employee parties, the Provost and V.P. and Dean of Student Affairs 
will collaborate and choose the appropriate staff and faculty Hearing Body members. 
 
The Conduct Officer will generally be a member of the campus community that is appointed by the 
President. This person will be trained and will typically serve a three-year term. When deemed necessary 
by the Title IX Coordinator, an individual outside the College community may be retained to serve as the 
Conduct Officer for a specific grievance process. An outside individual will also be trained as outlined in 
this policy. The Conduct Officer will be responsible for leading the hearing and delivering the appropriate 
sanctions when a policy violation is found. 

 
The Hearing Body will be responsible for reading and understanding all aspects of the Investigators’  
reports; asking appropriate and relevant questions of the Investigators, both parties, and anyone present at 
the hearing; making a determination based on the preponderance of evidence standard as to whether a 
violation of the policy more likely or not occurred; making a prompt, fair, and reasonable decision on the 
findings; and determining appropriate sanctions.  
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The Title IX Coordinator will issue notice of the hearing to the parties, including the date, time, and 
location of the hearing and the composition of the Hearing Body. This notice will be provided with 
sufficient time for the parties to prepare for the hearing. Any party who feels that any member of the 
Hearing Body has an actual or perceived bias or conflict of interest that would materially impact the 
outcome may submit a written request to the Title IX Coordinator for assignment of a different 
member of the Hearing Body. 
 
The hearing will be held pursuant to the Rules of Procedure and Decorum. All hearings are closed to the 
public (aside from party advisors and witnesses). The hearing may be held virtually or in person. At the 
request of either party, the hearing will be held with the parties in separate rooms or locations, with the 
parties and decision maker able to simultaneously see and hear each other through technology. Whether 
the hearing is conducted virtually or in person, it will be recorded. 

 
The Hearing Body will take the following steps during a hearing: 

• The Conduct Officer will read the charge(s) along with the names of the parties. 
• All parties present will be reminded that they are to tell the truth throughout the hearing. 
• The Respondent will state whether or not he/she was responsible for the alleged offense(s). 
• The Investigators will submit relevant, not otherwise impermissible evidence and will identify 

witnesses who can speak to the alleged conduct. The Investigators will provide a copy of the 
investigative report and all evidence that is relevant to the allegations in the complaint and not 
otherwise impermissible to the Hearing Body and will make the evidence available at the 
hearing. However, the Hearing Body must objectively evaluate all relevant evidence and 
independently reach a determination regarding responsibility. 

• The Complainant and Respondent all have the ability to testify and call witnesses at the 
hearing, and to provide evidence to the Hearing Body. The Hearing Body may ask questions 
of the parties and witnesses.  

• Witnesses will generally be asked to attend only that portion of the hearing which is relevant to 
their testimony, although in some cases witnesses may be asked to be present during the entire 
hearing. 

• The Hearing Body may recall the Complainant, Respondent, any witnesses, or the Investigators 
at any point to clarify or challenge statements made during the hearing. The Hearing Body 
members are allowed to ask questions at any point throughout the hearing, and may request 
additional information. 

• Each party will have the opportunity to submit questions for the other party and witnesses to the 
Conduct Officer prior to the hearing. The Conduct Officer will determine if the questions are 
relevant and not otherwise impermissible prior to the questions being asked. Questions or evidence 
that are deemed irrelevant or otherwise impermissible by the  Conduct Officer will be excluded 
from the hearing. The Conduct Officer will explain the decision to exclude any questions as not 
relevant or otherwise impermissible at the hearing. If question is unclear, the Conduct Officer will 
give the party who submitted the question an opportunity to clarify the question. Formal rules of 
evidence shall not apply. 

• Relevant means related to the allegations of Sex-Based Harassment being considered at the 
hearing. Questions are relevant when they seek evidence that may aid in showing whether the 
alleged Sex-Based Harassment occurred. Questions seeking the following types of evidence are 
impermissible, even if relevant:  
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o Privileged information, unless privilege is voluntarily waived; 
o Evidence provided to a confidential employee, unless the confidentiality is voluntarily 

waived;  
o Records maintained by a physician, psychologist or other professional providing treatment, 

unless there is voluntary, written consent;  
o Evidence of the complainant’s sexual interests or prior sexual conduct, unless it is: 

• Evidence about the complainant’s prior sexual conduct is offered to prove that 
someone other than the respondent committed the alleged conduct, or 

• Evidence about specific incidents of the complainant’s prior sexual conduct with 
the respondent that is offered to prove consent to the alleged sex-based 
harassment. 

• After the Hearing Body asks their questions, the Conduct Officer will ask the relevant, not 
otherwise impermissible, questions proposed by the parties. No party shall be questioned directly 
by the other party.  

• Advisors must abide by this policy and the Rules of Procedure and Decorum during the hearing. 
Any advisor who does not abide by this policy and the Rules of Procedure and Decorum will be 
warned or dismissed from the hearing at the discretion of the Conduct Officer. 

• The Hearing Body may choose to place less or no weight on statements by a party or witness 
who refuses to answer relevant, not otherwise impermissible questions, but must not draw an 
inference as to whether the alleged conduct occurred based solely on a party or witness’s 
refusal to answer questions. The Hearing Body may evaluate and consider all relevant 
evidence, including, but not limited to, statements by parties and witnesses during the 
hearing, information presented by parties or witnesses at the hearing, information contained 
in the investigation report, and information gathered during the investigation. This could 
include statements in the investigation report, police reports, medical reports, text messages, 
social media posts or messages, or other documents. 

• When making the determination on responsibility, the Hearing Body has the discretion to 
determine the weight to give statements and evidence, based on the reliability and/or 
credibility of the statements and evidence. Credibility determinations may not be based on an 
individual’s status as a Complainant, Respondent, or witness. When determining the 
reliability and/or credibility of statements and evidence, the Hearing Body should consider the 
totality of the evidence and context, including, but not limited to: 

o The reasonableness and inherent plausibility of the statement or evidence in light 
of all the evidence; 

o The witness or party’s opportunity or ability to see or hear the things described in the 
statement; 

o Whether there is any other statement or evidence to corroborate the statement or 
evidence; 

o Whether there are inconsistencies in the statement or evidence; 
o Whether other evidence or statements contradict or dispute the witness’s 

statement or evidence; 
o The witness or party’s interest in the outcome and/or motive to provide a false 

statement or evidence, if any; 
o The witness or party’s demeanor and behavior while making the statement; 
o The witness or party’s memory of the information in the statement; 
o The witness or party’s bias or prejudice, if any. 
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7. Determination of Responsibility 
 
Decisions will be reached by a majority rule of the Hearing Body on the basis of the evidence presented 
during the hearing. The Hearing Body must determine the weight of the evidence and credibility of the 
parties in reaching a determination. The standard of proof will be “preponderance of the evidence,” which 
means whether the evidence shows it is more likely than not that a policy violation occurred. 
 
The Hearing Body will issue a written determination whether the Respondent is responsible for the policy 
violations alleged in the complaint within 7 working days of the conclusion of the hearing. 

 
The written determination shall include: 
• Description of the conduct alleged in the complaint to be Sex-Based Harassment,  
• Information about the policies and procedures used to evaluate the allegations,  
• The Hearing Body’s evaluation of relevant and not otherwise impermissible evidence and 

determination on whether Sex-Based Harassment occurred,  
• When there is a finding that Sex-Based Harassment occurred, any sanctions imposed and whether 

remedies will be provided to the complainant or others as appropriate, and  
• Procedures for appeal.  

 
The written determination will be provided simultaneously to all parties. Once the notice of decision is 
received in person, mailed or emailed, it will be deemed presumptively delivered. The determination 
will become final and any sanctions will take effect after the resolution of any appeal, or if no appeal is 
filed, in 3 days (excluding weekends) after the issuance of the written determination. 

 
8. Sanctions and Remedies 

 
If the Respondent is found responsible for any violations of policy, then the Hearing Body will determine 
what disciplinary sanctions will be imposed on the Respondent and what remedies designed to restore and 
preserve equal access to the College’s educational programs will be offered to the Complainant. 
 
The possible sanctions that can be imposed on a student Respondent found responsible include: 

• Completion of counseling programs, 
• Social Improvement Plan, 
• Social probations, 
• Suspension 
• Expulsion 

The possible sanctions that can be imposed on an employee Respondent found responsible include: 
• Letter of reprimand 
• Probationary status contingent upon completion of professional counseling and/or job 

training 
• Termination of employment 

 
If dismissal is recommended for a tenured faculty member, the process would follow the 1958 AAUP 
Statement of Procedural Standards in Faculty Dismissal Proceedings. Other appropriate sanctions as 
determined by the Hearing Body may be applied. 
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In addition to sanctions imposed on the Respondent, remedies can be offered to the Complainant, or 
others as appropriate, in order to restore and preserve equal access to the College’s educational program 
and activities. Remedies may be, but are not limited to, a continuation of previously offered supportive 
measures. Additionally, remedies may burden the Respondent or be punitive/disciplinary in nature. 

 
 

9. Appeals 
 
Either the Complainant or Respondent may appeal the Hearing Body’s decision. The decision of the  
Hearing Body may be appealed by petitioning the Provost or designee, who will serve as the Appeal 
Officer. Any party who files an appeal request must do so in writing to the Office of the Provost, within 48 
hours (excluding weekends) of the delivery of the written decision of the Hearing Body, for a review of the 
decision or the sanctions imposed. Only appeals based on the criteria established in this policy will be 
heard. 
 
Appeals are limited to the following bases: 

 
• Procedural irregularity that affected the outcome of the matter; 
• New evidence that was not reasonable available at the time of the determination of responsibility 

or the dismissal of the complaint that would affect the outcome of the matter; or 
• The Title IX Coordinator, Investigator, or Hearing Body had a conflict of interest or bias for or 

against complainants or Respondents generally that affected the outcome of the matter. 
• The sanctions imposed fall outside the range of listed sanctions and the cumulative conduct history 

of the Responding Party. 
 
The request should include a short statement outlining the basis for appeal. The following are 
recommended elements of an appeal: 

 
• Clear and concise description of the basis for the appeal and the facts supporting that basis; 
• Any supporting documentation and evidence; 
• Name and all contact information for the appealing party; 
• Signed and dated by the appealing party. 

 
The Appeal Officer will conduct an initial review of the appeal request – if the appeal request is not 
timely or does not meet the required bases for appeal, then the original finding and sanction, if any, will 
stand. The Appeal Officer will notify the parties in writing that an appeal has been filed. Each party will 
then have 5 days to submit a written statement in support of, or challenging the outcome of the hearing. 
The party requesting appeal must show clear error as the original finding and/or a compelling justification 
to modify a sanction, as both finding and sanction are presumed to have been decided reasonably and 
appropriately during the original hearing. An appeal is not an opportunity for appeals officers to substitute 
their judgment for that of the original Hearing Body merely because they disagree with its finding and/or 
sanctions. 

 
Appeals are not intended to be full re-hearings of the allegation. In most cases, the Appeal Officer will 
determine the appeal based on a review of the written documentation, record of the original hearing, and 
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written appeal statements of the parties. If necessary, the Appeal Officer may request additional interviews 
with parties or witnesses in reviewing the appeal. 

 
The Appeal Officer may alter the hearing decision with regard to responsibility, implement or modify 
remedies, and/or implement or modify sanctions. The Appeal Officer will issue a written determination of 
the outcome of the appeal, describing the result of the appeal and the rationale in support of that decision 
within 7 days of the deadline for parties to submit their written statements. The Appeal Officer’s written 
determination will be provided simultaneously to all parties. The Appeal Officer’s decision to deny an 
appeal request or modify a sanction is final. 
 

TRAINING 
Personnel tasked with implementing these procedures and in providing services to survivors, (e.g.: Title 
IX Coordinator, investigators, Hearing Body, advisors, Provost, mediators, etc.) will receive a minimum of 
8 to 10 hours of training annually. This training will include: 

 
1. The College’s Title IX Policy and Procedures for Complaints of Sex-Based Harassment 

involving a Student Party and the Equal Employment and Nondiscrimination Statement, 
Policy, and Procedures; 

2. Relevant state and federal laws; 
3. The roles of the College, medical providers, law enforcement, and community agencies in 

providing coordinated response; 
4. Effects of trauma on a survivor; 
5. Types of conduct that constitute sexual violence, domestic violence, dating violence, and 

stalking (including same sex violence); and 
6. Consent and the role drugs and alcohol can have on the ability to consent. 

 
Training shall also seek to improve trainees ability to: 

1. Respond with cultural sensitivity; 
2. Provide services or assist in locating services for survivors; and 
3. Communicate sensitively and compassionately with survivor. 

 
The College will ensure that the Title IX Coordinator, Investigator, Hearing Body, Appeal Officer, any 
person who has responsibility for implementing the College’s grievance procedures, and any person who 
has authority to modify or terminate supportive measures will have training on: 

• The College’s obligations to respond to reports of sex discrimination under the Title IX 
regulations;  

• The College’s grievance procedures, including the procedures provided in the College’s Title IX 
Policy and Procedures for Complaints of Sex-Based Harassment involving a Student Party and the 
Equal Employment and Nondiscrimination Statement, Policy, and Procedures; 

• How to serve impartially, including avoiding prejudgment of the facts at issue, conflicts of 
interest, or bias; and 

• The meaning and the application of the term “relevant” in relation to questions and evidence, and 
the types of evidence that are impermissible regardless of relevance. 
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The College will ensure any person who facilitates an informal resolution has received training on: 
• The rules and practices associated with the College’s informal resolution Process; and  
• How to serve impartially, including avoiding prejudgment of the facts at issue, conflicts of interest, 

or bias. 
 
In addition to training on the above topics, the Title IX Coordinator will also receive training on: 

• The obligation of the Title IX Coordinator to coordinate the College’s efforts to comply with its 
responsibilities under Title IX;  

• The Title IX Coordinator’s responsibilities under the College’s Policy on Student Pregnancy and 
Related Conditions;  

• The Title IX Coordinator’s responsibilities under the College’s Title IX Policy and Procedures for 
Complaints of Sex-Based Harassment involving a Student Party and the Equal Employment and 
Nondiscrimination Statement, Policy, and Procedures; and 

• The College’s recordkeeping systems and the requirements for recordkeeping under the Title IX 
regulations.  

 
 
The College will also provide annual training to all students on sexual violence primary prevention and 
awareness, which will include: the definition of consent, inability to consent and retaliation; reporting to 
the institution, campus law enforcement and local law enforcement; reporting to the confidential advisor 
or other confidential resources; available survivor services; strategies for bystander intervention and risk 
reduction. 
 
The College will provide annual training to all employees on the College’s obligation to address sex 
discrimination in its education program or activity; the scope of conduct that constitutes sex 
discrimination under Title IX and its regulations; the requirement to notify the Title IX Coordinator of a 
student’s pregnancy or related conditions; and the requirements to notify the Title IX Coordinator if the 
employee becomes aware of sex discrimination.  

 
 

RECORDKEEPING  
 
The Title IX Coordinator will maintain the following records for a period of at least seven years: 

 
• For each complaint of sex discrimination, records documenting the informal resolution process or 

grievance process, including the outcome; 
• For each report of sex discrimination received by the Title IX Coordinator, records documenting the 

actions taken by the Title IX Coordinator in response to the report to meet the obligations of Title IX; 
and 

• All materials used to train the Title IX Coordinators, Investigator, Hearing Body, Appeal Officer, any 
individual who facilitates an informal resolution, and person who can modify or terminate a 
supportive measures; and any other person who has responsibility for implementing the College’s 
grievance procedures. 
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RESOURCES AND INFORMATION FOR VICTIMS OF SEX-BASED HARASSMENT 
 
The College encourages members of the campus community who are victims of Sex-Based Harassment to 
take the following steps: 

 
• Get to a safe place as soon as possible. 
• Contact local law enforcement. 
• Do not blame yourself. Sex-Based Harassment is never the victim/survivor’s fault. 
• Seek immediate medical attention at an area hospital or medical clinic. 
• If possible, do not change clothes, shower, bathe, douche, or urinate. Emergency room personnel 

are trained to check for injuries, as well as to collect physical evidence. It is important to preserve 
evidence as it may be necessary should you decide to pursue criminal charges. Costs for providing 
and administering the “rape kit” are incurred by the Illinois Department of Public Health. 

o The nearest medical facility where an individual can receive a forensic medical exam 
(“rape kit”) is Springfield Memorial Hospital, 701 N. First St., Springfield, IL 62781, 
217-788-3000.  

• Report the Sex-Based Harassment to the College, and utilize the College’s resources to seek 
support. Incidents of Sex-Based Harassment are notoriously underreported on college campuses, 
often because the victims/survivors do not recognize their experience as a criminal offense and/or a 
college violation or their lack of knowledge of and/or discomfort with campus and community 
resources. 

•  By seeking assistance and reporting Sex-Based Harassment, you can begin your own healing 
process and promote standards of community and respect. 

 
Please be aware that hospital personnel may be obligated to contact proper authorities regarding a sexual 
assault or other criminal behavior. Although you are not obligated to do so, victim/survivors of Sex-Based 
Harassment are highly encouraged to take advantage of the resources listed below, which can help you 
understand your options for off-campus proceedings, as well as make you aware of services such as 
counseling that are specific to your needs. Other options may be available to victim/survivors, such as 
obtaining an order of protection, no contact order, or restraining order from the court system. 
 

Off-Campus Crisis Hotlines (available 24/7) 
o Rape, Abuse and Incest National Network 

800-656-HOPE  
https://hotline.rainn.org/online 

 
o Prairie Center Against Sexual Assault 

217-753-8081 
https://prairiecasa.org/  
 
Springfield: 3 West Old State Capitol Plaza Springfield, IL 62701; (217) 744-2560 
Jacksonville: 208 South Mauvaisterre St. Jacksonville, IL 62650; (217) 243-7330 
Taylorville: 215 West Main Cross Taylorville, IL 62568: (217) 824-9895 
 

o 800-799-7233 (Domestic Violence Hotline) 

https://hotline.rainn.org/online
https://prairiecasa.org/
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o 800-227-8922 (Sexually Transmitted Disease Hotline 8 a.m.—8 p.m. Monday—Friday) 
 

Individual and Group Counseling 
o 217-854-3166 (Locust Street Resource Center) 
o 217-839-1526 (Maple Street Clinic) 
o 217-854-4511 (Catholic Charities) 
o 217-753-8081 (Prairie Center Against Sexual Assault) Other Help Lines 
o 800-552-6843 (U.S. Attorney General for Hate Crime Reports) 
o 800-552-7096 (Child Abuse Hotline) 

 
Medical Issues 

o 217-839-1526 (Maple Street Clinic) 
 

Hospitals 
o 217-788-3030 (Memorial Hospital Emergency Room—Rape Exams) 
o 217-854-3141 (Carlinville Area Hospital—Internal Medicine—Will Not Do 

Rape Exams) 
 

Legal Assistance 
o 217-753-4117 (IL Coalition Against Sexual Assault—Springfield) 
o 888-259-6364 (Macoupin County Safe Families) 
o 217-854-3221 (Police Non-Emergency) 

 
In the case of an off-campus emergency situation, dial 911. 

 
Revisions to the Policy Approved by Faculty and Staff Assemblies Spring 2017; additional revisions adopted 
Spring 2022 
 
1.7.4 Immigration Reform and Control Act Policy Statement 
The College will employ only United States citizens and aliens who are authorized to work in the United 
States. These individuals must comply with the Immigration Reform and Control Act of 1986. The College 
will require that each new employee sign and date the first section of the Immigration and Naturalization 
Service Form I9; and if a previous I9 is more than three years old, it will become null and void. 
 
1.7.5 American With Disabilities Act (ADA) 
Blackburn College complies with the Americans with Disabilities Act (ADA) and with section 504 of the 
Rehabilitation Act of 1973 regarding its students with disabilities. It is the policy of Blackburn College that 
no student shall be denied access to or participation in the services, programs and activities of the College 
solely on the basis of her/his disability. The Director of Human Resources serves as the ADA Compliance 
Officer. 
 
This policy applies to students with disabilities as defined by Section 504 and the ADA. A person is disabled 
if they: 

• Have a mental or physical impairment which substantially limits one or more of such person’s major 
life activities; 

• Have a record of such impairment; or 
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• Are regarded as having such impairment. 
 
1.7.5.1 Students With Disabilities 
Procedure for Obtaining Adjustments 
Blackburn College shall, upon request, consider adjustments for students who have been determined to have 
a disability. An adjustment is defined by this policy as any reasonable accommodation for a student’s 
disability as required by Federal regulations. 
 
The Director of Student Success Services serves as the primary contact for students requesting adjustments 
related to a disability; the Director of Human Resources is the College’s Americans with Disabilities Act 
(ADA) compliance officer. Students requesting an adjustment must disclose their need for an adjustment to 
Disability Services, which is part of the Lumpkin Student Success Center. They may be expected to provide  
relevant, verifiable, professional documentation or assessment reports confirming the existence of the 
disability, and meet with the Director of Student Success Services in order to confirm the disability claim and 
to assist College officials in determining what adjustment(s) may be warranted.  Information regarding a 
student’s disability will be treated in a confidential manner in accordance with Blackburn College and 
Counseling Services policies as well as applicable Federal and state law. 
 
After the existence of a disability has been confirmed, the Director of Student Success Services will notify 
appropriate college officials of the adjustment(s) as necessary to implement the adjustment(s) . 
 
Academic Adjustments 
The Director may confer with the Provost to make specific recommendations regarding academic 
adjustments, as needed. 
 
Facilities Adjustments 
The Director will confer with the Director of Physical Plant and the VPAF to make specific 
recommendations regarding facilities adjustments. 
 
Work Program 
The Director will confer with the Dean of Work and Work Program General Managers to make specific 
recommendations regarding work adjustments. 
 
The student will have two options for implementation of any recommended adjustments: they may deliver 
the letter describing the recommended adjustments to (and conferring with) the individuals involved in 
determining the implementation of a recommended adjustment. Or, the student may request the Director to 
contact those individuals involved in determining the implementation of recommended adjustments. 
 
If an approved adjustment is not provided or followed as outlined by the Provost, the VPAF, or the Work 
Program, the student shall report the matter to the Director within fifteen business days of receiving their 
adjustment letter, or within 3 business days of an event when an adjustment should have occurred but did 
not, whichever comes first. 
 
Participation in the Accommodations program is completely voluntary and no student may be forced to 
participate. 
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Students have the right to decline any accommodation afforded to them; however, Blackburn College is not 
liable for any associated consequences should a student be afforded an accommodation and refuse to use it. 
Accommodations requests are not retroactive. 
 
If a student has followed the procedures identified in this policy and does not agree with the determination of 
the existence of a disability and/or the recommended adjustment, they may file a grievance by using the 
grievance procedures listed in this handbook. 
 
1.7.5.2 Grievance Procedures 
1.7.5.2.1 Civil Rights and ADA Violation Grievance Policy 

• All complaints should be filed with the Dean of Students, in writing, within 15 business days of the 
alleged violation; 

• The written complaint should briefly describe the alleged violation; 
• An investigation shall be conducted by the Dean of Students. This process will provide an 

opportunity for the complainant to submit evidence relevant to a complaint; 
• A written determination as to the validity of the complaint and a description of the resolution shall be 

issued by the Dean of Students no later than fifteen (15) working days after its filing; 
• Appeals may be made to the President, whose decision will be final. 

 
1.7.5.2.2 Other Grievance Procedures 
A student who has a complaint which falls outside the jurisdiction of the disciplinary system, the harassment 
policy or academic matters should contact the Director of Residence Life or Dean of Students for guidance in 
making a written complaint. 
 
The Director of Residence Life or Dean of Students will offer mediation as an informal means or resolution.  
If the student chooses a formal resolution of the matter, the Director of Residence Life or Dean of Students 
will contact the appropriate hearing board. 
 
Major, written complaints submitted by students to the College President, Vice President for Administration 
and Finance, Provost, and the Dean of Students must by regulation be recorded and shared with the College’s 
accrediting commission. The identities of the student making the complaint and any other individuals 
involved in facts of the complaint will be shielded in order to protect confidentiality. 
 
1.7.6 Harassment Policy 
The College is committed to the principle that each member of the campus community should be free to 
engage in academic pursuits, learning, work, and play in an environment free from any form of harassment. 
The College has adopted this policy in keeping with this principle. Allegations of harassment will not be 
taken lightly; therefore, all allegations of harassment should never be used as revenge or as a venue for 
settlement of personal disputes better handled through other formal or informal processes. 
  
1.7.6.1 Definition of Harassment 
Harassment is any act whether oral, written, or physical directed at an individual or group of individuals for 
the purpose of insulting, stigmatizing, or demeaning the individual or group of individuals on the basis of, 
but not limited to race, gender, religion, creed, color, sexual orientation, national origin, disability, 
pregnancy, military status, or age, and which creates a hostile, intimidating, or demeaning environment. 
 



 

72 
 

1.7.6.2 Definition of Sexual Harassment 
Blackburn College reaffirms the principle that its students, faculty, and staff have a right to be free from 
gender discrimination in the form of sexual harassment by any member of the College community and by 
vendors and contractors. Protection from sexual harassment is extended to include members of the Blackburn 
community participating in College-sponsored off-campus programs. Sexual harassment is a form of sex 
discrimination, which is prohibited by Title VII of the Civil Rights Act of 1964 and by Title IX of the 
Education Amendments of 1972. Blackburn College’s Equal Opportunity Policy also prohibits sex 
discrimination. In addition, the College recognizes the right of members of the campus community to obtain 
redress from sexual harassment. 
 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical contact of a sexual nature when (a) submission to such conduct is made either explicitly or 
implicitly a term of condition for an individual’s employment or education, (b) submission to or rejection of 
such conduct is used as a basis of employment or academic decisions affecting that individual, or (c) such 
conduct has the purpose or effect of unreasonably interfering with an individual’s work or academic 
performance or of creating an intimidating, hostile, or offensive educational or employment environment. 
 
The College recognizes the right of members of the campus community to obtain redress from sexual 
harassment. 
 
1.7.6.3 Harassment - In General 
Because of the sensitive nature of sexual and any other type of harassment charges, and the need to protect 
the privacy of the parties, the confidentiality of the reporting party and the accused will be observed provided 
it does not interfere with Blackburn’s ability to investigate or take corrective action. See handbook section 
1.3. 
 
1.7.6.4 Intent 
The fact that someone did not intend to sexually harass an individual is generally not considered a defense to 
a complaint of sexual harassment. In most cases, it is the effect and characteristics of the behavior that 
determine if the behavior constitutes sexual harassment. 
 
1.7.6.5 Retaliation 
Retaliation against anyone reporting or thought to have reported sexual harassment behaviors is prohibited. 
Such retaliation shall be considered a serious violation of the policy and shall be independent of whether a 
charge or informal complaint of sexual harassment is substantiated. Encouraging others to retaliate also 
violates the policy. 
 
Examples of retaliation include, but are not limited to: 

• unfair grading or evaluation; 
• unfair assignments; 
• having information withheld or made difficult to obtain in a timely manner, such as class information 

or grades; 
• ridicule (public or private); 
• oral or written threats or bribes; 
• refusal to meet with the person even though the person has a right to do so; 
• further harassment. 
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1.7.6.6 False Charges 
Due to the serious nature of sexual harassment charges, a false charge of sexual harassment shall be 
considered a serious offense, subject to disciplinary action by the College. 
 
1.7.6.7 Sanctions 
The possible sanctions for anyone found guilty of harassing behavior have as their primary purpose to end 
the harassing behavior and prevent its recurrence. Such sanctions, depending on the severity of the offense, 
range from making an apology to the victim to suspension, probation, termination, or expulsion. 
 
1.7.6.8 Time Frame for Filing a Complaint 
A complaint, either informal or formal, should be filed no later than 180 days after the alleged sexual 
harassment occurred. 
 
1.7.6.9 Grievance Procedures for All Types of Harassment Cases 
Individuals who believe that they have been harassed may obtain redress through the established informal 
and formal procedures of the College. The College will respond promptly and equitably to complaints of 
harassment. 
 
1.7.6.10 Complaints of Students Against Students 
When a student wishes to bring charges of harassment against another student or group of students, the 
student should report the incident to any resident director, resident assistant, staff or a faculty member. 
 
The following procedure shall be followed if a formal complaint is to be filed: 
 

• Following the initial contact with the charging party, the contact person will request a written 
statement from him or her, which will then serve as the formal complaint. 

• Upon receipt of the formal complaint, the contact person will notify the President of the College that 
a formal complaint has been filed. 

• The President will inform the respondent of their rights under the policy, and will ask the respondent 
to submit a written response to the President within 48 hours. 

• The President will inform both parties of their right to resolve the complaint either informally or 
formally. 

 
1.7.6.10.1 Informal Resolution Procedure 
The President will appoint, on a case-by-case basis, a College Hearing Officer, selected from the following: 
Provost, Dean of Work, Dean of Students, or Chair of the Faculty Professional Relations Committee. An 
informal resolution shall be a mutually agreeable solution, arrived at in consultation with the College 
Hearing Officer. The College Hearing Officer shall notify the President whether the complaint has been 
resolved informally. The College Hearing Officer will be responsible for monitoring compliance with the 
terms of the informal resolution. 
 
1.7.6.10.2 Formal Resolution Procedure 
If either party refuses or fails to resolve the matter informally within ten (10) days after notification of the 
option of informal resolution, the President will convene the Harassment Board to hear the case. The 
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Harassment Board will hear the allegations, review evidence, render a decision, notify all participants of the 
decision, and decide upon any disciplinary action to be taken, if any. Appeals may be made to the President. 
 
1.7.6.11 Complaints Against Faculty 
A faculty or staff member who has a complaint against, or dispute with, a member of the faculty will 
normally resolve the problem through informal channels. If this is not feasible or proves unproductive, the 
faculty or staff member may bring the matter to the Provost for consideration, who will convene an ad hoc 
Grievance Committee composed of the Provost and Chairs of Faculty Assembly and the Faculty Conditions 
of Service Committee with the Vice Chair of the Faculty Assembly serving as an alternate should any of the 
above parties be involved in the matter. Should the Grievance Committee be unwilling or unable to resolve 
the matter, the aggrieved faculty member or majority of the Committee may file a grievance with the 
Professional Relations Committee. Such a grievance must clearly state the nature of the complaint or dispute 
and state against whom the grievance is directed. The grievance will also include a summary of the 
Grievance Committee’s findings concerning the matter. It will contain any factual or other data that the 
Committee deems pertinent to the case. The Professional Relations Committee may either schedule a formal 
hearing on the grievance or deny further consideration. In either case, the Committee will notify the parties 
involved and the President of its decision, normally within one week of receiving the grievance.  
 
1.7.6.12 Complaints Against Faculty and Staff Members Jointly 
A faculty or staff member who has a complaint against or dispute with both a member of the faculty and staff 
will normally resolve the problem through informal channels. If this is not feasible or proves unproductive, 
the procedure outlined previously will be followed with the following exceptions. The ad hoc Grievance 
Committee will be composed of the Provost and the Chairs of the Faculty and Staff Conditions of Services 
Committees. Grievances against the faculty member will be filed with the Professional Relations Committee. 
The Professional Relations Committee will follow the procedures outlined previously for hearing the case. 
The Employee Relations Committee will follow the procedure outlined in this Handbook. 

1. The parties concerned should have a reasonably adequate time to prepare for the hearing. The 
Committee Chair should negotiate a mutually acceptable time for hearing the case. Every effort 
should be made to handle cases as quickly and expeditiously as possible. 

2. During the proceedings, the faculty member would be permitted to have an academic advisor (anyone 
teaching six hours or more) of their choice. 

3. The hearing will be audio recorded as long as consent is obtained by all parties present. 
4. The faculty member would be afforded an opportunity to obtain necessary witnesses and 

documentation or other evidence, and the administration of the institution will, insofar as it is possible 
for it to do so, secure the cooperation of such witnesses and make available necessary documents and 
other evidence within its control. The principal parties in the case would have the right to confront 
and cross-examine all the witnesses. 

5. In the conduct of the hearing, the primary purpose would be to determine all facts relevant to the 
issue at hand. Every effort would be made to obtain the most reliable evidence available. The 
Committee would not be bound to strict rules of legal evidence. 

6. Findings of fact and the decision must be based solely on the hearing record. 
6. The Committee will report its findings and recommendations to the principal parties in the case and 

to the President of the College. The President will decide. There will be no appeal from the 
President’s decision. 
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1.7.6.13 Student Complaints Outside Jurisdiction of Harassment or Academic Matters 
A student who has a complaint which falls outside the jurisdiction of harassment or academic matters, but is 
a violation of a regulation in the Faculty and Staff handbooks, against a member of the faculty or faculty and 
staff together, may discuss the matter with the Provost. If the Provost determines that there is sufficient cause 
to require a hearing, the Provost will file a charge with the Professional Relations Committee. The student 
may bring a faculty or staff member as personal counsel to the hearings conducted by the Professional 
Relations Committee on this charge. 
 
1.7.6.14 Complaints of Students Against Faculty  
When a student wishes to bring charges of harassment against a member of the faculty, the student should 
report the incident to any Resident Director, Assistant Resident Director, or any faculty member. When a 
member of the faculty wishes to bring charges of harassment against a student or group of students, the 
member should notify the Provost, the Chaplain, or the College Hearing Officer. 
 
1.7.6.14.1 Formal Resolution Procedure 
If either party refuses or fails to resolve the matter informally within ten (10) days after notification of the 
option of informal resolution, the President will convene a Hearing Board consisting of three representatives 
from the Professional Relations Committee (designated by the President) and the members of the Student 
Conduct Board. This Board will hear the accusation(s), review any evidence, reach a verdict, notify all 
participants of the decision, and decide on any disciplinary action to be taken, if any. The Board will follow 
steps 1-7 as in handbook section 1.7.6.12. 
 
1.7.6.15 Complaints of Faculty and Staff Against Faculty and Staff  
When a member of the faculty or staff wishes to bring charges of harassment against another member of the 
faculty or staff, the charging party should report the incident to the Provost, the College Chaplain, or the 
College Hearing Officer. 
 
1.7.6.15.1 Formal Complaint: 

1. Following the initial contact with the charging party, the contact person will request a written 
statement from him or her which will then serve as the formal complaint. 

2. Upon receipt of the formal complaint, the contact person will notify the President of the College that 
a formal complaint has been filed. 

3. The President will inform the respondent of their rights under the policy, and will ask the respondent 
to submit a written response to the President within 48 hours. 

4. The President will inform both parties of their right to resolve the complaint either informally or 
formally. 

 
1.7.6.15.2 Informal Complaint 
An informal resolution shall be a mutually agreeable solution, arrived at in consultation with the College 
Hearing Officer. The College Hearing Officer shall notify the President whether the complaint has been 
resolved informally. The College Hearing Officer will be responsible for monitoring compliance with the 
terms of the informal resolution. 

• If either party refuses or fails to resolve the matter informally within ten (10) days after notification 
of the option of informal resolution, the President will convene the Professional Relations 
Committee to hear the case. This Committee will hear the case, review evidence, render a decision, 
notify all participants of the decision, and decide on disciplinary action to be taken, if any. 
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• Appeals of the Professional Relations Committee’s decision may be made to the President. 
 
1.7.6.16 Records 
All complaints and the outcome of all complaints (resolved formally or informally) will be treated as 
confidential and will not be noted on the student’s or employee’s personal records. However, a confidential 
record of harassment proceedings will be kept by the President's Office. Accessibility will be determined by 
the current provisions of the Family Educational Rights and Privacy Act with regard to students and by 
applicable law with regard to employees. 
 
1.7.6.17 Titles VII and IX 
The Office of the President has institutional responsibility for monitoring compliance with Title VII and Title 
IX; any individual who contends that a sexual harassment complaint did not receive prompt and equitable 
response should contact the President of the College or their designated representative.  
 
1.7.7 Consensual Relations Policy 
Blackburn College is committed to sustaining a positive and caring environment for teaching, learning, and 
working. The college expects high ethical and professional standards in interactions between faculty and 
students, senior faculty and junior faculty, mentor and mentee, faculty and staff, staff and students, 
supervisors and individuals supervised by those supervisors, and other individuals in inherently unequal 
positions.   There are inherent risks in any romantic or sexual relationship between individuals in unequal 
positions (such as teacher and student, supervisor and employee). Further, there is the potential for conflicts 
of interest, favoritism, coercion, and/or exploitation.  These relationships may be less consensual than 
perceived by the individual whose position confers power. The relationship also may be viewed in different 
ways by each of the parties, particularly in retrospect. Furthermore, circumstances may change, and conduct 
that was previously welcome may become unwelcome. Even when both parties have consented at the outset 
to a romantic or sexual involvement, this past consent may not remove grounds for a later charge of a 
violation of applicable sections of the faculty/staff handbooks.  
 
When students are involved, these risks due to the difference in power and position are even greater. Because 
of these risks, faculty and staff are prohibited from engaging in romantic, intimate, or sexual relationships 
with students, even when the faculty or staff member has no supervisory or evaluative authority over the 
student.  
 
Consensual romantic or sexual relationships between non-student employees in which one party maintains a 
direct supervisory or evaluative role over the other party are also inappropriate. Therefore, persons with 
direct supervisory or evaluative responsibilities who are involved in such relationships must bring those 
relationships to the timely attention of their supervisor or the Provost.  Should such a relationship arise or 
should such a relationship have occurred before the faculty or staff member had influence or authority over 
the other person, the staff or faculty member must recuse him or herself from any professional or supervisory 
responsibility in regard to the other person and also notify their department chair, dean, or supervisor about 
the situation as soon as they become aware of the situation. Failure to disclose the relationship promptly is a 
violation of this policy. Failure to self-report such relationships to a supervisor as required can result in 
disciplinary actions for an employee up to and including termination.  
 
Because of the unique nature of the Work Program, student supervisors should refrain from romantic or 
sexual relationships with student workers who report to them and should not evaluate such student workers. 



 

77 
 

Student supervisors must bring any romantic or sexual relationship with a student worker who reports to 
them to the immediate attention of their supervisor, which will likely result in the reassignment of 
supervisory duties over the other student. Further, Resident Directors (RDs) and Resident Advisors (RAs) 
should refrain from romantic or sexual relationships with students over whom they have direct 
responsibility.  
 
Violation of this policy, including engaging in a prohibited relationship (faculty-student or staff-student) 
and/or failure to report the relationships identified in this policy will result in disciplinary action in 
accordance with the relevant disciplinary procedures contained in the relevant handbooks and policies. 
Violations of this policy may result in disciplinary action including, but not limited to, letter of reprimand, 
probationary status contingent on the completion of professional counseling, or termination of employment.  
Approved September 2023 
 
1.7.8 Violence in the Workplace 
The safety and security of the College’s employees, students, vendors, contractors, and the general public are 
of vital importance. Therefore, acts of violence made by an employee against another person’s life, health, 
well-being, family or property will not be tolerated. Employees found guilty of acts or threats of violence 
will be subject to discipline, up to and including immediate termination. 
 
The College prohibits the following: 

• Any act or threat of violence made by any employee against another; 
• Any act or threat of violence, including, but not limited to, intimidation, harassment, or coercion; 
• Any act or threat of violence which endangers the safety of employees, students, vendors, 

contractors, and the general public;  
• Any act or threat of violence made directly or indirectly by words, gestures, or symbols; 
• Use or possession of a weapon on the College’s premises; 
• Sexual violence. 

 
1.7.8.1 Staff and Faculty Sexual Violence Policy 

1. Acts of sexual violence include acts of rape and sexual assault. “Rape” is defined as any act or 
attempted act of nonconsensual sexual intercourse. “Sexual assault” is defined as any act or attempted 
act of nonconsensual sexual contact. “Nonconsensual Sexual Acts” do not necessarily involve 
physical and/or psychological threats. An act is non-consensual when one of the individuals has not 
given consent or is unable to give consent (e.g., age of individual and/or mental reasoning abilities of 
individual, including affected reasoning due to consumption of alcohol and/or other drugs). Ignorance 
of the state or inability of the other person to give consent meets the definition of rape and/or sexual 
assault. 

2. If any member of the college community believes themselves to have been a victim of sexual 
violence perpetrated by a member of the faculty or the professional staff, the incident should be 
reported to a Resident Director, the Dean of Students, the Director of Counseling Services, the 
Director of Security, the Provost, or the President. 

3. Any such allegation should be reported to the President or their designee, who will then convene an 
ad hoc committee to informally investigate the matter. All reports will be investigated immediately 
and kept confidential except where the President or Provost deems there is a legitimate need to know. 
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2. The ad hoc committee should include the Provost, at least three members of the Faculty Professional 
Relations Committee or Staff Employee Relations Committee depending on which group the 
defendant belongs to, and the Dean of Students, if the accuser is a student. 

3. The purpose of the ad hoc committee is to determine whether there is a factual basis for the allegation 
sufficient to recommend to the President that a formal hearing before the Employee Relations 
Committee should be held. 

o The ad hoc committee has the authority to review all documents collected after the allegation 
of sexual violence and speak with any individuals involved in the allegation. When the 
committee meets with the individual making the accusation and the individual being accused, 
each of these individuals have the right to have a member of the college community present at 
the meeting to serve as their support and counsel. 

o If the ad hoc committee concludes, by a simple majority, that immediate harm to any member 
of the campus community is threatened pending an ultimate determination of the accused 
employee’s status, the President may immediately suspend the accused, with pay. 

o If the ad hoc committee concludes that there is reasonable cause to bring the matter before the 
Faculty Professional Relations Committee or Staff Employee Relations Committee, the 
President will convene the committee to consider a recommendation for dismissal. 

o A hearing before the Faculty Professional Relations Committee or Staff Employee Relations 
Committee will follow the procedures for that body as described in handbook section 1.6.2.10 
for Faculty or handbook section 1.6.4.3 for Staff. 

o Legal ramifications may include being charged with a misdemeanor or a felony. 
 
It is a requirement that employees and students report to the administration, in accordance with this policy, 
any behavior that compromises the College’s ability to maintain a safe work environment. All reports will be 
investigated immediately and kept confidential except where the President or Provost deems there is a 
legitimate need to know. 
 
1.7.9 Compliance with the Federal Omnibus Drug Initiative Act of 1988 
Unlawful manufacture, distribution, dispensing, possession, or use of controlled substances is specifically 
prohibited on the campus of Blackburn College, and as a condition of employment, all personnel are required 
to comply with this regulation. 
 
Individuals within the College community who are alleged to have violated such prohibition will be referred 
to civil authorities for appropriate action. 
 
Such individuals are also subject to disciplinary action by Blackburn College. Procedural due process as 
specified in this handbook and elsewhere is to be provided in each case. 
 
Persons concerned about their possible involvement with controlled substances are encouraged to consult 
confidentially with campus counseling personnel. The College will seek to assist individuals in need of 
special help. 
 
All campus personnel are urged to become thoroughly aware of the dangers of drug abuse in the workplace 
and to utilize appropriate campus programs in order to further their awareness. 
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Under federal law, all personnel are required within five days to advise campus authorities of any knowledge 
they may have concerning criminal drug statute conviction for violations occurring in the workplace. In turn, 
Blackburn College is required within ten days to notify federal funding agencies of any knowledge of such 
conviction and to take appropriate personnel action in the cases, which may include discipline, termination, 
or mandatory drug abuse assistance. 
 
1.7.10 Drug-Free Schools and Campuses Act Statement  
Blackburn strictly prohibits the unlawful possession, use, or distribution of drugs and alcohol by students and 
employees on College property or as a part of College activities. Unlawful is defined in accordance with 
local, state, and federal laws. Each student and employee will be expected to meet these standards of 
conduct. 
 
Although recreational and medical marijuana use has been legalized in the state of Illinois, it is still not 
permitted under Federal Law. In order for Blackburn and its students to remain eligible for Federal aid, we 
are obligated to comply with Federal Law. Therefore, marijuana and its derivatives may not be possessed, 
stored, distributed or used on College property or at any College function. In addition, employees are 
prohibited from reporting to work or working with cannabis in their system such that their performance or 
conduct is impaired. Cannabis use off the job, including medical cannabis use, that impairs performance or 
other conduct on the job is prohibited. 
 
Individuals found to be in violation of this policy will be subject to judicial action. This action will include a 
hearing in front of the appropriate board, possibly resulting in referral for drug or alcohol treatment. 
Individuals found to be selling or trafficking drugs will be subject to the most serious judicial 
action/termination of employment/suspension from the College and referral to legal authorities for 
prosecution. Legal ramifications, in general, for unlawful possession, use, or distribution of illicit drugs and 
alcohol may include being charged with a misdemeanor or a felony with resulting penalties of supervision, 
probation or assessment of a monetary fine, imprisonment, or a combination of these. 
 
One of the goals of this policy is to encourage employees to voluntarily seek help with alcohol and drug 
problems. Therefore, the College will also provide educational programs and referral services for the College 
community.  
 
The College will be consistent in enforcing its policies against drugs and alcohol on campus. 
 
1.7.11 Safety Policy 
A safe work environment and safe work habits are absolutely essential. Safety is the first priority and is 
everyone's responsibility. Due to the different types of work performed, specific safety guidelines are 
described in the individual department guidelines. Please read and follow them carefully. Employees are to 
report any safety concerns to their department head or a member of the Risk Management/Safety Committee. 
 
1.7.12 Sports-Like Conduct Policy 
Sports-like conduct is defined as: 

• playing fair  
• following the rules of the game  
• respecting the judgment of referees and officials  
• treating opponents with respect  



 

80 
 

Some people define good sports-like conduct as the "golden rule" of sports–in other words, treating the 
people you play with and against as you'd like to be treated yourself. You demonstrate good sports-like 
conduct when you show respect for yourself, your teammates, and your opponents, for the coaches on both 
sides, and for the referees, judges, and other officials.  
 
But sports-like conduct isn't just reserved for the people on the field. Cheerleaders, fans, and parents also 
need to be aware of how they behave during competition. Sports-like conduct is a style and an attitude, and it 
can have a positive influence on everyone around you. 
 
We encourage fans to enthusiastically support their team, recognize the outstanding performance of 
opponents, and always exhibit good sports-like conduct in their words and actions.  
 
Blackburn College wholeheartedly embraces the NCAA position that in order for good sports-like conduct to 
prevail, coaches, student-athletes, and fans must display respect, fairness, civility, honesty, and responsibility 
before, during, and after all athletic contests. 
 
Code of Conduct for Spectators             

• Spectators are an important part of the games and are encouraged to conform to accepted standards of 
good sports-like conduct. 

• Spectators should at all times respect officials, visiting coaches, players and cheerleaders as guests in 
the community and extend all courtesies to them. 

• Enthusiastic cheering for one's own team is encouraged. 
• Throwing of debris, confetti or other objects from the stands is prohibited. 
• Spectators should encourage each other to observe courteous behavior. Improper behavior should be 

reported to school authorities. 
• Spectators will respect and obey all school officials and supervisors at athletic contests. 

Profanity, racial, ethnic, or sexist comments or other intimidating action or comments directed at officials, 
student-athletes, coaches, or team representatives will not be tolerated and are grounds for removal from the 
site of competition. 
 
1.7.13 Drug Testing 
The College conducts drug and alcohol testing as part of its substance-abuse prevention efforts.  
 
Employees whose performance or behavior gives rise to a reasonable suspicion that the individual is under 
the influence of illegal drugs, cannabis, or alcohol in violation of handbook section 1.7.10 may be asked to 
undergo an immediate evaluation to determine their fitness for work and/or appropriate tests designed to 
detect the presence of illegal drugs or alcohol. Testing may also be required if an employee is involved in an 
accident that results in personal injury or damage to property. Such testing may be conducted by any means 
selected by the College and/or the testing vendor administering the test, in their sole discretion. Such 
methods may include, without limitation, urine, hair, breath, and/or blood tests. Testing under this policy 
may also include an evaluation by a qualified health care provider to assess whether the employee is 
impaired.  
 
Refusing to be tested, failing to sign the required forms, or refusing to cooperate in the testing process in a 
way that prevents timely completion of the test or evaluation will be regarded as a violation of this policy. 
Attempting to falsify the result of a test, providing false information in connection with a test, or any other 
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dishonesty in connection with the testing process will result in discipline up to and including immediate 
termination of employment. 
 
An employee will be subject to discipline, up to and including immediate termination, if they:  
● Test positive for the presence of illegal drugs, at any level;  
● Test positive for alcohol with a blood alcohol level of 0.02% or above; or  
● Are determined to have used or been impaired by alcohol or cannabis during working hours, while 
conducting any business for the College, in any College vehicle, or while traveling in connection with 
College business.  
 
The College is committed to maintaining confidentiality with respect to testing and evaluations under this 
policy. Access to such information is limited to personnel with a need to know. Please be advised, however, 
that results may be used in arbitration, administrative proceedings, and court cases to which they may be 
relevant. All drug and alcohol tests will be conducted in a manner that complies with relevant federal, state, 
and local laws.  
 
1.7.14 Blackburn College Policy on the Protection of Minors on Campus 
I. Statement of Policy and Purpose 
Blackburn College is committed to maintaining a safe and secure environment for minors on campus. Sexual 
abuse is unacceptable and will not be tolerated at Blackburn College. This policy outlines the responsibilities 
and expectations for all faculty, staff, student employees, and volunteers related to the protection of minors 
during their participation in programs and activities sponsored by, affiliated with, or occurring at the College.  
In addition to conduct prohibited under the College’s Title IX Sexual Harassment Policy and the Equal 
Employment Opportunity & Nondiscrimination Policy, this policy specifically prohibits sexual abuse of 
minors, which includes serial child molestation and sexual misconduct: 

• Child molestation means illegal or otherwise wrongful sexual conduct with a minor by a person who 
is covered by this policy. 

• Serial sexual misconduct is any illegal or otherwise wrongful sexual conduct:  
o with more than one victim  
o committed by or alleged to have been committed by any perpetrator who is covered by this 

policy. 
 
Sexual abuse with respect to a minor includes the intent to arouse or satisfy the sexual desires of either the 
minor or the perpetrator. This policy also prohibits sexual abuse defined by Illinois law as: Criminal Sexual 
Assault (720 ILCS 5/11-1.20(a)), Aggravated Criminal Sexual Assault (720 ILCS 5/11-1.30), Predatory 
Criminal Sexual Assault of a Child (720 ILCS 5/11-1.40(a)), Criminal Sexual Abuse (720 ILCS 5/11-1.50), 
Aggravated Criminal Sexual Abuse (720 ILCS 5/11-1.60).  
 
This policy defines minor and child as an individual who has not yet reached the age of majority (18 years 
old). The terms minor and child are used interchangeably in this policy.  
 
II. Mandated Reporter Requirements 
Under Illinois law, all employees of Blackburn College are mandated reporters. Mandated reporters are 
required to call the Illinois Child Abuse Hotline when they have reasonable cause to believe that a child 
known to them in their professional or official capacity may be an abused or neglected child. Abuse of a 
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child includes both physical abuse and sexual abuse. The Hotline worker will determine if the information 
given by the reporter meets the legal requirements to initiate an investigation.  
 
If you are not sure whether or not to report a situation or incident to the Hotline, it should be reported. 
Blackburn College’s policy is to err on the side of overreporting. 
 
Reporters may contact the Illinois Child Abuse Hotline at 1-800-25-ABUSE (1-800-252-2873). The Hotline 
operates 24 hours per day, 365 days a year. Reporters should be prepared to provide phone numbers where 
they may be reached throughout the day in case the Hotline must call back for more information. If a report 
is not an emergency, the report may be submitted through the Illinois online reporting system at: 
https://dcfsonlinereporting.dcfs.illinois.gov/.  
 
For more information on making a report to the Hotline, see the reporting instructions in Section V.1 of this 
policy.  
 
III. Prohibition on Retaliation 
Blackburn College prohibits retaliation against any individual who in good faith reports an incident of sexual 
abuse or possible warning signs of sexual abuse. 
 
Blackburn College prohibits retaliation against a person who engages in activities protected under this policy. 
Reporting, or assisting in reporting, suspected violations of this policy and cooperating in investigations or 
proceedings arising out of a violation of this policy are protected activities under this policy. 
 
IV. Scope of Policy 
All members of Blackburn College’s community regardless of role, tenure, or compensation, including, but 
not limited to students, student-employees, faculty, staff, medical personnel, volunteers, and independent 
contractors are subject to this policy. Medical personnel or counselors working in any on campus health 
centers, or other College facility are also subject to this policy. All on-campus activities and College 
sponsored activities off-campus are subject to this policy. 
 
This policy does not address sexual harassment or sexual misconduct that is not considered sexual abuse 
under this policy. That conduct is addressed in the Title IX Sexual Harassment Policy and/or the Equal 
Employment Opportunity & Nondiscrimination Policy. For more information on the application of Title IX, 
see these policies, located at www.blackburn.edu/titleix. 
 
Please do not let confusion over which policy may apply stop you from reporting. Any report of suspected 
sexual abuse can be made to the Title IX Coordinator (or designee) who can assist in assessing the 
application of Blackburn College’s policies. 
 
V. Reporting Procedures 
 

1. Emergency Situations 
If a minor is in imminent danger, employees should contact 911 for immediate assistance.  

 
1. Report to Illinois Department of Children & Family Services 

https://dcfsonlinereporting.dcfs.illinois.gov/
http://www.blackburn.edu/titleix
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If an employee has reasonable cause to believe that a child known to them in their professional or  
official capacity may be an abused or neglected child, then the employee must make a report immediately 
to the Illinois Child Abuse Hotline operated by the Illinois Department of Children & Family Services 
(“DCFS”).  

 
Illinois Child Abuse Hotline can be reached at 1-800-25-ABUSE (1-800-252-2873). The Hotline operates 
24 hours per day, 365 days a year. Reporters should be prepared to provide phone numbers where they 
may be reached throughout the day in case the Hotline must call back for more information. If your call is 
not an emergency, please submit your report online through our online reporting system at 
https://dcfsonlinereporting.dcfs.illinois.gov/.  

 
The employee should be prepared to give the Hotline as much information as possible, including: 

o Names, birth dates (or approximate ages), races, genders, etc. for all adult and child subjects. 
o Addresses for all victims and perpetrators, including current location. 
o Information about the siblings or other family members, if available. 
o Specific information about the abusive incident or the circumstances contributing to risk of 

harm—for example, when the incident occurred, the extent of the injuries, how the child says 
it happened, and any other pertinent information. 

 
If this information is not readily available, the reporter should not delay a call to the hotline. The reporter 
should call the Hotline and provide as much information as the reporter can.  
 
When an employee speaks to the Hotline, the employee should document the date and time of the call, 
the name of the Hotline worker with whom the employee spoke, and the response from the Hotline 
(whether a report was taken or not, and any explanation from the Hotline as to why a report was not 
taken). The employee will need to provide this information in writing to the Title IX Coordinator, Deputy 
Coordinator, or HR Designee.  
 
After the report is made to the Hotline, mandatory reporters must confirm their telephone report in 
writing within 48 hours using the form provided by DCFS. The required form is available at: 
https://www2.illinois.gov/dcfs/aboutus/notices/documents/cants5.pdf.  
 
2. Report to Title IX 
In addition to reporting to DCFS, all employees must report if they have reasonable cause to believe that 
a child known to them in their professional or official capacity may be an abused or neglected child to 
Title IX Coordinator, Deputy Coordinator, or HR Designee. Reporting to the Illinois Child Abuse 
Hotline should be immediate, and reporting to the Title IX Coordinator, Deputy Coordinator, or HR 
Designee should follow a report to the Hotline.  
 
Reporting only to the Title IX Coordinator, Deputy Coordinator, or HR Designee does not satisfy an 
employee’s mandated reporter requirement. Employees must also report to the Illinois Child Abuse 
Hotline. 
 
The Title IX Coordinator, Deputy Coordinator, or HR Designee will confirm that the employee has 
reported to Illinois Child Abuse Hotline. If the employee has not yet contacted the Hotline, the Title IX 

https://dcfsonlinereporting.dcfs.illinois.gov/
https://www2.illinois.gov/dcfs/aboutus/notices/documents/cants5.pdf
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Coordinator, Deputy Coordinator, or HR Designee will immediately contact the Hotline to make a 
report.  
 
Title IX Coordinator, Deputy Coordinators, and HR Designees may be contacted at:  
• Title IX Coordinator 

217-854-5519  
DCC 125 
titleix@blackburn.edu  

• Deputy Title IX Coordinator (Student Life) 
Director of Inclusive Housing 
217-854-5618 
DCC 133 

• Deputy Title IX Coordinator (Work Program) 
217-854-5536 
DCC 115 

• Deputy Title IX Coordinator (Athletics) 
217-854-5698 
Woodward Athletic Center 

• HR Director 
217-854-5514 
Ludlum 110 
hr@blackburn.edu  
 
The Title IX Coordinator will be responsible for reviewing all reports to the Illinois Child Abuse 
Hotline, and any other internal report regarding sexual abuse, and shall maintain documentation of all 
reports.  
 

3. Failure to Report 
Under Illinois law, a mandated reporter’s failure to report suspected child abuse or neglect is a Class A 
misdemeanor for a first violation and a Class 4 felony for a second or subsequent violation. Further, a 
failure of an employee or volunteer to report sexual abuse as required by this policy may result in 
discipline up to and including termination. 

 
VI. Investigation Procedures 
 
All reported alleged incidents of sexual abuse will be reviewed by the Title IX Coordinator or designee. 
When necessary and appropriate, the Title IX Coordinator will appoint an appropriately trained 
investigator(s) to conduct a thorough, impartial investigation of a report of sexual abuse. All employees are 
required to cooperate with any investigation into allegations of sexual abuse. The investigator(s) will prepare 
a written report to be provided to the Title IX Coordinator or designee, who will take any further steps that 
are necessary and appropriate to address the report of sexual abuse. The College will coordinate any 
investigation with state officials from DCFS and/or law enforcement to avoid any interference with their 
investigations.  
 

mailto:titleix@blackburn.edu
mailto:hr@blackburn.edu
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Where reports of sexual abuse fall under the scope of the College’s Title IX Sexual Harassment Policy or the 
Equal Employment Opportunity & Nondiscrimination Policy, any investigation will be conducted pursuant 
to those policies.  
 
VII. Prevention Efforts 

1. Background checks/screening 
Blackburn College performs pre-employment background checks on all new employees, including 
temporary employees, as a condition of employment. The College also performs background checks for 
all volunteers. Current employees have an on-going obligation to inform the HR designee if the employee 
is charged with a crime during employment.  
 
This policy defines background checks as including, but not limited to, the following: 

o A search for sex-related offenses in an individual’s counties of residence for the past seven 
years; 

o A search of the Department of Justice National Sex Offender records of sex offenders; and 
o A database search for criminal activity in the individual’s states of residence for the past seven 

years 
2. Acknowledgement of Mandated Reporter Status 
Under Illinois law, all individuals who become mandated reporters by virtue of their employment shall 
sign statements acknowledging that they are mandated to report suspected child abuse and neglect 
pursuant to Illinois law. All employees of Blackburn College must sign an acknowledgment of mandated 
reporter status, which will be kept by the College as a permanent part of the employee’s personnel record. 
3. Training requirements  
All employees must complete mandated reporter training within three months of their hire and at least 
every three years thereafter.  All employees will also have training on the requirements of this policy. 
Additional training may be required of employees and volunteers who work directly with minors in any 
Blackburn College sponsored programs or events.  
 
For more information on the requirements for mandatory reporters, employees should review the Illinois 
DCFS Manual for Mandatory Reporters, available online at: 
https://www2.illinois.gov/dcfs/safekids/reporting/documents/cfs_1050-
21_mandated_reporter_manual.pdf.  

 
1.7.15 Family Education Rights and Privacy Act [FERPA] 
1.7.15.1 Family Educational Rights and Privacy Act of 1974 
FERPA deals specifically with the educational records of students who reach the age of 18 or who attend a 
postsecondary institution, granting them certain rights with respect to these records.  The student has a right 
to: 

• Inspect and review their educational records; 
• Seek to amend their educational records if appropriate;  
• Have some control over the disclosure of information from those records. 

 
1.7.15.2 Applicable Educational Institutions 
FERPA applies to all educational agencies and institutions that receive funds under any program 
administered by the Secretary of Education. 
 
1.7.15.3 Student 

https://www2.illinois.gov/dcfs/safekids/reporting/documents/cfs_1050-21_mandated_reporter_manual.pdf
https://www2.illinois.gov/dcfs/safekids/reporting/documents/cfs_1050-21_mandated_reporter_manual.pdf
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A student is any person who attends or has attended Blackburn College. 
 
1.7.15.4 Educational Records 
Records containing a student’s name, social security number, student number, or other personally identifiable 
information are covered by FERPA unless identified in the Act’s excluded categories. An educational record 
is any record in whatever form (handwritten, taped, print, film, or other medium) which is maintained by the 
College and is directly related to a student. Exceptions include: 

• Personal records kept by a College employee if the records is not revealed to others and is kept in the 
sole possession of the employee; 

• Student employment records that relate exclusively to the student in the capacity of a College staff 
employee (does not apply to Work Program records);  

• Records maintained separately from educational records solely for law enforcement agencies of the 
same jurisdiction; 

• Counseling records maintained by the College Chaplain, the Director of Counseling Services, or a 
College Counselor. 

• Medical records maintained by the College solely for treatment and made available only to those 
persons providing treatment;  

• Alumni Office records. 
 
1.7.15.5 Disclosure of Student Educational Record Information 
The College will disclose non-directory information contained in a student’s educational record only with 
written consent of the student, with the following exceptions: 
 

• To school officials, including instructors, who have a legitimate educational interest in the records; 
• To officials of another school in which the student seeks or intends to enroll; 
• To federal, state, and local agencies as provided under law; 
• To the parents of an eligible student if the student is claimed as a dependent for income tax purposes; 
• To accrediting organizations; 
• To comply with a judicial order or lawfully issued subpoena;  
• In case of emergencies affecting the health or safety of the student or other persons. 

 
1.7.15.6 Directory Information 
Disclosure of directory information may not be made without the student’s consent. Directory information 
includes the student’s name, school and full-time home address, campus extension and full-time home 
telephone number, campus housing assignment and campus mailbox number, dates of attendance, campus e-
mail address, major field of study, classification by year, degrees(s) earned, if any, dates of conferral and 
dates of attendance, photograph, athletic rosters, name, weight, height, and/or work program participation. 
 
A housing roster is distributed to College offices and is for internal use only. 
 
1.7.15.7 Release of Directory Information 
A student who wishes to have directory information withheld must complete a Registration Information Card 
each semester. The student will have the option of withholding or releasing directory information and Dean’s 
List information. Students who do not want the College to release directory information will be flagged in 
the CAMS system. 
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1.7.15.8 Disclosure 
Upon request, faculty and staff may disclose only Directory Information providing they have evidence that 
the student has not restricted the release of information. Faculty and staff must check the CAMS system prior 
to releasing any directory information. 
 
1.7.15.9 Release of Non-Directory Information 
Other information may be released with the student’s written consent. Such written consent must specify the 
records to be released, state the purpose of the disclosure, identify the party or class of parties to whom 
disclosure may be made, and be signed and dated by the student or by proper legal authority. 
 
1.7.15.10 Penalties for Non-Compliance 
Non-compliance may terminate the institution’s eligibility to receive Federal funding 
 
1.7.15.11 FERPA Information Availability 
The text of the Blackburn College FERPA Policy may be found in the Student Handbook, the Registrar’s 
Office, and the Dean of Students' Office. 
 
1.7.16 Blackburn College Hiring Policy 
 
1.7.16.1 The Vacancy and the Position Analysis 
The final approval of a new hire or for refilling any position which is vacated by resignation, retirement, or for 
any other reason needs to be made by the President. This decision should be preceded by a position analysis 
of what the job entails and review of the position by relevant campus stakeholders (please see the Shared 
Governance Addendum in the Handbook).  
 
The decision to refill will depend on:  importance and urgency of the tasks for serving students or other primary 
customers, anticipated changes in the area, enrollment trends, and budget resources. Hiring and rehiring will 
be reviewed in light of the long-range plan for the College. All options to refilling including: leaving the 
position vacant for a period of time or indefinitely, restructuring the tasks among the other employees of the 
department or even among other college offices, discontinuing the position, changing the position to a part-
time position, or outsourcing the tasks of the position will be considered. Consideration will be given to 
whether the position is filled via an internal or external search. In all cases, decisions to rehire or to hire a new 
position must define the desired and required expertise, experience, skills and abilities, certifications and 
degrees, traits and aspects of institutional fitness appropriate to the job including consideration of diversity.  
 
The position analysis will be conducted by and through meetings and consultations between the appointing 
officer (normally the appropriate vice-president having a supervisory function over the position), the relevant 
department head or other members of the department, and key committees. For faculty, the appropriate 
participants in the position analysis include the Provost, the department/department head, and CAP. As part of 
its oversight function across the entire academic program, CAP has an important role to play especially with 
respect to decisions to create new positions or decisions to eliminate or significantly modify existing positions 
(e.g., CAP maintains a prioritized list of desired additions to the faculty).  For staff, the appropriate participants 
include the appointing officer, the department head or other members of the department, and the Staff Council 
(especially in its capacity as custodian of the priority list of new staff hires which should be consulted during 
the position analysis). 
 
1.7.16.2 Job Description and Advertisement 
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Once the need for a position is determined via the position analysis, each position requires a job description 
authorized by the President. The specification of responsibilities and qualifications of a job description is one 
of the substantial outcomes of the position analysis, and becomes the basis for the position advertisement. 
The advertisement is drafted by the search committee, and the human resources designee ensures compliance 
with legal requirements. The appointing officer approves the advertisement. Staff position descriptions 
should be updated to include the relevant CUPA benchmark position number. 
 
1.7.16.3 The Search Committee 
The president will designate the appointing officer (normally the appropriate vice president) and appoint the 
search committee and its chair in consultation with the appropriate vice president. In the case of a faculty 
search, the appointing officer will be the Provost. In each search, at least one person from outside the 
department should be on the committee.  
 

Full-time Faculty Searches: The search committee will be composed of five to seven persons: three 
faculty members (at least one representing the department, and at least one from outside the 
department), one staff person, and one student. Representation from outside the department and 
outside the division may overlap.  

 
Part-time Adjunct Faculty Searches: The final responsibility for hiring adjunct faculty will rest 
with the Provost. Department chairs and/or the division chair will be asked to identify, contact, and 
assess prospective adjunct faculty and to make recommendations to the Provost. 

 
Full-time Staff Searches: The search committee will be composed of no less than four persons, 
including two staff members at least one representing the affected department or area of hiring, one 
faculty member, and one student. Non-exempt positions do not necessarily require a search 
committee. Staff leadership positions are defined as members of the President’s cabinet and 
Directors. 
 
Part-time Staff Searches: The search committee will be composed of the direct supervisor and 
department director for the area in which the vacancy exists.  

 
The appointing officer gives the committee a charge before the search begins.  The charge includes:  the 
character of the position, the tasks and role of the search committee, any limits of the search (internal vs. 
external), preferred time line, any legal concerns (affirmative action, equal opportunity), how the appointing 
officer will be involved, resources available to the search committee, and record keeping and correspondence 
related to the search.  The appointing officer should be present for the initial meeting of the search committee 
to deliver the charge, but not thereafter, unless specifically invited. The appointing officer may request 
additional meetings with the search committee when necessary or appropriate. 
 
The committee should keep minutes of its meetings (or at least a summary of its decisions) .  It is very important 
that the search committee keep its deliberations and information about candidates confidential. No information 
about the search committee deliberations should be shared with people outside the search committee. 
 
 
1.7.16.4 The Search 
The following decisions need to be made at the outset of a search: 
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1. Is an external search required?  The answer to this question depends on:  availability of candidates, 
timing, position level, affirmative action and other regulations, and executive preference. All 
vacancies should be advertised on campus. 

 
2. If an external search is pursued, decisions need to be made during the task analysis about advertising 

the position (what the advertising copy says and where it will appear). In the case of faculty hires, 
efforts should be made to announce the search through the most common source of academic 
positions such as The Chronicle of Higher Education and Higher Education Jobs, and “networking”. 
Networking done with the affirmative-action objectives in mind should be documented. Networking 
might include announcing the position through internet list serves, web sites, target phone calls, and 
church-related organizations.  All advertisements must meet the legal requirements relating to 
affirmative action and equal opportunity. The appointing officer approves the advertisement and a 
human resources designee places the advertisement. 

 
1.7.16.5 The Application 
All candidates must submit an updated resume, names of three to five references (with physical and e-mail 
addresses and phone numbers), and a cover letter.  The search committee can decide whether or not to 
require letters of reference on the basis of when it is customary in the field to do so. Candidates should be 
advised that we reserve the right to contact former and current employers and co-workers (unless they tell us 
not to). 
 

Faculty Searches 
The search committee should request letter from the candidate describing teaching philosophy, and a 
work sample (e.g., course syllabus). 

 
1.7.16.6 Screening Applications 
The committee may find it useful to have the major qualifications/expectations of the job on a check list and 
to ask each member to individually rate each candidate on the checklist before the committee meeting. The 
committee may establish a set of criteria to be used to screen the applicant pool, such as degree requirements 
and experience in a relevant field.  Applicants that do not meet the minimum, standard criteria, will not be 
given additional consideration. Discussion about the final ranking of the candidates may take more than one 
meeting. The results of the rating form might guide the committee’s discussion, but the committee’s 
judgment in the end is most important. Fin no alists should then be identified and cleared with the appointing 
officer before interviews are arranged. The appointing officer makes initial phone contact with the individual 
(to ensure continued interest in the position, gain permission to contact references and others identified in the 
resume, and to establish basic understandings about the nature of the position, matters of compensation and 
benefits, and so on).  Search committee members may conduct phone interviews with candidates on a short 
list and will check references typically by phone before the candidate is invited to campus. Those checking 
references are reminded that they may ask only questions that are directly relevant to job performance. The 
Search Committee will identify a short list of candidates to be invited to campus for interviews. See 
Appendix for guidance on performing reference calls and the information on Interviewing Do’s and Dont’s.. 
 
1.7.16.7 Interview Arrangements 
The Committee Chair should provide a human resources designee with information on who is coming, 
suggested interview/lecture times, who the Committee wishes to be included in the interview process, and 
specific sessions the Committee wishes to be held, etc.  A human resources designee will personally work 
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with the candidate to make scheduling arrangements, which include housing, transportation, and room 
reservations and the most desirable date for the interview.  A human resources designee will also set up and 
distribute interview schedules and handle all paperwork associated with the interview. Lunch and dinner 
interviews with candidates may be limited to one or two persons, except in the instance when lunch 
interviews are held in the Auxiliary Dining Room and participants may go through the line "on their own".  
 
Candidates are expected to make their own travel arrangements if they live within a commutable distance. 
Candidates who live more than sixty miles from campus will be reimbursed for airfare or their mileage at the 
College rate.   
   
1.7.16.8 Interviews 
The committee should agree in advance on what questions are to be asked. Only job-related questions can be 
asked. Questions and/or discussions about family members, religion, national origin or ethnic background, 
age, or marital status cannot be initiated by the committee. See Appendix 1G for appropriate interview 
questions. 
 
In addition to meeting with the search committee each candidate must meet with the President (as available), 
the department head, a human resources designee (who will explain the benefits package, pay schedules, 
starting dates and related subjects) , a representative from the work office, the appointing officer,  and the 
search committee chair (in the case of faculty) .  In addition, a campus tour and a tour of Carlinville should 
be arranged.  
  
Faculty Searches 
 In the case of faculty members a “teaching presentation (varying by discipline, e.g., a choral-directing 
session for faculty in music) will be required.  All faculty as well as students majoring in the department are 
to be advised of the time and place of the teaching presentation. It is expected that department and division 
faculty will make a particular effort to attend.  An effort will be made to find a “good time” for the 
presentation, but this can be difficult. Where appropriate, representatives of external key constituencies 
should be included in the interview and evaluation process.  
 
Staff Searches 
Candidates applying for certain leadership positions may be required to do a presentation on a specific topic 
related to their professional field. 
 
Candidates are guests of the College and should be hosted as we would any other guest.  Normally the 
department is responsible for the hosting function. If that is not possible, the appointing officer should make 
arrangements for the hosting function.  All candidates should be escorted to and from their appointment 
destinations throughout the campus. 
 
Efforts will be made to keep expenses low during the interview process.  Meals can be provided by food 
service, but when off-campus meals are arranged, they are to involve only one or two other persons besides 
the candidate 
 
1.7.16.9 The Appointment 
The search committee makes its final recommendation to the appointing officer. In the case of faculty, the 
recommendation may be with or without a specific ranking of up to three candidates. The appointing officer 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.ckppnkkikx6k
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(the Provost) may have a different ranking and choose a different final candidate from the committee’s 
recommendation. In the case that the appointing officer’s ranking or choice differs from that of the search 
committee, both rankings must be forwarded to the President. In the case of staff, the search committee gives 
an unranked recommendation of up to three candidates to the appointing officer. The appointing officer 
consults with the President who makes the final decision to hire or not. 
 
1.7.16.10 Offer Letter 
A human resources designee will create an offer letter, outlining the date of appointment, start date, title, 
salary, fringe benefits, length of term, work hours, reporting and supervisory responsibilities, and criteria for 
performance evaluation. 
 
Faculty Appointments 
The offer letter will include: title, salary, fringe benefits, exact start date and length of term, work hours, 
reporting and supervisory responsibilities, criteria for performance evaluation (granting of tenure), other 
expectations or conditions, such as the completion of a terminal degree. 
 
Staff Appointments 
The offer letter will include: title, salary, fringe benefits, exact start date and length of term, work hours, 
reporting and supervisory responsibilities, criteria for performance evaluation. 
 
1.7.16.11 Follow up 
After the appointment has been accepted and confirmed, unsuccessful interviewed candidates should be 
notified by the appointing officer, and should be informed by letter sent by the human resources designee 
thanking the candidate for their interest on behalf of the College. All applicants for the position should 
receive a letter or e-mail with thanks and notification of the completion of the process. All documents on 
applicants should be provided to the human resources designee responsible for proper retention or disposal of 
such materials.  
 
Checklist for Full-Time search and hiring process 
 
 Written resignation received from current employee or new position has been created. Position 

analysis identified the position description. 
 Approval to fill the vacancy has been given by the president. 
 The position description has been updated, as needed, and approved by the president. Staff positions 

require an equivalent CUPA #. 
 The president has designated an appointing officer, usually the vice president of the functional area or 

the provost in the case of faculty, and recommended a search committee.   
 The appointing officer has recommended the following search committee: 

Chair: ______________________ 
Faculty: ____________________ 
Staff: _______________________ 
Student: _____________________ 
Other(s): ___________________________________________________ 

 The search committee drafts the advertisement based on the position description and recommends 
placement locations for the ad. A human resources designee ensures appropriate legal compliance and 
places the ad. The appointing officer approves the advertisement. 
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 The appointing officer has met with the search committee to review the search procedures and establish 
a timeline for conducting the search.   

 The search committee has established rating criteria to use in the initial review of applications. 
 A human resources designee has provided the committee with access to the resumes and other 

application materials. 
 The search committee members have reviewed the pool and completed a rating form for each applicant, 

unless the applicants do not meet the previously established minimum qualifications. 
 The search committee has conducted phone interviews to narrow the pool to a short list of applicants.    
 The appointing officer has completed calls to each of the short-listed applicants and discussed the 

interview process, job expectations, salary, and benefits.  
 The search committee has identified a short list of applicants for reference calls.  
 The search committee has completed the reference calls, using the reference report. 
 The search committee finalized a short list of candidates to be invited for on-site interviews. 
 A human resources designee makes travel and interview arrangements with the candidates in 

consultation with the search committee. 
 A human resources designee has notified the committee and other interviewers of each candidate’s 

schedule and provided the interview evaluation form.   
 On-site interview(s) conducted. Search committee and other participants utilized candidate evaluation 

forms. 
 The search committee has met to decide and advance its final recommendation to the appointing officer. 

The appointing officer advances all final recommendations to the President who makes the final 
decision to hire. 

 The appointing officer extends an offer of employment, on behalf of the president, to the best 
candidate.   

 The candidate has accepted the offer, the terms of which have been provided to the human resources 
designee who creates an appropriate letter of appointment or hire, contractual materials, and other 
necessary hiring documents. 

 A human resources designee ensures that all employment documents are completed and that relevant 
search committee materials are properly stored or disposed of. 

 
 
1.7.16.12 Interim Hiring Policy 
"Interim" is a temporary assignment of position and duties to fill a vacant position at the college. Whenever 
possible, interim positions should be filled with current employees. If not possible, the Board of Trustees or 
the President may appoint an external person to fill the position. The external person would preferably have 
extensive knowledge of Blackburn.  

Once an interim is appointed, it must be followed by a search to fill the permanent position. An interim 
appointment does not guarantee that a permanent appointment will follow. The interim appointment should 
not exceed one calendar year. The President, in consultation with the Vice President/Director of the 
appropriate area, may recommend an internal search to fill the permanent position. An internal search is 
defined as a search that is advertised within the Blackburn community and for which only current 
employees may apply. If that search does not result in a permanent appointment, an external search will be 
held. If the internal and external searches do not result in a hire, the current interim can be offered an 
extension while a new search is conducted.  

Revision 1-10-2024 
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1.8  Benefits 
1.8.1 Relocation Expenses 
Blackburn College will reimburse one-half of approved household moving expenses (up to a total 
reimbursement of $1,000.00 for physical residence moves 500 miles and under and up to a total 
reimbursement of $1,500 for physical residence moves 501 miles and over) to full-time employees moving 
into the area. Such expenses must be incurred within 18 months of the commencement of employment. 
Expenses will be limited to actual documented (receipts, invoices, etc.) costs; reimbursement for the use of 
personal vehicles will be limited to the cost of fuel purchased in the course of the move. Reimbursement 
requests are to be submitted to the Human Resources Office, using the form provided by that office. 
 
1.8.2 School Visitation Rights Act 
Under the School Visitation Rights Act, 820 ILCS 147/1-49, of July 1993, employees have the right to take 
up to eight hours of unpaid leave in each school year to attend school conferences or classroom activities 
involving their children. If employees have questions regarding their rights under this law, please contact the 
Vice President for Administration and Finance. 
 
There are several conditions: 

• Employees are not entitled to more than four (4) hours of school visitation leave on any single day; 
• Employees are entitled to the leave only if the conference or classroom activity cannot be scheduled 

during non-working hours; 
• Before school visitation leave is available, employees must first have exhausted all accrued vacation 

leave (when eligible for paid vacation days); 
• Employees must give at least seven days’ advance notice to their supervisor, although 24 hours will 

suffice in case of an emergency; 
• Employees are required to consult with their supervisors about scheduling the leave to avoid 

disrupting normal operations; 
• School visitation leaves are unpaid, but when possible, you may be given the opportunity to make up 

the leave time on a different day as long as the make-up time is made during the same pay week; 
• Employees may be asked to submit verification of the school visit. The school administrator can 

provide verification for this purpose. When required, such verification must be submitted within two 
days after the visit. Failure to provide required verification may result in standard disciplinary 
procedures that apply to unexcused absences; 

Employees' request for School Visitation Leave must be submitted in a handwritten or e-mailed request to 
their supervisor. 
 
1.8.3 Jury Duty 
When a full-time employee is called for jury or witness service, the person shall be granted a paid leave less 
any pay received from the court for the performance of these duties. The time absent from work will not be 
deducted from time allowed for vacation or sick days. The employee must notify their supervisor or 
department head of their dates of required service. 
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1.8.4 Military Leave 
Employees should notify their supervisor immediately after notification of orders for active duty. A copy of 
the military notice or orders should be submitted to your department head. Upon return from such leave, the 
employee should be offered back the original position and/or one of similar type at a pay raise equal to the 
cost of living index since the employee left. 
 
Employees who belong to the National Guard or reserves will be allowed to take time off from their 
employment duties to attend training seminars scheduled by the National Guard or Reserves. When the 
employee has any choice as to the time of service, the employee should request a time that will be favorable 
to the needs of the College. 
 
Military Leave is unpaid unless the employee chooses to use any unused vacation time. 
 
1.8.5 Family and Medical Leave  
In compliance with the federal Family and Medical Leave Act (FMLA) of 1993, the College will grant a 
leave of absence to any eligible employee: 

1. For the birth of a child or placement of a child for adoption or foster care; 
2. To care for an immediate family member with a serious health condition (“Immediate family 

member” in this policy only includes the employee's spouse, child, or parent. The term “parent” does 
not include a parent "in-law." The term “child” refers to a son or daughter. However, it does not 
include sons or daughters "in-law." It also does not include a son or daughter over the age of 18 
unless they are "incapable of self-care" due to mental or physical disability that limits one or more of 
the "major life activities."); 

3. To take medical leave when the employee is unable to work because of a serious health condition. A 
serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves: 
o Any period of incapacity or treatment connected with inpatient care (i.e., an overnight stay) in a 

hospital, hospice, or residential medical care facility; or 
o A period of incapacity requiring absence of more than three calendar days from work, school, or 

other regular daily activities that also involves continuing treatment by (or under the supervision 
of) a health care provider; or 

o Any period of incapacity due to pregnancy, or for prenatal care, or 
o Any period of incapacity (or treatment thereof) due to a chronic serious health condition (e.g., 

asthma, diabetes, epilepsy, etc.); or 
o A period of incapacity that is full-time or long-term due to a condition for which treatment may 

not be effective (e.g., Alzheimer's, stroke, terminal diseases, etc.); or 
o Any absence to receive multiple treatments (including any period of recovery therefrom) by, or 

on referral by, a health care provider for a condition that likely would result in incapacity of more 
than three consecutive days if left untreated (e.g., chemotherapy, physical therapy, dialysis, etc.). 

 
o Depending on the condition, leave may be granted on a continuous, intermittent, or reduced 

schedule basis according to a doctor's leave specifications on the required medical certification. 
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To be eligible for family or medical leave, an employee must be employed at the College for at least 12 
months and have worked at least 1,250 hours during the preceding 12 months. The maximum time allowed 
for family or medical leave is a total of 12 weeks in a 12-month period. The 12-month period will be counted 
from the start of the first day of any FMLA leave (a rolling 12-month period). Employees should contact the 
Office of the President regarding questions about eligibility or available FMLA leave. 
 
Whenever possible, employees must notify the Office of the President at least 30 days prior to the leave so 
Blackburn can arrange for the necessary approval and find someone to perform the employee’s work during 
the employee’s absence. The employee is required to submit sufficient information so the College can 
reasonably determine if the leave request is for FMLA purpose. Medical certification to support a request for 
leave because of a serious health condition is required within 15 calendar days.  
 
While an employee is on FMLA leave, the employee must contact the Office of the President to report the 
status of their situation and intent to return to work. Certification of fitness for duty may be required prior to 
the employee’s return to work. Failure to return to work on the day after the expiration of leave can result in 
termination of employment. 
 
Employees must use any earned vacation and/or paid leave in conjunction with any family and medical 
leave. Family and medical leave begins on the first day missed, regardless of whether any of the time missed 
is covered by a form of paid leave. A family or medical leave of absence is without pay when paid leave and 
vacation are exhausted.  
 
Any absence for FMLA purpose, whether paid or not (including absences paid by worker's compensation), 
will automatically count against the employee’s 12-week FMLA allowance, if the employee is otherwise 
eligible and has not exhausted his/her allowance. If there is a question about whether an absence should have 
been counted as FMLA leave and was not or an employee would like to appeal any decision regarding this 
issue, they should contact the Office of the President. 
 
If applicable, the College will continue to provide health insurance benefits for employees on family and 
medical leave on the same terms as such benefits are provided to other employees.  
 
Under normal circumstances, employees returning from family or medical leave will return to their former 
position or an equivalent position. 
 
This is only a summary of the policy. For more information, employees should contact the Director of 
Human Resources. 
 
1.8.6 Victim Leave Policy 
In order to comply with the Victim's Economic Security and Safety Act, Illinois Public Act 93-591, the 
College will allow up to 12 weeks of unpaid leave to employees who are victims of domestic or sexual 
violence or family members who are victims of such violence.  
 
Valid reasons for requesting such leave include:  

• To seek medical attention for, or recovery from, physical or psychological injuries caused by 
domestic or sexual violence; 

• To obtain services from a victim services organization; 
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• To obtain psychological or other counseling; 
• To participate in safety planning, to temporarily or permanently relocate, or to take other actions to 

ensure the safety of the employee from future domestic or sexual violence or to ensure economic 
security; 

• To seek legal assistance or remedies to ensure the health and safety of the employee, including 
preparing for or participating in any civil or criminal legal proceeding related to or derived from 
domestic or sexual violence. 

 
Employees may also take such leave to help a family or household member who is a victim of domestic or 
sexual violence. Employees are entitled up to 12 weeks of such leave during a rolling 12-month period and 
are entitled to take leave with at least 48 hours’ notice. When applicable, this leave will be taken in 
conjunction with FMLA leave. Thus, no employee will be allowed more than 12 weeks leave during a rolling 
12-month period for a reason that falls under both leave policies concurrently. An employee is required to 
use all paid time off in conjunction with the 12 weeks prior to commencement of unpaid leave. Employees 
are required to provide certification that leave is for a qualifying reason. 
 
Employees who take such leave are entitled to be restored to the same or an equivalent position with 
equivalent benefits, pay and other terms and conditions of employment after the completion of the leave as 
long as the leave does not extend beyond the 12 weeks. An employee shall retain all benefits accrued prior to 
the date the leave commences. However, employees will not be entitled to accrue seniority or additional 
employment benefits during the leave. The employee is also entitled to continued health insurance during 
any period of leave on the same terms and conditions as if the employee remained continuously employed. 
Employees will need to pay the College the employee’s portion of the insurance during each payroll cycle in 
order to keep the policy in force. 
 
If an employee fails to return from leave, the College will require the employee to pay the premium the 
College paid for health insurance during their leave, provided the reason the employee has not returned does 
not include the continuation, recurrence, or onset of domestic or sexual violence or other related 
circumstances beyond the control of the employee. The College will require certification of such reasons to 
release the employee from this financial obligation. 
 
1.8.7 Retirement Plans 
1.8.7.1 Blackburn Retirement Plan 
Employee contributions are made through payroll deduction, and may be deducted before application of 
federal or state income tax, at the employee’s election. The plan is funded through Teachers’ Insurance 
Annuity Association and Colleges Equities Retirement Fund (TIAA-CREF), which has a number of 
investment opportunities from which to choose. 
 
Eligibility 
All full-time employees of the College who have completed one year of full-time service to the College may 
participate in the Blackburn Retirement Plan. New employees who have come to Blackburn from 
employment at another College may receive credit for full-time service at that institution. 
 
Contributions 
The employee contributes an amount equal to 2.5% of their gross salary, while the College contributes 5% 
for a total contribution equal to 7.5% of the employee’s gross salary. 
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1.8.7.2 Supplemental Retirement Annuity (SRA) 
Employee contributions to SRA are made through payroll deduction on a pre-tax basis only; the College 
makes no contribution. The plan is funded through TIAA-CREF. All employees may participate in the SRA 
without regard to full/part-time status, length of service, or participation in the Blackburn Retirement Plan. 
 
1.8.8 Insurance and Income Continuation Insurance Coverage 
1.8.8.1 Workers’ Compensation Insurance 
Workers’ compensation is a mandated benefit paid entirely by the College. It provides for payment of 
medical expenses and partial lost wages resulting from injuries or illnesses suffered as a direct result of an 
on-the-job employment-related incident. All employees of the College, including students, are covered by 
Workers’ Compensation Insurance for injuries they may receive while working for the College. 
 
On-the-job injuries should be reported to the employee's supervisor, even if the injury does not require 
medical treatment. An approved incident report should be filed with the person designated as the coordinator 
for Workers’ Compensation claims (currently, the Physical Plant Coordinator). 
 
Personnel who are unable to resume their regular duties due to employment-related injuries may be assigned 
alternative duties (as possible, with the permission of the attending physician) until able to resume regular 
duties. 
 
In compliance with Illinois House Bill Number 3528, addresses and phone numbers are provided in 
Appendix 1C. 
 
1.8.8.2 Group Health Insurance Plan (GHIP) 
The College provides a voluntary GHIP through a commercial insurance carrier as a non-mandated voluntary 
benefit available to eligible employees. Only full-time employees are eligible to participate in Blackburn 
College’s GHIP(s). 
 
Three GHIPs are offered; eligible employees may choose any of the plan options. The plans are a PPO low 
deductible plan, an EPO mid deductible plan, and a HSA high deductible with a Health Savings Account 
option. 
 
Effective January 1, 2006, Domestic partners may be covered under an eligible employee's GHIP if certain 
criteria are met. [Questions about this benefit may be addressed to Matt Dowland at Dowland Financial, 854-
9213.] 
 
To select GHIP coverage, eligible employees must complete enrollment forms both with the HR Office and 
through the Board of Pensions Online Portal during the first 30 days of employment. If GHIP coverage is not 
selected within the first 30 days of employment; coverage may not be initiated until the next open enrollment 
period, unless there is a qualifying event such as a change of family status. 
 
Under federal law, pre-existing medical conditions may not be covered by the GHIP for up to one year 
unless the employee can provide proof of coverage under another health insurance plan immediately prior to 
commencement of coverage under Blackburn’s GHIP. 
 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.77o1l16179r5
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.77o1l16179r5
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When both spouses of a legally married couple are employed by the College, and both are otherwise eligible 
to participate in the GHIP, each may enroll as a “single” participant. However, if “family” (or “employee and 
spouse”) coverage is chosen, only one of the couple may enroll as the eligible employee; the other will be 
covered under the plan as a spouse. Generally, the person whose birthday falls earlier in the calendar year 
will enroll as the eligible employee; the other will be covered as a spouse. 
 
Effective January 1, 2019, Blackburn College Employee Health Plans will no longer permit working spouses 
with available ACA compliant employer sponsored coverage to be covered on the Blackburn College 
Employee Health Benefit Plans. Employee Spouses who do not have available coverage will need to 
complete a Working Spouse Affidavit prior to the end of open enrollment period in order to continue on 
Blackburn’s plans. 
 
Visit the HR Office for a summary of benefit levels, premium rates, broker, forms, and other information 
about the current GHIP. 
 
1.8.8.3 Other Health-Related Insurance 
Cancer, dental, vision, and long-term and short-term care insurance are offered on a voluntary basis through 
payroll deduction. The College makes no contribution. 
 
1.8.8.4 Supplemental Health Insurance Premium for Retirees 
The College will pay a 50% contribution for a basic individual supplemental health insurance premium for 
retirees who have served the College for at least 15 years. The participating retirees will pay the remaining 
50% of the premium. 
 
See the College Business Office Manager for more information. 
 
1.8.8.5 Health Care Continuation 
Medical Plan coverage is available to certain persons who are no longer otherwise eligible to participate in 
the organization's group health plan due to termination of employment, dissolution of marriage, dependent 
age limit, etc.  
 
Visit the HR Office for more information. 
 
Medical Plan participants should notify the Business Office of any changes in personal or family situations 
that may affect an employee’s or dependent's eligibility for coverage.  
 
Employees whose Medical Plan coverage is ending may enroll in medical continuation coverage for 
themselves (and their eligible family members). This coverage is available for a limited time and the College 
does not pay anything toward the cost of this coverage. 
 
Surviving and former covered spouses, children losing their eligibility status, and employees who retire 
before they are Medicare-eligible also may be eligible to enroll in medical continuation coverage. 
 
To enroll in or waive medical continuation coverage, return the completed Medical Continuation Enrollment 
or Waiver form to the Board of Pensions within 60 days of the event that caused coverage to end. If enrolling 
for coverage, include the initial monthly payment for coverage. The Board of Pensions provides the Medical 
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Continuation Enrollment or Waiver form when employment/Medical Plan eligibility ends. Current monthly 
rates for medical continuation coverage are available at pensions.org. The College does not contribute to the 
cost of medical continuation coverage. The Board of Pensions will send a monthly invoice to the employee 
(or former covered spouse, former covered child, etc.) for the cost of medical continuation coverage.  
 
Medical continuation coverage for terminated employees typically lasts up to 18 months. Former spouses, 
and children who lose their eligibility at age 26 (or later, if disabled), may elect medical continuation 
coverage for up to 36 months. 
This medical continuation coverage from the Board of Pensions is based on special rules that apply to plans 
sponsored by churches and church-related entities and is not subject to federal rules governing COBRA 
coverage.  
 
1.8.8.6 Section 125 
This program allows the participant to elect to pay group health, life, and disability insurance premiums, 
and/or set aside funds for unreimbursed medical and child care expenses before application of federal or state 
income tax, at the employee’s election. This can amount to substantial tax savings for participants. 
 
See the College Business Office Manager for more information. 
 
Participant eligibility requirements are the same as for the group health coverage. 
 
All funds set aside must be through payroll deduction. Funds set aside must be used during the calendar year 
and claimed by March 1 of the following year or they will be forfeited. 
 
Participants can enroll only during the enrollment period in December of each year, or for new employees, 
during the first month of employment. 
 
By IRS regulations, this is an irrevocable annual election, unless there is a change in family status. 
 
1.8.8.7 Life Insurance 
The College offers a $15,000 voluntary term life insurance plan to full-time employees. The premium is paid 
one-half by the College and one-half by the employee through payroll deduction. Additional employee life 
insurance coverage and spouse and/or child insurance may be purchased by payroll deduction through 
alternative plans offered by the College; however, the College makes no contribution to premiums for such 
coverage. 
 
Visit the HR Office for more information. 
 
1.8.8.8 Disability Insurance 
Voluntary short-term and long-term disability insurance plans are available. All full-time employees with 
one year of service to the College are eligible to participate. New employees who have come directly to 
Blackburn from employment at another College, and who participated in a disability insurance program 
there, may be eligible to participate immediately. Premium rates vary with the employee’s income and are 
paid by the employee through payroll deduction. The College makes no contribution. 
 

http://www.pensions.org/what-we-offer/benefits-guidance/medical-benefits/Medical-continuation


 

100 
 

After a period of 6 months of disability, a monthly income benefit provides for a portion of the employee’s 
salary to be paid through the remaining disability period. If the disabled employee also participates in the 
Blackburn Retirement Plan, contributions to their retirement plan will continue through the disability period 
or until age 65, when the disability benefits discontinue and retirement benefits can begin. 
 
For further information regarding Disability Benefits, see the Human Resources Office. 
 
1.8.9 Social Security 
All Blackburn College personnel are covered by the Federal Social Security Act. This means that deductions 
are made from each paycheck and these are matched by an equal contribution from the College. The total is 
credited to the employee's social security account. For details on the salary levels covered and the percentage 
deducted, consult the Vice President of Administration and Finance. This is a mandated benefit. 
 
1.8.10 Unemployment Compensation 
Unemployment compensation is a mandated benefit, paid entirely by the College. It provides persons who 
have been terminated under certain conditions with a weekly benefit through the State of Illinois for a limited 
period of time. 
 
As a not-for-profit organization, Blackburn College has chosen to make no regular unemployment tax 
payments to federal or state unemployment funds. Instead, the College makes payments only when 
unemployed former Blackburn employees receive benefits through the state. The state then bills the College 
for the full amount of the claim paid to the unemployed person.  For more information, contact: 
Illinois Department of Employment Security 
 116 South Plum, Carlinville, IL 62626 
  (217)854-6115 
 
1.8.11 Waiver of Tuition for Employees, Their Spouses and Dependent Children 
1.8.11.1 Full-Time Employees 
Blackburn College will waive the cost of tuition for full-time employees, their spouses, and dependent 
children who attend classes at the College with the following restrictions: 

• A dependent child is defined as a child who is a dependent of the employee by Internal Revenue 
Service rules at the time of attendance; 

• If tuition is waived while the employee is on leave of absence and the employee does not return to 
full-time service to the College, the waived tuition becomes a charge to the employee due and 
payable to the College; 

• The student must apply for any state and/or federal grants through the Financial Aid Office in a 
timely manner. Failure to apply in accordance with standing financial aid policies for filing will result 
in full tuition being charged to the student; 

• The tuition waiver pays tuition charges that are not covered by a combination of Pell grants, MAP 
grants, and other outside grants and scholarships (state, federal, etc.); Work Program tuition credits; 
and Blackburn Merit Scholarships/BC Scholarships. If a combination of grants and scholarships from 
outside sources and from Blackburn results in overpayment of tuition, the overpayment may be 
applied to student activity fees and/or room and board charges, or be refunded to the student; 

• Other costs of attendance not paid for under the previous bullet (books, student activity fees, room 
and board charges, etc.) will be the responsibility of the student. Loans may be available for those 
charges. 
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1.8.11.2 Part-Time Employees 
Part-time employees may also receive tuition waivers for themselves, their spouses, and/or their dependent 
children. Waivers will be proportional to the employee's service, i.e., a one-half time employee could receive 
6 credit hours (1/2 time) of waived tuition. The same restrictions apply as above. 
 
1.8.11.3 Death of Full-Time Employee 
In the event of the death of a full-time Blackburn employee who has ten (10) years or more of continuous 
full-time service with the College, the College will waive the cost of Blackburn College tuition for the 
deceased employee’s dependent children and legal spouse as follows: 

• A child(ren) must be a dependent at the time of the death of the eligible employee. Tuition may be 
waived for that child(ren) for a period not to exceed five (5) years, or until the child(ren) reaches the 
age of 23, or until the child(ren) has earned a College degree, whichever occurs first; 

• Tuition will be waived for a legal spouse for a period of five (5) consecutive years commencing with 
the first term following the date of the employee’s death or until the spouse has earned a College 
degree, whichever occurs first. Restrictions listed in the Full-Time Employee section also apply. 

 
1.8.11.4 Dependent Children 
Dependent children of full-time employees may also be eligible to participate in either of two tuition 
exchange programs: Presbyterian Colleges program or the Council of Independent Colleges (CIC) program.  
Dependent children are defined in the full-time employee section above; some other restrictions may also 
apply. See the College's Financial Aid Administrator for details. 
 
 
1.8.12 Paid Leave for All Workers Act 
In March 2023, the Illinois Governor signed the Paid Leave for All Workers Act into law to mandate that all 
employees receive a certain minimum amount of paid time off to be used for any reason. This new Act will 
take effect as of January 1st, 2024. Blackburn College has adopted the following policy to ensure compliance 
with this Act: 
 
1.8.12.1 Full-Time Staff 
The first 40 hours of paid sick leave used in each year will be treated as leave under the Paid Leave For All 
Workers Act and will be subject to this Policy and to the Act, to the extent that they differ from the College’s 
Sick Leave policy. This means that up to 40 hours of paid sick leave may be used for any reason at the 
employee’s discretion each year, without the need to provide medical certification or other supporting 
documentation. 

• All additional paid sick leave beyond the first 40 hours per year will be subject to the College’s 
existing policy and procedures related to the use of sick leave.  

• For additional information regarding the vacation time and sick time policies, please go to sections 
3.4.4 and 3.3.1.16 of the Employee Handbook.  

1.8.12.2 Full-Time Faculty and Coaches 
Full time Faculty and Coaches will receive 40 hours of Paid Time Off (PTO) under the Paid Leave For All 
Workers Act, at the start of every calendar year, that can be used for any reason. PTO will not carry over 
from one calendar year to the next 

• PTO cannot not be cashed out or paid out.  
• The PTO can only be used during your normal contract or offer letter employment period. 
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• The front-loaded PTO will be prorated if an employee starts midway through the year.  
1.8.12.3 Adjuncts and Assistant Coaches 
Adjuncts and Assistant Coaches will receive 40 hours of Paid Time Off(PTO) per calendar year under the 
Paid Leave For All Workers Act. 

• PTO will not carry over from one calendar year to the next 
• PTO cannot be cashed out or paid out.  
• The PTO can only be used during your normal contract or offer letter employment period. 
• The front-loaded PTO will be prorated if an adjust employee is only scheduled to work for one 

semester.   
1.8.12.4 Hourly Staff 
Hourly staff will accrue PTO under the Paid Leave For All Workers Act at a rate of 1 hour of PTO for every 
40 hours worked. This policy will not apply to short-term employees and contractors as defined in the Paid 
Leave for All Workers Act. 

• Hourly employees can carry over PTO from one calendar year to the next. However, no more than 40 
hours of accrued PTO may be used in a single calendar year.  

• PTO cannot be cashed out or paid out.  
• Students 
• Students in the work program are not considered covered employees under this act. As such, students 

in the work program will not be eligible to accrue PTO. 
• Summer Seasonal Student Workers 
• Pending additional clarification from the State and from legal counsel  

1.8.12.5 Other Key Provisions 
Employees may take leave under this policy for any reason of their choosing. Employees are not required to 
provide a reason or supporting documentation for this leave. If use of leave is foreseeable, the employee must 
provide 7 calendar days’ notice before the leave is to begin. If use of the leave is not foreseeable, the 
employee must follow the College’s established procedures for reporting unplanned absences. Requests for 
time off may be made orally, in writing, or via eSelfServe. Oral and written requests should be directed to the 
employee’s direct supervisor and Human Resources.  
 
Requests for sick leave, vacation, or any other leave beyond the leave provided under the Paid Leave For All 
Workers Act will remain subject to the College’s existing policies and procedures.  
Contact Marshall Petty, Director of Human Resources if you have any questions regarding this policy.  
 
 
1.9  Other Employment Policies 
1.9.1 Access to Employee Personnel Files 
Upon reasonable written notice, all faculty and staff shall have access to their personnel files retained in the 
Office of the President within 7 business days. This request can be made up to twice per academic year. This 
right to access excludes letters of reference provided on a confidential basis. 
 
1.9.2 Resignation 
A faculty member who does not plan to continue their services at the College for the succeeding year is 
asked to notify their department chair and the Provost of the College as soon as possible. Generally, the 
expectation is the prior academic year for a faculty member not returning in the upcoming academic year.  
An official letter of resignation must be sent to the President. 
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A staff member who does not plan to continue their services at the College is asked to notify their supervisor, 
the Director of Human Resources, and the Provost or President of the College (as appropriate) as soon as 
possible. Generally, the expectation is two weeks minimum. An official letter of resignation must be sent to 
the President. 
 
1.9.3 Volunteer Policy 
The purpose of this policy is to provide clarity of the role of those who are appointed to act as volunteer 
workers for Blackburn College. Volunteer applicants must complete and submit to the President’s Office the 
Volunteer Application Form and Background Check Authorization (See Appendix 1I).  Once approved, each 
volunteer will receive an official letter of appointment from the President of the College. That letter must set 
forth the following terms and guidelines: 
 
Volunteers: 

• Will work for a specific term; 
• Receive no salary or benefits; 
• Will be provided with a shared space to do the assigned work and access to a telephone and a 

computer (if the position requires these amenities); 
• Receive a faculty/staff parking permit for their personal vehicle; 
• Will be covered by the College's liability and workers' compensation insurance as long as they are 

acting within the scope of their duties as a volunteer when the occurrence takes place; 
• Are recognized as an agent of the College and for that reason must abide by all College policies, 

regulations, and practices, including such things as being approved as a driver, if they are going to 
operate any College motor vehicle while conducting College business; 

• Will be provided copies of all relevant College handbooks; 
• Must not make arrangements with other entities on behalf of the College or engage in development 

work without discussing (and receiving approval for) such proposed arrangement(s) with the Director 
or Chair of the department under which the volunteer is working as well as with the President or 
Provost (and the Vice President for Development and Public Relations as appropriate) before any 
action is taken. 

 
Each volunteer's charge letter must contain the following: 

• The name of the person or persons to whom the volunteer will directly report; 
• A detailed and comprehensive list of tasks and requirements the volunteer will assume. 

 
1.9.4 Professional Internship Policy 
At Blackburn College, professional internships are working situations in which an individual who has 
already completed at least a baccalaureate degree at an accredited institution commits to full or part-time 
work for a period of time of no more than one semester or one academic year, during which they will 
typically receive nominal compensation. The purpose of such an internship is to provide the intern with 
substantial hands-on experience in their field of professional endeavor and aspiration.  
 
All policies governing the conduct of employees and agents of the college pertain to interns.   
 
A formal plan must be prepared for professional learning and development, including plans for mentoring, 
specific learning goals and evaluation of the same, and long-term career direction and placement assistance. 
The plan must be signed off on by the supervisor, the intern, and the Provost, each of whom will maintain a 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.f2d14fz919sk
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copy of the plan in their files. Upon completion of the internship, an exit interview will be conducted.  The 
purpose of the interview will be to review the progress and outcomes of the internship. 
 
Professional interns who agree to a full-time internship experience will be offered a total compensation 
arrangement consistent with prevailing norms at peer institutions, and will not be eligible for benefits 
available to full time employees. 
 
Time commitments for tasks to be completed by professional interns will not exceed 40 hours per week for 
full time interns. 
 
Internships will be reviewed at the end of each semester. At the end of the first semester, a long-term 
recommendation may be made for renewal of the internship up to a maximum of four consecutive academic 
semesters. 
 
Offices wishing to set up such internships must prepare a written statement of the purpose, benefits, costs 
and how they will be managed within existing budget resources, and the expected duration of the internship.  
This statement must be submitted to the Office of the President. The President, in consultation with the 
Office of the President Staff, will approve or deny such requests.  
 
1.10 Campus Facilities, Services, and Routines 
1.10.1 Use of College Facilities and Buildings 
Scheduling College rooms and facilities for special meetings or activities needs to be arranged through 
Auxiliary Services (see handbook section 1.11.4.3) 
 
Notice of all activities including athletic and cultural events, conferences, guest lectureships, exhibitions, 
music programs, meetings, etc., should be registered on the College’s master activities calendar by 
contacting Auxiliary Services and by filling out an event registration form  (see Appendix 1E). It is important 
to assure that the master activities calendar is up-to-date in order to avoid schedule conflicts.  The campus 
calendars and event form can be found on the shared (s) drive under Administrative, Bookstore, Public. 
 
Auxiliary Services Office can be found in Demuzio Campus Center in the Bookstore/Mailroom, phone ext. 
5577. 
 
1.10.2 Lumpkin Library and Student Success Center  
During campus holidays and the summer months, Lumpkin will be open for faculty and staff use on a limited 
schedule as posted at the Library. 
 
Faculty and staff members are requested to sign out library books and periodicals for their use. While 
customary time restrictions do not apply except in special circumstances, faculty members should expect to 
receive and honor requests for return of materials, which the students or other faculty need. Faculty members 
wishing to order books for their department should place their orders with the Librarian. 
 
The Student Success Center provides a variety of resources to support students and help them be successful, 
including: 

• Mental health counseling 
• Disability Services (see handbook section 1.7.5) 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.ehwyptyvceu3
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• Holistic success coaching 
• Subject tutoring (provided through a partnership with Academics) 
• The Writer’s Block 
• Library assistance and research support 
• Workshops and other programing related to student success and retention 

 
Faculty and staff are encouraged to refer students to the Student Success Center for any of the above 
resources except Disability Services (students must self-disclose in order to seek accommodations and 
support from Disability Services). Questions about any services or resources offered should be directed to 
the Director of the Student Success Center.  
 
1.10.3 Student Absence from Class and Work 
The College may grant excused absences for certain co-curricular and extra-curricular activities. Field trips 
involving students who would be absent from other classes are to be arranged through the Provost. Students 
are not to use their personal cars for transportation on official field trips, since the College cannot be insured 
against liability in case of accident. 
 
The Provost is to be notified of field trips or any events requiring students to miss class or work assignments 
during the first 10 days of class each semester. Dates, location, and names of participants are to be included 
in the notification. This confirmation becomes the basis for the official notices issued by the Provost.  
 
1.10.3.1 Rationale 
The faculty and administration of the College have recognized the value of permitting individuals and groups 
of students to participate in activities, which enrich their education and their overall College experience.  
Historically, the College policy for absences, which are officially excused, has embraced a variety of events 
including course-related field trips, sports competitions, course-related performance groups, and functions 
where students officially represent the College. Officially excused absences are those, which have been 
formally scrutinized by appropriate staff or faculty and have further been approved by the Provost. 
 
It is inevitable that there will be conflicts between class schedules, Work Program schedules, and schedules 
for co-curricular and extra-curricular events. The College’s primary purpose is to deliver the curriculum.  In 
recognition of the primacy of the curriculum, the College has created guidelines to determine what activities 
will be officially excused. 
 
1.10.3.2 Athletic Competitions 
In the case of athletics, the Athletics Committee has had as its long term charge the responsibility of 
approving all sports practices and competitions. Therefore, all proposed sports schedules must conform to 
committee guidelines which set forth the number of practices and competitions, distances for travel and 
itineraries. Coaches must submit their proposed schedules each semester. With the exception of emerging 
sports, scheduling is usually done two years in advance. Itineraries are refined in the semester preceding 
competition. Some outdoor competitions will be affected by inclement weather. On these occasions, last 
minute changes will occur that produce other conflicts. Coaches are obligated to notify the faculty of 
emergency changes. The Director of Athletic Programs and/or Athletics Committee will evaluate all 
proposed changes in the schedule prior to their publications. At the beginning of each sports season, the 
faculty, under the signature of the Provost, is provided with a team roster and a schedule of competitions. 
Since it is not known at the beginning of the season whether or not a team will qualify for the conference 
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tournament, those games are not put on the schedule of competitions. However, if a team qualifies for a 
conference or national tournament, the team members are to be given an excused absence to participate in the 
competition. Limited competition is allowed in the nontraditional season, with no missed classes. In the fall 
golf schedule, no more than four single-day competitions may result in missed class time. 
 
1.10.3.3 Course-Related Trips and Performances 
Faculty who require students to participate in field trips and performances that will cause conflicts with the 
class schedule, must first receive approval of their academic division. The Provost will evaluate and approve 
recommendations received from the division chairs. Once approval is granted, the Provost will issue an 
official excuse statement. 
 
1.10.3.4 Official College Representation at Non-Course Related Non-Athletic Events 
When students are selected to represent Blackburn College in an official capacity, (i.e., Work Program 
conferences, meeting with government officials, alumni functions, etc.) that takes these students out of class, 
the sponsor of that event must request of the Provost to grant an officially excused absence. Once approval is 
granted, the Provost will issue an officially excused statement. 
 
1.10.3.5 Student and Faculty Response to Officially Excused Absence Statements issued by the Provost 
In all of the above instances, students are obliged to inform their instructors and work supervisors of 
upcoming absences. Within the first ten calendar days of the semester, it is the student’s responsibility to 
notify the instructor of all classes to be missed due to officially recognized co-curricular and extra-curricular 
activities. If the instructor believes the number to be excessive or the placement is detrimental to the 
student’s course performance, the instructor may appeal to the Provost for problem solving. Students are 
responsible to complete all work associated with classes they may miss. Faculty and supervisors, in turn, are 
obligated to make arrangements with the student to complete missed work, including examinations. 
 
1.10.4 Work Requisitions 
Requests for repair to physical facilities should be submitted to the Physical Plant Office using the School 
Dude system and not via email or phone. Direct communication to Physical Plant Supervisors regarding 
work orders will not be accepted. Emergencies relating to health, safety, or major damage to physical 
facilities should be reported by telephone to the Physical Plant Office. See section 1.11.5 for Physical Plant 
contact information and Appendix 1J for School Dude instructions.  
 
1.10.5 Public Relations 
Faculty and staff should approach the news media through the Public Relations Office rather than making 
direct contact with news personnel to enable that office to maximize press coverage for any given news item. 
 
Drafts of all releases and features are to be sent to the Public Relations Office for editing and distribution. 
Absolutely no material will be released to any media except by the Public Relations Office. The Public 
Relations Office will not process any draft release unless every page is signed by the Athletic Director or the 
appropriate coach to show their knowledge and approval of its content. 
 
Faculty and staff are encouraged to keep the Public Relations Office informed of topics on which they could 
present talks to organizations and service clubs, etc. 
 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.utx47ldwrbnt
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.utx47ldwrbnt


 

107 
 

1.10.6 Advisors of Student Organizations 
All student organizations and clubs, including class organizations, require a faculty advisor or sponsor. 
Names of faculty advisors or sponsors are to be submitted to the Student Life Office annually. The Student 
Life Office is to issue an official list of clubs and organizations, their officers, their faculty advisor or 
advisors, and information on time and place of meeting by September of each academic year.  
 
1.10.7 Smoking 
The Blackburn campus has been designated a smoke-free campus with the exception of individual residence 
hall rooms and faculty/staff offices with the doors closed except when an entire building has been designated 
tobacco-free. Smoking is not allowed in residence hall parlors, hallways, restrooms, or other public areas. 
Smoking is allowed outside campus buildings. 
 
1.10.8 Persona Non Grata Policy  
Persona non grata (“PNG”) status shall be given to an individual internal or external to the Blackburn 
College campus who has exhibited behavior that has been deemed harmful to the Blackburn College 
community and is no longer welcomed on campus or specified campus locations. 
 
The Director of Campus Safety has full authority to execute PNG notices to any person (student or non-
student) who poses a safety risk and/or threat to the community. The President, Provost, and Dean of 
Students also have full authority to execute PNG notices. 
 
Notification of PNG Status 

1. Notification shall occur at the first opportunity by the best means possible and shall include full 
explanation and meaning of the status. The effective date, purpose of the restriction, code 
violation, and individual’s descriptive data will be included on the notice. 

2. Notification shall, when possible, be acknowledged by the individual’s signature. If not 
acknowledged by such individual's signature, the signature of the official implementing the barring 
notification must appear on the notice. A copy of the notice is provided to the individual. 

 
Violation of PNG Status 
If an individual designated as PNG is found/reported on campus in violation of the terms of the restrictions, 
local law enforcement may be summoned to remove the individual from campus. 
 
Appeal Process 
A written request for appeal to lift an individual’s PNG status shall be made to the office that issued the 
notice. 

1. The written request should come from the barred individual and include reasoning and objectives 
to re-enter the campus community. One request per year may be made to lift the PNG status. 

2. Depending on the circumstances, the Director of Campus Safety will collaborate with internal 
personnel to consider the appeal. The Director will remain in contact, when possible, with the 
individual during the review process. 

3. The PNG status shall remain in effect pending the decision of the review. The Director of Campus 
Safety shall render a decision within ten working days of receipt of the request for review. 
Depending on the circumstances and dialogue, the decision timeframe may exceed ten working 
days. During such time, the Director will continue to remain in contact with the individual during 
the review. 
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Recordkeeping 
Records are maintained and regularly updated by the Director of Campus Safety. 

1. Individual records will include the following information: (i) name; (ii) date PNG status issued; (iii) 
status (e.g., suspended student); (iv) rationale; (v) duration; and (vi) documentation provided. 

2. Names currently on the PNG list will be flagged (i) “do not hire” in Human Resources; (ii) “do not 
enroll” in the Office of Admissions; and (iii) in the Alumni database. 

3. The following administrators will have standing access to the PNG list: (i) Provost; (ii) Dean of 
Students; and (iii) Vice President for Institutional Advancement. 

 
Created 1-2022 
 
1.10.9 Service Animal Policy 
Definition: A service animal is any dog (or, in some cases, a miniature horse1) that is trained, or in training, 
to do work for the benefit of a person with a disability, including a physical, sensory, psychiatric, intellectual, 
or other mental disability. Students can initiate the interactive process by self-disclosing their disability to the 
Student Success Director. From there, a reasonable accommodation will be made in accordance with the 
ADA. 
 
Types of service animals include, but are not necessarily limited to: 

1. Guide Dogs: carefully trained dogs who serve as a travel tool by persons with severe 
visual impairments 

2. Hearing Dogs: dogs who have been trained to alert a person with significant hearing 
loss when a sound (such as a knock on the door) occurs 

3. Service or Assistance Dogs: dogs that have been trained to assist a person who has 
a mobility or health impairment by carrying, fetching, opening doors, ringing 
doorbells, activating elevator buttons or steadying a person while walking 

4. Seizure Alert/Response Dogs: dogs trained to assist a person with a seizure 
disorder. The dog may stand guard over the person during the seizure, indicate to 
their handler in advance of a seizure, or the dog may go for help. 

5. Psychiatric Service Dogs: dogs trained in helping persons with psychiatric and 
neurological disabilities by preventing or interrupting impulsive or destructive 
behaviors 

6. Miniature horses trained as a service animal 
A requesting individual must have a disability as defined by the ADA, and the work that the animal has been 
trained to do must be directly related to the person’s disability. Service animals are not “pets.” Animals that 
only provide comfort or emotional support do not qualify as a service animal. However, it is important to 
note that a service animal can be trained to assist persons with psychiatric disabilities. For example, a dog 
can be specifically trained to sense an oncoming panic attack and put its paws on the person's shoulders 
helping them implement certain strategies to eliminate or lessen the panic attack. 

                                                 
1 The use of a miniature horse may be required as a reasonable accommodation if the horse has been individually 
trained to do work or perform tasks for the benefit of an individual with a disability. In order to determine whether a 
reasonable accommodation can be made to allow a miniature horse, we must consider the following factors: (1) the 
horse’s type, size, and weight and whether the facility can accommodate these features, (2) whether the handler has 
sufficient control, (3) whether the horse is housebroken, and (4) whether the presence of the horse compromises 
legitimate safety requirements that are necessary for safe operation.  
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Generally, no inquiries will be made when it is readily apparent that the animal is trained to do work or 
perform tasks for a person with a disability.  However, when it is not readily apparent, staff and faculty may 
ask two questions: (1) is the service animal required because of a disability, and (2) what work or task has the 
dog been trained to perform.  Staff cannot ask about the person’s disability, require medical documentation, 
require a special identification card or training documentation for the dog, or ask that the dog demonstrate its 
ability to perform the work or task. 
 
If you utilize a service animal and would like to bring it on campus, please contact the Office of Disability 
Services at blackburn.accomodations@blackburn.edu. We will need to set up a brief appointment with you to 
collect some information about your animal (such vaccination records) and go over the rights and 
responsibilities regarding service animals on campus. 
 
RIGHTS & RESPONSIBILITIES OF STUDENTS WITH SERVICE ANIMALS 
Students, faculty, and staff with service animals have the following rights on Blackburn’s campus: 

• The right to have their service animal present for any events or activities on campus, including 
classes, work, meals, living in the residence halls, and at special events, EXCEPT in restricted areas 
(see below) 

• The right for other members of the campus community (including students, faculty, staff, and campus 
visitors) to refrain from approaching, touching, or feeding their service animal without asking for and 
receiving permission from the animal’s handler. As a general rule, if an animal is wearing a vest or 
badge denoting it as a service animal, the animal is working and should NOT be approached, petted, 
or otherwise interacted with unless the owner/handler gives explicit permission. However, please be 
aware that it is not required that a service animal wear a vest or patch identifying the animal as a 
service animal.  

• The right for other members of the campus community (including students, faculty, staff, and campus 
visitors) to refrain from deliberately startling or distracting the service animal OR attempting to 
separate the animal from the student or handler 

RESTRICTED AREAS 
Blackburn College may prohibit the use of service animals in certain locations, on a case-by-case basis, 
because of health and safety restrictions (e.g., when the animal’s presence could present a health or safety 
risk, or activities that take place in the area could put the service animal in danger). Restricted areas may 
include, but are not limited to: laboratories, vivarium, custodial closets, boiler rooms, facility equipment 
rooms, wood and metal shops, and rooms with heavy machinery or ongoing construction. 
All students, faculty, staff, and visitors to the College who utilize a service animal and believe they will need 
to access a restricted area must first request access by contacting the Disability Services office (for students 
and visitors) or Human Resources office (for faculty and staff). Requests should be made as far in advance as 
possible to allow adequate time for review of the request through an interactive process with the requester 
and for consultation with relevant College officials in order to ensure the safety of the animal and/or others 
using the restricted area. 
Students, faculty, and staff with service animals have the following responsibilities on Blackburn’s campus. 
Failure to fulfill any of these responsibilities may result in the animal being removed from campus until such 
time as these responsibilities can be fulfilled by the owner or handler of the animal. 

• The owner/handler is responsible for the overall health and well-being of the animal, including all 
costs associated with the animal’s care, living arrangements, and any property damage caused by the 
animal. 

mailto:blackburn.accomodations@blackburn.edu
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• Service animals on campus must: 
o be current on all vaccinations; 
o wear an owner identification tag at all times; 
o be housebroken; 
o be licensed per local laws and ordinances; 
o be in good health; 
o be under the full control of the owner/handler at all times. 

• The owner/handler is responsible for cleaning up the service animal’s waste, unless the individual’s 
disability prevents them from being physically able to clean up the animal’s waste. 

• Service animals must be harnessed, leashed, or tethered, unless these devices interfere with the 
service animal’s work or the individual’s disability prevents using these devices.  In that case, the 
individual must maintain control of the animal through voice, signal, or other effective controls. 

• If a service animal is behaving out of the owner’s or handler’s control (i.e. jumping on, 
barking/growling at, or sniffing others), the animal may be removed until such time as the 
owner/handler is able to maintain control over the animal. (An isolated bark or a bark in response 
to provocation will not result in an animal being regarded as out of the owner or handler’s control.)  
This policy is for the protection of the service animal as well as the protection of other members of 
the campus community and of the learning environment.   

RIGHTS & RESPONSIBILITIES OF ALL BLACKBURN STUDENTS, FACULTY, AND STAFF 
(with respect to service animals) 
Students, faculty, and staff have the following rights on campus with regard to service animals: 

• The right to not be jumped on, growled/barked at, or distracted by the behavior of a service animal 
(note that this right involves the animal’s behavior - not simply their presence) 

• The right to politely ask an animal’s handler to better control the animal’s behavior, if the animal is 
behaving in an uncontrolled or boisterous manner 

• The right to share any concerns about a service animal’s behavior with Disability Services 
Students, faculty, and staff have the following responsibilities on campus with regard to service animals: 

• The responsibility to recognize that a service animal is a working animal, not a pet 
• The responsibility to refrain from approaching, touching, or feeding a service animal without asking 

for and receiving permission from the animal’s handler. As a general rule, if an animal is wearing a 
vest or badge denoting it as a service animal, the animal is working and should NOT be approached, 
petted, or otherwise interacted with unless the owner/handler gives explicit permission. However, 
please be aware that it is not required that a service animal wear a vest or patch identifying the animal 
as a service animal. 

• The responsibility to refrain from deliberately startling or distracting the service animal, or attempting 
to separate the animal from the student or handler 

• Failure to adhere to these responsibilities may result in disciplinary action. 
Passed 2-2022 
 
1.11  Special Offices 
1.11.1 College Marshal 
Appointed by the President, the College Marshal shall plan and supervise the processional and other 
arrangements relevant to Commencement, Baccalaureate, and official convocations. They shall be assisted 
by a Student Marshal, who shall be elected by faculty ballot at the first Faculty Assembly meeting of each 
academic year (exclusive of first-year faculty). 
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1.11.2 International Student Advising 
The Director of Intercultural Programs and Services performs international student advising. This advising 
seeks to assist international students in their adjustments to life in the United States and also provide them 
with information about legal regulations that affect students’ stay. 
 
1.11.3 Career Development Center 
The Career Development Center provides one-on-one career counseling and job-related services for students 
and alumni of Blackburn College. In addition, pathways to such career events as career fairs, virtual and on-
campus interviews, resource materials for professional document development, cover letter and resume 
preparation assistance, and access to employment listings.  
 
1.11.4 Campus Bookstore/Mailroom/Auxiliary Services 
The campus store provides supplies to the college departments. All college departments have accounts for 
faculty and staff to charge supplies. Most commonly used items are stocked. If there is an item they do not 
have, it can be ordered.    
 
1.11.4.1 Mailroom   
Full-time faculty and staff are assigned mailboxes. The bookstore/mailroom staff will be happy to issue you 
a key. Part-time faculty and staff generally get their mail through their department.  If you receive mail or 
packages too large for your mailbox a package notice slip will be placed in your mailbox.  We ask that 
incoming mail and packages be addressed with your name and department on the parcel to avoid mailroom 
delays:   
 
Blackburn College   
(your name)/ (Department)   
700 College Ave.   
Carlinville, IL 62626   
 
Mail pickup is generally around 11a.m. Mon. thru Fri. Any package or mail requiring special attention needs 
to be at the mailroom by 10:00 a.m. We utilize USPS, UPS and Fed-Ex. The cost for mail or package 
shipments will be billed to their respective departments.    
 
For employees not required to be on campus during the summer months, first class mail will be forwarded if 
a written request is left with the manager of the Bookstore. Other mail will be held for returning employees. 
Written authorization should be received for disposal of any unwanted materials. 
 
1.11.4.2 Campus Calendar 
The campus calendar is organized by staff in the mailroom. This calendar is a conglomeration of each 
department’s calendar in an effort to avoid double bookings and incompatible events. To ensure a successful 
event with a clean room and comfortable environment, please contact ext. 5577 or e-mail 
Bookstore@blackburn.edu when you need to schedule any event. The updated campus calendar can be found 
anytime on the shared drive (s drive) under administration, bookstore, public.   
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1.11.4.3 Auxiliary Services 
1.11.4.3.1 Auxiliary Services - Facility Requests 
The following are the procedures that should be followed when anyone needs to book a space for any type of 
meeting or event held on the Blackburn Campus.  

1. Contact the Bookstore staff to reserve the space at bookstore@blackburn.edu or x5577.  
2. An event registration form (see Appendix 1E) needs to be filled out for the event.  Please make sure 

that all relevant information is included. *this includes date, event start time, set-up and tear down 
time, equipment that will be needed, room floor plan, how many people will be attending, etc. 

3. Auxiliary Services will contact the necessary departments (i.e. physical plant, tech services, etc.) in 
order to fill the physical or technical needs given in the original discussion.  

4. If an event occurs after college business hours (8:00am-5:00pm) and is an inside event (individuals 
or groups associated with the college), the individual requesting the space will need to go to Physical 
Plant to request any keys that might be needed for the space.  Outside events will be coordinated by 
Auxiliary Services.  

5. The Individual requesting the event is responsible for returning the keys to the Physical Plant when 
the event is finished.  

6. You are responsible for the condition of the space.  Any materials brought into the space must be 
removed completely, and all furniture should be put back the way it was.  All spills (water, food, 
paint, etc.) must be cleaned.  No food should be left behind and all trash taken out.  Your department, 
club or organization may be charged ($50.00) if actions are required to restore the space to its 
original condition.  

 
1.11.4.3.2 Auxiliary Services - Equipment Reservations   
The following are the procedures that should be followed when anyone needs to check out A.V. equipment 
for use on the Blackburn Campus. (No help in setup or operation is needed)  

1. Faculty or staff just wanting to check out AV equipment for use should contact Kim Peterson to make 
arrangements.  Equipment can be picked up in the Bookstore during normal business hours 8am-5pm.  

2. The person requesting the equipment from Auxiliary Services is responsible for taking care of the 
equipment and for returning it on time.  

 
1.11.4.3.3 Conference Rooms/Event Spaces    
See Appendix 1K for a list of campus conference rooms, their capacity, and what building they are located in. 
Please ensure you contact Kim Peterson (kim.peterson@blackburn.edu) if you want to reserve a room. 
 
Bookstore Staff   Kim Peterson, Manager of Auxiliary Services                                                                              
bookstore@blackburn.edu  kim.peterson@blackburn.edu                                                            
(217)854-5577   (217) 854-5577 
 
1.11.5 Physical Plant 
1.11.5.1 Location and Contacts  
The office and shops are located on the east side of campus behind Lumpkin Learning Commons in a large 
tan and green metal building. The main office is on the north end.  
 
To request service/repairs 
Non-urgent requests should be made via the School Dude Work Order system (see Appendix 1J)     

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.ehwyptyvceu3
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.1fce6qchug01
mailto:bookstore@blackburn.edu
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.utx47ldwrbnt
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Urgent requests, e.g. overflowing toilet, smell of smoke inside a building, etc., Physical Plant Office, 
ex.5503 or 854-5503.  If no answer, leave a voicemail and follow up with an email to Gena Ober at 
gena.ober@blackburn.edu  
 
To request a College vehicle 
Reservations should be made by contacting the Motor Pool Department located in the Physical Plant at 
motorpool@blackburn.edu (see section 1.12.5 for more information).  Each campus vehicle is assigned a fuel 
card. 
 
To be issued College keys 
In person only at the Physical Plant Office, located at the north end of the Physical Plant building that is the 
large tan and green metal building behind Lumpkin Learning Commons. Open hours are 8:30 am-Noon and 
1:30-4:30 pm Monday-Friday. A signed key request form is required. These are available at the Physical 
Plant Office or the Human Resources Office.   
 
To report an emergency  

• Physical Plant Office: x. 5503 or 217-854-5503 after hours the Physical Plant Staff on call cell 
217-556-1211   

• Security Office: x. 5550 or security on-call phone number 217-825-3042   
• If no answer at above numbers: Dial 911 and stay on the phone until the 911 operator says you can 

hang up (Note: When calling 911 from a campus phone you must dial 7-911) 
 
1.11.5.2 Physical Plant Staff and Offices 
Nick McKorkle, Director of Physical Plant, P-Plant 107, x. 5617  
Gena Ober, Physical Plant Coordinator, P-Plant Main Office, x. 5503  
Michael Troutt, Campus Services Supervisor, P-Plant 115A, x. 5624  
Mike Jones, Utilities Supervisor, P-Plant 105, 5649  
Cody Dunn, Grounds and Events Supervisor, P-Plant 106, 5581  
Jorge Stewart, Building Maintenance and Carpentry Supervisor, P-Plant 117A, 5583   
 
1.11.5.3 General Information 
Physical Plant is the department of the College administration that oversees all facilities operations, 
maintenance and housekeeping. It is the largest employer of student labor. Two student work program 
departments serve the Physical Plant Department-Campus Services (housekeeping/janitorial) and Campus 
Maintenance (carpentry, building maintenance HVAC, utilities, new con, and grounds). Physical Plant is 
also responsible for all facility planning and construction, and it supplies all the major utilities (electricity, 
natural gas, water, and sewer) throughout the campus.    
 
1.11.5.4 Standard Services Provided 
Campus Services 
General cleaning of all public areas and heavy floor maintenance for all public areas. (Note: general cleaning 
of offices and residence rooms is the responsibility of the occupant(s). Cleaning of window blinds, carpets or 
hard floors can be arranged with Campus Services during Christmas or summer breaks.) 
 
Campus Maintenance 

mailto:motorpool@blackburn.edu
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Painting, general carpentry, masonry and roofs, electrical, plumbing, heating/ventilation/air-conditioning, 
roads and grounds care, snow removal, set-ups for special events and convocations.   
 
1.11.6 Duplicating 
Photocopier/printers are located in most buildings on campus, including Ludlum, Hudson, Jaenke, Stoddard, 
Bothwell, Dawes, and Lumpkin. They are actuated by departmental access codes, which are programmed by 
Technology Services.  
 
It is the responsibility of all employees to be familiar with copyright laws and to be certain that copying for 
classroom use is not in violation of the law. Blackburn holds the users of its facilities and equipment 
responsible for their appropriate use. 
 
1.11.7 Technology Services 
Blackburn College provides information technology for educational, research, and administrative 
applications used by its students and employees. For help with instructional technology and support, 
individuals should contact Technology Services; for assistance with event technology and support such as 
conference phones or public presentation set-up, individuals should contact the Auxiliary Services Manager. 
Individuals and/or departments should consult with the Director of Technology when considering equipment 
purchases.  
The following Acceptable Use Policy stems from Blackburn's more general policies and procedures 
governing employees, students, and facilities. With only a few exceptions, the present policy simply applies 
these larger policies and procedures to the narrower information technology context. It balances the 
individual's ability to benefit fully from information technology and Blackburn's need for a secure and 
reasonably allocated information technology environment.   
Acceptable Use Policy 
1.11.7.1 Definitions 
College Information Technology: Any computer, networking device, telephone, copier, printer, fax machine, 
or other information technology which is owned by Blackburn or is licensed or leased by Blackburn is 
subject to College policies. In addition, any information technology which connects directly to Blackburn 
data or telephone networks, uses College network/dialup facilities, connects directly to a computer or other 
device owned or operated by Blackburn, and/or otherwise uses or affects College information technology 
facilities is subject to College information technology policies, no matter who owns it. 
 
Users: Three broad classes of potential users have different privileges: 

• Regular Users, who are entitled to use all or most College technology and services, in general, only 
current students and employees of Blackburn. This status does not extend to family members or 
colleagues who are not themselves Regular Users. 

• Special Users, who are entitled to use specific limited services for specific purposes under specific 
conditions, to which Blackburn provides a limited subset of College information technologies and 
services. Library patrons, persons at Blackburn for a seminar or other special event, retired 
employees, volunteer workers, software contractors and consultants are all examples of special users. 
The Director of Technology Services authorizes special user classes and individual special users, 
under the authority of the President. Special users are subject to all regular user policies, may also 
have other restrictions, and implicitly relinquish their right to use Blackburn technology resources 
when they leave the campus.  
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• Excluded Users, who are not entitled to use College information technology. These are all individuals 
or organizations that are not Regular Users or Special Users. 

 
Applications:  Here again three distinct categories are important: 

● Core applications support College instruction, research, service, and administration. Classroom use, 
computer-based assignments, research applications, communication among faculty, students, and 
administrators, administrative applications, access to College-related information, and similar 
applications all are Core applications. 

● Restricted applications, those clearly unrelated to Blackburn's core purposes, or which violate general 
College policies, jeopardize its tax-exempt or other circumstances, or otherwise interfere with core 
applications, including: 

○ Those that threaten Blackburn's tax-exempt status, such as certain kinds of political activity 
and those whose purpose is to generate profit or other personal gain for individuals, those that 
are illegal, such as fraud, harassment, copyright violation, and child pornography; 

○ Those that deprive other users of their fair share of College information technology or 
interfere with the functioning of central networks and systems, such as mass mailings, chain 
letters, unauthorized high-bandwidth applications, or denial-of-service attacks; 

○ Those that violate more general College statutes, bylaws, and policies. 
● Ancillary applications, which are those neither explicitly permitted nor explicitly restricted, and with 

one other essential attribute: they are invisible to other users, to network and system administrators, 
and to other College offices. The Windows Solitaire game is an example of this class. Ancillary 
applications consume only resources that would otherwise go to waste, and never require any action 
or intervention by anyone at Blackburn other than their user. As a rule, Ancillary applications that 
become visible to others or burden systems are ipso facto no longer Ancillary, but Restricted.  

 
Where definitions of user or application status are unclear or where patterns of use appear to be out of 
compliance with this policy, the Director of Technology Services provides interpretations or direction as 
appropriate on behalf of the President and Blackburn. Where necessary, the Director of Technology Services 
consults the President, other officers of Blackburn, and the Technology Users' Group for further advice and 
guidance. 
 
1.11.7.2 Agreement 
Blackburn College supports networked information resources to further its mission of research and 
instruction and to foster a community of shared inquiry. All members of the Blackburn community must be 
cognizant of the rules and conventions that make these resources secure and efficient. Users of College 
information technology take responsibility for: 

● Using resources efficiently, and accepting limitations or restrictions on computing resources–such as 
storage space, time limits, or amount of resources consumed–when asked to do so by system 
administrators;  

● Protecting passwords and respecting security restrictions on all systems; 
● Backing up files and other necessary data on their computers regularly, since these are not part of the 

College’s system of backing up data on file servers; 
● Preventing unauthorized network access to or from their computers or computer accounts; 
● Recognizing the limitations to privacy afforded by electronic services; 
● Respecting the rights of others to be free from harassment or intimidation, to the same extent that this 

right is recognized otherwise on campus;  
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● Honoring copyright and other intellectual property rights. 
 
When any use of information technology at Blackburn presents an imminent threat to other users or to 
Blackburn's technology infrastructure, system operators may take whatever steps are necessary to isolate the 
threat, without notice if circumstances so require. This may include changing passwords, locking files, 
disabling computers, or disconnecting specific devices or entire sub-networks from College, regional or 
national voice and data networks. System operators restore connectivity and functionality as soon as possible 
after they identify and neutralize the threat. 
 
Use of information technology that violates this Policy and rules based on it may result in disciplinary 
proceedings and, in some cases, in legal action. Disciplinary proceedings involving information technology 
are the same as those for violations of other College policies, and may have serious consequences. 
Unauthorized use of College information technology by Excluded Users may result in police intervention or 
legal action. 
 
Proposed by the Technology Users’ Group–October 2002; ratified by the All-College Assembly—February 
2003; reviewed by Technology Services July 2021.  
 
Modeled after the Eligibility and Acceptable Use Policy posted on the University of Chicago’s Website. 
 
1.12 Business Procedures 
1.12.1 Salary Payments 
Salaries are paid in semi-monthly installments as indicated on employees' hire letters or annual contracts. 
Each year, the Office of the President issues a schedule of pay dates and holidays. This is sent out with the 
June paychecks. It is also included in the new faculty orientation materials passed out at the new faculty 
orientation meeting each fall. Copies may be picked up in the Business Office or the Office of the President. 
 
Individuals may elect to have their paychecks direct deposited at any bank.  Forms are available in the 
Business Office. If checks are not electronically deposited, they must be picked up in the Business Office. 
 
1.12.2 Payroll Deductions 
With appropriate authorizations completed by each employee, the Business Office handles deductions from 
each paycheck for employee contributions to Social Security, Medicaid, Illinois Income Tax, Federal Income 
Tax, Retirement, Dependent Medical Insurance, and Disability coverage. 
 
1.12.3 Departmental Budget Cycle 
Around the first of October each year, the Business Office sends out to department heads/chairs the forms on 
which they will request their operating budget for the following academic year (July to June). These forms 
are due to the appropriate chair for review approximately two weeks later, and then forwarded to the Chair of 
the Planning and Budget Committee one to two weeks later. The Planning and Budget Committee makes 
budget-related recommendations to the President before the February meeting of the Board of Trustees. In 
February, the Board of Trustees gives tentative approval to the College-wide budget, focusing on tuition and 
fees issues and salary increase decisions. At their June meeting, the Board of Trustees gives final approval of 
the budget. Shortly thereafter, the Business Office sends to each department head/chair their approved 
departmental budget for the fiscal year beginning July 1 and ending June 30. 
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1.12.4 Purchase of Materials, Equipment and Supplies 
 
PURCHASING 
Departmental Policy 
Communication is required for each purchase in order to obtain consent from the corresponding approver, 
based on the limits listed directly below. 
Limits for purchases and approvals 

1. All purchases over $5,000 must be approved by the appropriate budget manager, cabinet member and 
the Vice President of Administration & Finance. 

2. Purchases between $500 and $5,000 must be approved by the appropriate budget manager and cabinet 
member. 

3.  Purchases less than $500 must be approved by the appropriate budget manager.  
 
All purchases must be made for the purpose of College-related activities.  Purchasing goods or services for 
personal use is prohibited. 
GENERAL POLICIES 
A. Categories 

1. Fuel: Wright Express (WEX) fuel cards must be used to purchase fuel.  Fuel purchased by the College 
is only to be used in College owned or rented vehicles/equipment. 

2. Office supplies: Office supplies must be purchased online at Staples or at Wal-Mart with use of a Wal-
Mart card. 

3. Wal-Mart purchases: Corporate credit cards cannot be used at Wal-Mart and items purchased at Wal-
Mart will not be reimbursed as they must be made with the Wal-Mart credit card for tax-exempt 
purposes. Exception: Corporate credit cards can be used at WalMart if the user presents a pre-approved 
tax-exempt card authorized to Blackburn from WalMart. 

4. Furniture purchases: Furniture purchases must be coordinated through the Physical Plant Director even 
if they do not rise to the level of capitalization. Furniture purchases can only be approved and made 
by the Physical Plant Director. Department budgets will be charged for their furniture purchases. 

5. Technology purchases: Technology purchases must be coordinated through the Director of 
Technology Services.  Only the Director of Technology Services can approve and purchase 
technology, including but not limited to computers, printers, and software. Unless it is a preplanned 
technology purchase, the purchase will be charged to the department making the request. 

C. Capitalization 
1. Items costing more than $5,000 with a life expectancy of seven years or greater must be capitalized. 

Purchase of such items must be pre-approved by Facilities and/or the VPAF. The $5,000 limit is per 
item, not in aggregate. For example, 50 chairs costing $100 each is not a capital expense and is not 
depreciated.   

2. An item costing less than $5,000 or with a life expectancy of less than seven years is an operating 
expense and will come from the department’s operating budget.  These purchases must be approved by 
the head of the department.   

D. Receipts – Receipts must be itemized and any guest name must be included. 
E. Contracts 

1. Services performed by outside services, vendors, individuals, etc. must be formalized with a contract. 
Per Blackburn’s by-laws, the VPAF, the Provost, and the President are the only employees allowed to 
enter into contracts on behalf of Blackburn. Contracts must be formalized BEFORE services are 
received.   



 

118 
 

2. Employment contracts require approval from the President’s Office prior to any agreement. 
F. Year End 

1. If you order an item and it is delivered prior to 6/30, the expense belongs in this fiscal year no matter 
when you actually pay for the item. If it is not paid for, it is a payable and the expense is recorded to 
your current year operating budget. If you order an item and it is not delivered prior to 6/30, it is not a 
current year expense. If it has been paid for, it is a prepaid expense and is not recorded to your operating 
budget until the next fiscal year. 

2. All current year transactions must be submitted to the Business Office by 7/10 in order for audit 
preparations to begin. Anything submitted after 7/10, will be recorded in the following fiscal year.   

G. Tax-exempt certificates – tax-exempt certificates will be provided and must be used for all College-related 
purposes.  Sales tax paid in error will not be reimbursed.  Tax-exempt certificates cannot be used for personal 
purchases. 
H. Corporate credit cards – can only be used by the person named on the front of the card. The back of each 
card should be marked “Ask for ID” so the cashier is required to see identification matching the name on the 
card.  
DEPARTMENTAL OFFICE SUPPLY PURCHASES 
Policy 
All College Departments are required to purchase office supplies through the institution’s preferred vendor to 
maximize our ability to manage inventory and cost.  The current vendor is Staples. See the Accounts Payable 
Supervisor to set up access. 
Procedure 
Each department has access to create their orders online and submit them for approval electronically through 
Staples at https://www.staplesadvantage.com.  The Department Head is responsible for placing the order. A 
copy of the packing slip needs to be signed, dated, and returned to Accounts Payable to match to the invoices. 
You are responsible for any discrepancies (items missing, not ordered, returned, etc.). 
        CHECK REQUESTS 
Policy 
Check requests are used to request reimbursement for travel, advance for expenses or payment for supplies and 
services. 
Procedure 
Travel Reimbursement (If a corporate credit card is not used) 
For additional information see the Travel Policy 

1. Complete a Travel Expense Report and attach all receipts to support the expenses.  MapQuest is 
preferred, but odometer readings are accepted, to document mileage and should be calculated by using 
the lesser of mileage to and from Blackburn or home.  Missing or lost receipts are subject to non-
reimbursement. The employee and supervisor must sign the Travel Expense Report and submit it to the 
Accounts Payable Office. 

2. Allow two weeks for a reimbursement check. 
Advance for Expenses 

1. Employees who are traveling on official College business may request an advance for their expenses.  
Employees who have corporate credit cards should use them for traveling expenses. Gas cards must be 
used for fuel purchases. 

2. Complete a Cash Advance Form and attach all details for the request including the dates of travel, 
purpose of travel, destination, expected expenses and budget account number(s). 
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3. The Cash Advance Form and documentation must be signed by the employee and supervisor and 
submitted to the Accounts Payable Office at least two weeks prior to departure. Late requests will 
not be processed. Limits and approval requirements apply. 

4. Subject to budget approval, the Accounts Payable Office will process a check.   
5. Upon return, a Travel Expense Report must be completed and all receipts and supporting 

documentation submitted to the Accounts Payable Office for reconciliation within 5 business days. The 
person given the advance is responsible for returning the receipts and unused cash to equal the amount 
originally given. There will be a $5 charge per day to the department or club for each day the advance 
paperwork is not returned unless other arrangements have been approved by the Business Office. 

6. Additional Advances will not be provided until the current one is reconciled. 
Payment for Supplies 
Blackburn College is a not-for-profit organization and not subject to Sales Tax. Employees will not be 
reimbursed for tax on supplies and therefore, we highly encourage you to use the preferred provider (Staples) 
or Wal-Mart. 
Wal-Mart cards can be checked out for one day at a time, unless other arrangements are made in advance.  The 
card and the receipts are due back the next day.  There is a $5 charge for every business day the card is late. 
Tax-exempt letters are available in the Accounts Payable Office and at the counter in the Business Office. 
Payment for Services 
Payment to individuals or vendors for services MUST begin with a formal contract, prior to the rendering of 
services.  The President, Provost, or VPAF must sign all contracts BEFORE services are received. You do not 
have authority to enter the College into any contract.  Signed contracts will be retained in the Accounts Payable 
Office.  The President must sign employment agreements. 
Payment to individuals and new vendors requires a completed W-9 Form; a blank form is available in the 
Accounts Payable Office or on the shared drive in the Business Office, Public, Forms folder. The completed 
W-9 must be attached to the check request for payment; the check request must be signed by the person making 
the request and the department supervisor approving the request.  All check requests & reimbursements must 
have backup attached. An invoice may be required; please check with the Accounts Payable Supervisor. 
Subsequent requests will not require a new W-9 form for the same individual, unless their status (name or 
address) has changed.     
         PETTY CASH REIMBURSEMENT OR ADVANCE 
Policy 
Petty cash advance or reimbursement forms can be used instead of a check request form to request small 
amounts for emergency purchases or reimbursement subject to cash on hand.  
Procedure 
A Petty Cash reimbursement or advance form is available at the counter in the Ludlum Business Office. 
The form must be filled out and signed for approval by a Department Supervisor or Advisor on the “approved 
by” line at the bottom of the form. The “requested by” line will be the person requesting the reimbursement or 
cash advance. The left side needs to be filled in and must include the name of the person being reimbursed or 
getting the cash advance on the “pay to” line, the person’s contact number, a description of what the 
reimbursement or advance is for, the account number to be charged, and the amount to be reimbursed or 
advanced. The person picking up the cash advance or reimbursement must sign and print their name agreeing 
to the amount they were given. For reimbursements, receipts must be attached to the report to match the amount 
being paid. For advances, the person given the cash advance is responsible for returning the receipts and unused 
cash, if any, within five days of their return or a $5 per day late fee will be charged to the department or club. 
The amount of the receipts and unused cash must match the total that was originally given.  
CORPORATE CREDIT CARD PURCHASES 
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Policy 
Corporate credit cards may be used for qualifying expenses. An interface has been established with US Bank 
to allow you to review, approve or dispute your credit card purchases.  Receipts must be attached as a PDF to 
the same interface. You will also code your purchases. After you code, attach receipts, and approve your 
activity, you will send your transactions to the appropriate cabinet member for approval.  If you are a cabinet 
member, please send your transactions to the Accounts Payable Supervisor for approval.  Transactions should 
be approved weekly but must be approved monthly by the 10th of the following month. 
Personal expenses are prohibited, even with intention to reimburse the College.  
Credit card purchases without receipts will be treated as personal charges and the cardholder must repay the 
College for those charges. 
Fuel purchases should not be paid for using the corporate credit card. All fuel purchases must be purchased 
using the WEX fuel card, which allows for a discount of federal excise tax that the corporate credit card does 
not provide. 
Corporate credit cards are a privilege and procedures must be followed. If the policies and procedures are not 
followed, the card will be revoked. 
Procedure 
You will sign into your credit card via access on-line. You can review, code, approve, dispute, attach receipts, 
and request approval using this site.  
Further instructions will be provided later. 
ACCOUNT NUMBER FORMAT 
In regards to corporate credit cards, the account numbers will default to supplies and your department. You 
can change the default if necessary. There will be a drop-down menu to assist you in choosing the correct 
expense code. 
The account number format used to record expenses includes a sequence of identifying numbers in four 
sections.  The first section is a 3-digit number that represents the fund to which the expense will be charged.  
All departments will normally use fund “100”, as that is the fund for the general operating budget.   The second 
section is a 4-digit number that represents the type of expense, such as supplies or travel.  Student clubs and 
organizations will use “2020” to indicate the expense when using an agency account.  The third section is a 4-
digit number that represents the department to which the expense will be charged.  The fourth section is a 4-
digit number that is used to identify a restricted purpose or a club.  Following are a few examples.  
           

  Fund Number Expense Type Department Restriction or Club 

Number Range 100 6000-6999 1000-2999 1000-9900 

Example for Normal 
Department Expense: 

General Fund Travel Business Office No Restriction 

Account Number  100 6360 2120 9900 

Example for a Club 
Expense: 

General Fund Agency/Club NO Department Butler House 
Council 
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Account Number 100 2020 9900 5120 

Example for a 
Restricted Gift 
Expense* 

General Fund Expense Type Art Department Restricted Gift for 
Art Department 

Account Number 100 6330 2020 3006 

  
TRAVEL 
Policy 
Travel at the expense of the College must be in connection with official College business.  Travel by employees 
on College business or by students traveling for official purposes must be approved in advance by the 
Department Director or equivalent supervisor.  
Coverage begins at the actual start of the trip, whether it is from the traveler’s home or the College campus.  It 
terminates when the traveler reaches either home or the campus.   
Travel should be by the most economical means, considering travel time, costs, and meeting agenda. Unless a 
corporate credit card is used, a properly completed Travel Expense Report and receipts must be submitted 
within a week of returning to campus.  
Expenses for spouses and/or dependents are personal expenses and are not reimbursable.  
Approved volunteers for Blackburn College can travel with an employee for business purposes.  
Purchases without receipts will not be reimbursed. 
AIR/TRAIN TRAVEL 
When the most efficient means of transportation is air travel, reimbursement will be limited to coach fare.  The 
traveler will be reimbursed for the cost of one checked bag.  Please contact the Administrative Assistant to the 
Provost and VP for Administration and Finance in securing tickets. 
FOREIGN TRAVEL 
Foreign travel requires specific review and prior approval by the VP for Administration and Finance. 
Additional considerations may be required under the College’s insurance company.   
USE OF COLLEGE VEHICLES FOR TRAVEL 
Travelers should make every effort to request the use of a College vehicle for travel.  Reservations should be 
made by contacting the Motor Pool Department located in the Physical Plant at motorpool@blackburn.edu.  
Each campus vehicle is assigned a fuel card.  
USE OF PERSONAL VEHICLES FOR TRAVEL 
In the event that a College vehicle is not available for the extent of the trip, a personal vehicle may be used.  
Travelers will be reimbursed at the College’s current mileage reimbursement rate not the purchase of gas.  
MapQuest or actual mileage documentation will be required. The reimbursement rate is .50.   Mileage 
reimbursement is intended to accommodate the cost of fuel, maintenance, depreciation and insurance expenses 
related to the use of a personal vehicle.   The College does not reimburse for any additional expenses related 
to use of a personal vehicle for business travel (i.e.- insurance claim deductible) and because personal insurance 
limits will accommodate any liability claim, the College discourages the use of personal vehicles when an 
employee is transporting any passengers.  
Employees, such as Physical Plant staff, who use personal vehicles on campus and around town on a regular 
basis may submit reimbursement requests with starting and ending miles per day without delineating every trip 
as long as the Physical Plant Director signs off on it.  
AUTOMOBILE RENTALS FOR TRAVEL 
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Automobile rentals should be limited to situations where other means of transportation are not practical, 
economical, and available, or an emergency situation exists.  The most economical car should be used.  
Travelers should present the College’s auto insurance card, instead of purchasing additional collision coverage, 
when renting a vehicle. A card can be acquired from the Administrative Assistant to the Provost and VPAF. 
If a vehicle must be rented, the preferred rental company is Enterprise. Contact the Administrative Assistant 
to the Provost and VPAF for account and booking information. 
TAXI/BUS TRAVEL 
Appropriate expenses for taxi and bus transportation will be reimbursed, as long as receipts are provided.  
Please contact the Administrative Assistant to the Provost and VP for Administration and Finance in securing 
tickets with a corporate credit card. 
LODGING 
When traveling overnight, travelers are expected to stay in the most economically appropriate lodging, unless 
the travel is for a conference/meeting/event hosted at a specific hotel.   The Business Office or the 
Administrative Assistant to the Provost and VPAF can assist in securing hotel reservations with a corporate 
credit card.  
Please make sure to get a copy of the hotel bill when checking out; this shows what is actually charged to your 
credit card. The email you usually get when making your reservations may change due to taxes, meals, parking, 
etc., so it will not be accepted in lieu of the actual invoice.   
ENTERTAINMENT 
Reimbursement will not be made for entertainment expenses not related to College business, such as, but not 
limited to, in-room movies, theatre, or optional conference-related side trips.  
MEALS 
The College will reimburse meal expenses, including tips, according to the actual costs, up to the following 
limits.   Reimbursement ONLY applies when the employee is actually on official business or is entertaining a 
guest of the College.  
           Regular   Metropolitan 

Breakfast $8         $15 

Lunch  $10        $20 

Dinner  $25        $40 

Appropriate guest meals will also be reimbursed, as long as their name and professional affiliation is provided 
on the travel reimbursement request.  
Alcoholic beverages are not reimbursed unless approved in advance by the appropriate cabinet member. 
GRATUITIES 
The reasonable costs of gratuities to porters, bellhops, and other services will be reimbursed. 
TELEPHONE CALLS AND INTERNET CHARGES 
When possible, travelers should use their College issued cell phone for calls.  If necessary, the College will 
reimburse travelers for telephone calls related to College business. International travel requires a change in cell 
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phone plans. Please consult the Business Office for assistance in temporary changes to college issued cell 
phones. 
Travelers that are required to check their email and/or access the internet for their job duties will be reimbursed 
for related internet charges while traveling.   
TRAVEL EXPENSE REPORT 
Upon your return from traveling, and no later than one week after travel, a travel expense report and request 
for reimbursement must be completed.  Receipts are required for ALL expenses except for personal mileage 
reimbursement, tolls, parking, and other incidentals for which receipts are not commonly provided. Please 
provide parking and toll receipts if they are available. 
When completing the Travel Expense Report include your name, your department, and travel dates in the top 
left section of the form and your department number in the top right section of the form. 
Include the date(s) the charges were incurred, the description of the travel (include purpose and the destination 
in the body of the report). If using your own vehicle, fill in the mileage using MapQuest (must attach copy to 
report) or write your odometer readings at the bottom of the report. 
Enter the dollar amount in the appropriate column box. Total each line in the last column. Total the report at 
the bottom. You will be compensated for your mileage in your personal vehicle at $.50 per mile. 
Make sure to sign your report and have it approved by the appropriate Department Supervisor. 
Attach all receipts to the expense report. Complete a separate report for reimbursement requests. 
The GL expense number has been provided for each of the columns except “other”.  A specific description for 
“other” items must be given so we can charge the item to the appropriate GL expense. You may also note the 
account number on the report. 
If you have any questions, please contact the Accounts Payable Office at ext. 5682. 
THIRD PARTY REIMBURSEMENTS, REBATES, PROMOTIONS 
When an employee’s travel has or will be paid by another party and the employee’s travel costs are also 
reimbursed by the College, the third party reimbursement becomes the property of the College.   Similarly, any 
discounts, rebates, promotions, or similar benefits resulting from travel paid by the College, becomes the 
property of the College.  Examples include free or reduced airfare, cash rebates, free or reduced hotel stays and 
credit card points.  However, the employee may request the redemption of such benefits for subsequent College 
travel.  
1.12.5 Vehicles 
The College maintains several motor vehicles, which are intended to serve the transportation needs of its 
employees. College departments and organizations are charged 50 cents per mile (including fuel) for van 
usage. The Physical Plant is responsible for van maintenance, scheduling, and charges. 
 
Anyone driving a College vehicle must be an approved driver. To be approved, a Motor Vehicle Report 
(MVR) is obtained for the prospective driver. This report shows the person’s driving record for the past four 
years. Driving records and/or the age of the person are the factors, which are used to approve/disapprove a 
driver. 
 
When personal vehicles are used for College business, reimbursement will be made at the rate of 50 cents per 
mile. Even though the College carries liability insurance, which covers privately owned vehicles used for 
College Business, the vehicle owner’s insurance is primary in case of an accident. All persons driving 
personal vehicles on College business must be approved drivers and have evidence of their vehicle’s 
insurance on file in the Security Office.  
 

Vehicle Use Policy 
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1. All persons who drive college-owned, rented, leased or borrowed vehicles for college-related 
business must be an approved driver. To become an approved driver a person must first apply to 
become an approved driver by contacting Human Resources and completing the online DMV Check 
Form. Human Resources can be reached at HR@blackburn.edu. 

2. Upon completion of the background check, Motorpool will provide you with online training modules 
to complete. All training modules must be completed prior to driving a College Vehicle. 

3. Any person driving a personal vehicle on college-related business must: 
a. Have a valid driver’s license; 
b. Show proof of insurance for the vehicle to be driven; 
c. Sign and have on file in the Motor Pool Office (Physical Plant) a Private Vehicle Use 

Permission Form. 
d. Use of a personal vehicle for college related transportation is strongly discouraged and should 

only be approved for extenuating circumstances. 
4. If 15 passenger vans are to be utilized, the following policies will be enforced regarding the operation 

of the said passenger vans: 
a. No more than 15 people, including the driver, may ride in the van 
b. All passengers must wear seatbelts while traveling in vans – there are no exceptions, and no 

van should move from its spot until all passengers are buckled up. 
c. Safe following distances and speed limits are to be strictly adhered to. 

5. College-sponsored activities with more than 15 (including the driver) passengers should utilize either 
the 32-passenger bus or the 46-passenger bus. If the number of passengers exceeds 15 but is less than 
20 and if the college bus is unavailable, then two college vehicles of lesser size may be used. 

6. Commercial transportation should only be considered if: 
a. A single day trip will exceed five hours driving time each way (ten hours’ round trip); 
b. The total number of participants exceeds 46, regardless of distance or time. 
c. College owned vehicles are unavailable for use at the time of the trip. 

7. Blackburn College faculty, staff, students, or volunteers driving vehicles carrying passengers on 
college-sponsored trips will be limited to four hours of continuous driving time. After four hours, the 
driver should be relieved by another approved driver or must take at least a 20-minute break from 
driving. No driver may drive more than ten hours in any 24-hour period. 

8. Bus drivers are required to adhere to federal laws regarding drive time, if your total trip time is 14 
hours or more, you will need to arrange a hotel room, if necessary, for bus driver rest. 

9. Drivers shall not utilize cell phones, PDA’s or any other electronic device while operating a vehicle. 
Hands free devices which may be legal according to state law. The only acceptable electronic device 
is one used for GPS navigation and it MUST be programmed prior to moving the vehicle. 

10. If you are traveling on Blackburn business and are involved in an accident you must immediately 
contact the local police, and notify the Director of Physical Plant (636-582-0355), if he is unavailable, 
then contact the Physical Plant Professional on call (217-556-1211). 

11. If you are in a vehicle that is part of the Blackburn Motor Pool Fleet and experience mechanical 
issues notify the Director of Physical Plant (636-582-0355). If he is unavailable, then contact the 
Physical Plant Professional on call (217-556-1211). 

12. It is the responsibility of the requester to ensure that all trash/debris is removed from the vehicle. If 
the vehicle is found to be excessively dirty, Motorpool has the right to charge your department up to 
$50 to clean the vehicle. 

13. Return vehicles to the Motorpool location. 

mailto:HR@blackburn.edu
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14. Departmental Policies may exist; however, this policy is to be recognized as the College policy and 
will prevail unless the departmental policy is stricter in its requirements in which case the 
departmental policy would be followed. The on-line policy located on the S:\Administrative\Motor 
Pool\Public drive is considered to be the most up to date copy and supersedes any printed versions 
prior to date of the file. 

 
The following rules apply to users of college vehicles: 
 
Reserve vehicles early.  Priority for use of vehicles will be in the following order:  Academic, Athletic, Other, 
College Use, Student Organizations, and Off Campus Organizations.  Within that priority structure, a first-
come, first-serve basis will be observed.  It is highly recommended (and in some cases required) that a faculty 
or staff member be present when College vehicles are in use. 
 
Vehicles will be checked out to approved drivers only.  The driver will sign out for a vehicle and no other 
driver will be authorized to operate the vehicle during that trip.  Blackburn College reserves the right to refuse 
any individual for driving college vehicles.  If you want to be approved, you must bring your driver’s license 
to the Security Office for approval.  This can take from 2 – 5 days. 
 
Vehicle drivers will observe all speed limits and other laws regarding the operation of motor vehicles.  
The maximum capacity of the vehicle will not be exceeded.  Maximum capacity of the 12-passenger vans 
is 10 if athletic equipment is being transported.  Drivers are responsible for the safety of the passengers in the 
vehicle: drivers (and passengers) are expected to use good judgment.  The driver is responsible for making 
sure every passenger wears his/her seatbelt at all times.  In case of an accident or breakdown, drivers will 
immediately report the accident to the police department, which has jurisdiction at the place of the accident.  
As soon as possible, drivers will call the person whose name and number is posted inside the vehicle for 
emergency contact. 
 
Persons will not operate college vehicles if they have been consuming alcoholic beverages or using 
intoxicating drugs (legal or otherwise).  Alcoholic beverages or illicit drugs will not be consumed or 
transported in any college vehicle at any time.  If there is any evidence that there has been alcohol or drugs in 
the vehicles, drivers will automatically lose all driving privileges. 
 
Upon return, the driver must park and lock the vehicle in the designated location of the college parking 
lot; then complete a mileage slip and bring it along with the keys to the Security Office.  If the driver has 
taken the van for 1 mile or 1000 miles the driver is still required to fill out a mileage slip. 
 
Every attempt must be made to keep the vehicles clean - inside and out.  The cooperation of all vehicle 
users is requested.  A $15 clean up charge will be assessed to any department, organization, or person 
returning a vehicle, which has not been cleaned of all trash or other debris.  In order to keep vans clean, and 
for the comfort of other riders, NO SMOKING IS ALLOWED IN THE VEHICLES AT ANY TIME! 
 
If all college vehicles have been booked and we have to rent a vehicle, we will only rent vehicles if the 
person requesting the vehicle makes arrangements to pick up and return the vans to the rental company.  
Generally, the vehicles must be returned first thing the following day unless rented on Friday, and then they 
must be returned first thing Monday. 
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1.12.6 Reimbursement for Official Travel 
It is the policy of the College to reimburse travelers for every legitimate expense incurred in traveling on 
College business. Travel should be the most economical means, considering travel time, costs and meeting 
agenda. 
 
Travel expense forms are available in the Business Office. The purpose of the travel must be stated; this 
allows the College to justify travel reimbursements (as non-taxable income) in the event of an IRS audit. 
Travel advances are available through a check request to the Business Office 24 hours prior to departure, or 
you may request a cash advance in the Business Office if the amount of the advance is $75.00 or less. 
 
1.12.7 Blackburn Credit Cards 
College credit cards are to be used for College business related to travel expenses. Personal use of the card, 
even with the intention to reimburse the College, is unacceptable; this includes the purchase of fuel for non-
College vehicles. It is not acceptable to use a College credit card for purchases that could be made by using 
the College Purchase Order system. All receipts for purchases made with a College credit card must be 
turned in for reconciliation. Credit card charges that are not backed up by receipts will be treated as personal 
charges and billed to the cardholder. 
 
When submitting credit card statements for payment, employees are to note charges that are to be applied to 
departments other than their own (e.g., charges for fuel used by a College-owned vehicle). 
 
Credit card statements are sent monthly to the individual cardholder. To ensure the cards will be paid on 
time, statements (and receipts) must be sent to the Business Office at least ten business days before the due 
date using the credit card reimbursement form supplied by the Business Office. Failure to do so will result in 
the cardholder being charged for any interest and/or late charges. 
 
1.12.8 Fundraising 
Many clubs and organizations on the Blackburn campus have a need for funds to support their activities 
during the year. In some cases, the Student Senate allocates funds (collected as part of the student activities 
fee) to organizations, but organizations often need additional funds from other sources. Therefore, a 
fundraising project is usually undertaken. “Fundraising” means the offering of a product, service, or 
“chance” (e.g., raffle ticket) in exchange for cash or other valuables. The solicitation of gifts (cash, services, 
physical property) is the responsibility of the Office of Institutional Advancement. All fundraising and 
solicitation activities must be coordinated with the Office of Institutional Advancement to ensure that such 
efforts do not conflict with official College advancement campaigns. Since all fundraising and solicitation 
activities must be approved by the Business Office, applications for fund-raising efforts are to be submitted 
to that office (see Appendix 1F for application form). If permission to solicit gifts is sought, the Business 
Office will forward the application for additional approval. 
 
1.12.8.1 Application Process 
All organizations seeking to begin a fundraising project must obtain an application form from the Business 
Office (see Appendix 1F).  The form requires a full description of the project and a detailed budget for both 
the project itself, and a budget for the intended use of the funds.  The form must be signed by both the Vice 
President for Institutional Advancement, or appropriate designee, and the Vice President for Administration 
and Finance. Full approval must be granted before the project begins. 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.qen58ois5vsj
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.qen58ois5vsj
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.qen58ois5vsj
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1.12.8.2 General Guidelines 
The application for fundraising will constitute agreement, on behalf of the club or organization and its 
members, to conduct all fundraising activities in accordance with Blackburn College policies, procedures and 
guidelines. 

• All fundraising activity will be in good taste and reflect the high standards of Blackburn College. 
• Products and services will be of high quality and good value. 
• Individuals working with the project will conduct themselves in a manner consistent with generally 

accepted standards of appropriate behavior. 
• All business/financial matters will be conducted through the College Business Office. 

Purchase of supplies, etc. will be handled through normal College purchasing procedures. If the 
organizer(s) are not familiar with those procedures, they must contact the Business Office. 

o All contracts with companies or individuals must be signed by the Vice President for 
Administration and Finance. 

o All funds raised by the group’s activity will be deposited into appropriate revenue accounts. 
 
1.12.8.3 Food Sales 
Projects involving food require adhering to approved food handling and sanitation standards. The Food 
Service Director will assist the organization with the information, equipment, and/or supplies. For the 
protection of the consumer and the College, activities not meeting food preparation and handling standards 
will be closed immediately. 
 
1.12.8.4 Raffles 
Activities involving “chance” require additional information and may even require additional licensing and 
fees. Organizations must meet with the Vice President for Administration and Finance to discuss the scope of 
the project in detail. 
 
1.12.8.5 Solicitation of Gifts 
Groups who wish to solicit funds in the form of gifts (cash, services or physical items), must complete the 
application process outlined above. In addition, all funds received must be turned into the Institutional 
Advancement Office for proper recording and receipt. The Business Office will then deposit the funds as 
appropriate. 
  
Groups/organizations that deviate from acceptable fundraising practices may be barred from future 
fundraising activities and risk forfeiture of all funds raised. 
 
1.13  Social Activities 
1.13.1 Regular Meals 
Employees are welcome at other meals served in the College dining hall, but they are expected to pay the 
rates established by the College food service for employees. Employees may bring guests and pay the rates 
established for guest meals.  
  
1.13.2 Public Programs and College Events 
Employees and their families may attend without charge all public lectures and concerts and other events 
sponsored by the College such as convocations, musical programs, theater productions, athletic contests, 
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dances, and other occasions not restricted by special membership and purpose or by special invitation, or for 
which a special fee has been established for employees. 
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FACULTY HANDBOOK 

 
Section 2 of 4: Policies and Procedures Specific to Faculty 
Effective September 2024 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
_________________________________________________________________________ 
In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, 
the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College 
community should share this commitment; it is expected that everyone will continue to work toward providing a safe working 
environment and promoting safe working practices in all departments. 
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2.1  Faculty Organization and Regulation 
2.1.1 Duties of the Faculty 
The duties of the faculty shall be to instruct students of the College in the arts and sciences and in other 
branches of liberal education, according to accepted standards and procedures; to regulate the course of 
studies, subject to the approval of the Board of Trustees; to recommend to the Board of Trustees at the 
meeting of the Board preceding the December and May graduation dates those students who have completed 
the courses of study prescribed by the faculty and who in other respects are deemed worthy by the faculty to 
receive certificates or degrees from Blackburn College appropriate to the students' attainments; and, under 
the leadership of the President, to perform other functions which shall include, but are not limited to, the 
following: 

• Recommendations for consideration by the President and the Board of Trustees on academic 
standards and policy for admission, advancement, and graduation of students; 

• Recommendations for consideration by the President and the Board of Trustees on policies 
concerning faculty employment, promotion, tenure, salary increases, leaves of absences (including 
sabbatical leaves), and grants for faculty travel or research; 

• Formulation of general regulations obligatory upon themselves, provided such regulations are not 
inconsistent with the Bylaws of the Board of Trustees; 

• Formulation of policies and regulations for intercollegiate activities, provided such regulations are not 
inconsistent with the Bylaws of the Board of Trustees; 

• Recommendations for consideration by the Board of Trustees of persons deemed worthy to receive 
honorary degrees; 

• Recommendations for consideration by the President and the Board of Trustees of measures requisite 
or useful for the effectual discharge of the functions of the Faculty and for the advancement of the 
academic life and general welfare of Blackburn College, including periodic assessment of the 
academic program; 

• Academic advising, as assigned. 
 
When cases may arise not expressly provided for in the Bylaws, the Faculty Assembly is authorized to adopt 
such additional regulations, not inconsistent with the Bylaws of the Board of Trustees, as are deemed 
necessary for the good order of the College, and those regulations, when announced, shall be binding on 
themselves and on students as fully as the published regulations. 
 
2.1.2 Operations of the Faculty Assembly 
 
2.1.2.2 Membership 
The membership of the Faculty Assembly shall consist of all faculty who teach at least 6 hours per semester 
or 12 hours per year. All members are expected to attend regularly. 
 
2.1.2.3 Voting Rights 
All members shall vote on all matters.  
 
2.1.2.4 Procedures 
All matters shall be decided by a quorum of the faculty. A quorum shall consist of the majority of the total 
membership of the Faculty Assembly, not including those on sabbatical or other leaves of absence. Meetings 
shall be conducted in accordance with established parliamentary procedures, with Robert's Rules of Order as 
a model. 
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For Faculty Assembly meetings, any member of the Assembly may request a secret ballot on a formal vote. 
If a member would like to make their request for a secret ballot anonymous, they must do so at least 48 hours 
in advance of the meeting. “Secret” means that no member of the body is aware of the vote of any other 
specific member and no record of the vote will be recorded beyond overall vote totals. The specific methods 
for anonymously requesting and carrying out the secret ballot will be determined by Assembly leadership.  
 
Courses approved by CAP shall not be considered approved by the faculty until after CAP has reported their 
recommendations for approval at the Faculty Assembly meeting, which is subsequent to CAP's discussion 
and approval. 
 
Any motion receiving a majority vote is sent to the President as a recommendation of the Faculty Assembly, 
except for curricular issues, which, as required by policy, shall go to the Board of Trustees through the Office 
of the President with comment by the President. 
Updated 11-2022 
 
2.1.2.5 Chair and Vice Chair of Faculty Assembly 
The Chair and the Vice Chair of the Faculty Assembly shall be members of the faculty elected annually by 
the Faculty Assembly at the last regular meeting of the academic year. The terms of office shall begin 
immediately following the meeting at which the election takes place. The Provost is excluded from election 
to these offices. The Chair of the Faculty Assembly shall not serve more than three successive years in office. 
The Vice Chair shall assist the Chair in their duties. In the absence of the Chair, the Vice Chair shall preside, 
and in the latter's absence, the Provost. A vacancy in the position of the Chair or Vice Chair shall be filled 
through election by the Faculty Assembly at the first meeting following the declaration of a vacancy. 
 
2.1.2.6 Meeting Schedule 
Faculty Assembly will meet on the third Thursday of each month and on the Friday preceding the beginning 
of fall classes. Special meetings may be called by the Chair or by 20% of the members of the Faculty 
Assembly. Meetings of the Faculty Assembly are open to the College community. Meetings can be closed by 
a vote of 25% of the Faculty Assembly members present. The vote to close the meeting will be taken upon 
any request of any member of the Faculty Assembly. 
 
2.1.2.7 Faculty Assembly Agenda 
The Chair, in consultation with the Vice Chair, shall set the agenda. The agenda should reflect major issues 
and concerns of the faculty, including any appropriate item(s) from the President, the Provost, and/or 20% of 
the membership of the Faculty Assembly. Agendas are distributed among the entire faculty as described 
below. 
 
 On the Monday of the week before the Faculty Assembly meeting, the Chair shall solicit items and 
announcements for the agenda from the College community. Announcements may be brought by individuals 
or committees and generally should be brief. Faculty committees or other groups should submit items for 
action no later than the Friday before the meeting with a written description of the proposal to be acted on by 
the Assembly and a rationale for advocating its approval. These proposals, the meeting agenda, the CAP 
Committee minutes, and the previous Faculty Assembly minutes will be distributed to the Faculty Assembly 
members no later than Monday before the meeting. 
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The Office of the Provost will be secretary and custodian of all official records for the Faculty Assembly, 
including the taking and storage of meeting minutes. A copy of the official records will also be kept in the 
minute records stored in the President’s Office. 
 
2.1.2.8 Review and Revision of the Faculty Section of the Faculty and Staff Handbooks 
Changes to the Faculty Section of the Faculty and Staff Handbooks are the responsibility of Faculty 
Assembly and shall be made annually pursuant to official actions that modify existing policy and procedure. 
Proposals for changes to the Faculty Section may originate in any faculty committee or anybody having 
responsibility for areas of campus life covered by the Faculty Section. The normal path these proposals 
should take is as follows: When a proposal is developed, committee representatives take this proposal to their 
respective divisions for preliminary discussion. On the basis of these discussions, the proposal is put into 
final form, including a date of implementation, reviewed by the Faculty Assembly for inconsistencies and 
then presented to the Faculty Assembly for reconciliation. Approved proposals are forwarded to the President 
and, if necessary, to the Board of Trustees by the Chair of the Faculty Assembly. The President will notify 
the Faculty Assembly as to the acceptance, denial, or referral to the Board. Such changes shall become 
effective at the time of the official action. The Faculty Assembly must approve proposed changes no later 
than the April meeting. Changes initiated by the Board of Trustees or the Administrative Officers shall be 
discussed with the Faculty Assembly prior to a final decision. The Chair of Faculty Assembly, the Provost, 
and the division chairs shall be consulted when the College is not in session. 
 
All proposed revisions to the Faculty Section of the Faculty and Staff Handbooks are to be sent to the Office 
of Human Resources, which office will keep track of and make needed revisions and maintain historical 
handbook files. 
Updated 11-2022 
 
2.1.2.9 Selection of the Student Marshal 
Each fall, the faculty elects the Student Marshal from among members of the senior class; this is the highest 
honor that the faculty can bestow on a graduating senior, and it recognizes the recipient as being outstanding 
in all areas of campus life. The requirements for being selected and maintaining the position of Student 
Marshal are set forth below. 
 
Prerequisites for Selection of Student Marshal 

• Senior status (at least 90 hours completed); 
• Have earned a minimum grade point average of 3.3; 
• In good standing in the academic, work and social programs; and has never been reported for 

academic cheating; 
• Have provided a positive contribution to the campus through participation in at least three significant 

activities and support of the community life; 
• Have displayed exemplary performance in the Work Program, if a resident student, or comparable 

experience if a commuter student. 
 
Requirements for Maintenance of Honor 

• Remain a full-time student at the Blackburn campus for the fall and spring semesters during the year 
of service as Student Marshal (resident or commuter). In the event the Student Marshal is not enrolled 
in the spring semester or is participating in an off-campus program, the runner up shall become 
Student Marshal and assume all rights, privileges, and responsibilities of the office. Both Marshals 
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shall lead their class at graduation. Because the fall Marshal is tapped in a public ceremony, the 
spring Marshal will perform the tapping ritual the next year; 

• Maintain good standing in the academic, work, and social programs, including no report of academic 
cheating; 

• Maintain significant campus involvement. 
 
Duties of the Student Marshal 

• Serve on the Student Status Committee and other appointments made by the President of the College; 
• Address the campus community at a fall convocation (the Freshman Convocation, for instance); 
• Present an address at the Honors Banquet; 
• Lead the graduating class, with the Senior Class President, at Baccalaureate and Commencement; 
• March in formal processions of the College. 

 
2.1.2.10 Honorary Posthumous Degree/Recognition 
Upon written recommendation of a faculty, staff, or administration member of Blackburn College sent to the 
Office of the Provost, the Faculty Assembly may recommend the conferral of an honorary posthumous 
degree for a student who meets the following requirements. Input from the student’s family should be sought 
and honored, as appropriate and/or possible. This recommendation will be forwarded to the Board of 
Trustees for final approval.   
 
Requirements for Honorary Posthumous Degree 

• The student must have attained senior status (90 or more earned hours) at the time of death and have 
completed a minimum of two semesters as a Blackburn-enrolled student; 

• The student must be enrolled and pursuing a bachelor’s degree at Blackburn College at the time of 
death; 

• The student must be in good academic, social, and work standing at the College at the time of death 
and have met the cumulative minimums for major and minor grade point averages for the degree.   

 
If the student meets these requirements and is recommended by the Faculty and Board of Trustees of 
Blackburn College, the honorary degree will be awarded.  The transcript will reflect that the degree was 
awarded posthumously, and the student’s name will be listed in the Commencement program. The family 
will decide if the name will be read during the Commencement Ceremony and if the degree is to be conferred 
during the ceremony or in a private ceremony at a later date.  
 
In the event a student has not reached these criteria, a certificate of achievement may be presented to the 
student’s family as recommended by the same process.   
 
2.1.2.11 Honorary Degree Criteria 
These criteria apply to Honorary Degrees proposed by those other than the Board of Trustees. 
 
2.1.2.11.1 Purpose 
Honorary degrees pay tribute to worthy individuals and at the same time enhance the College by such action. 
The degree is not equivalent to, or a replacement for, an earned degree. 
 
Honorary degrees serve a dual purpose. They both recognize people of high achievement and celebrate 
values that we profess as an institution of higher learning. They are a way of telling the larger public that 
certain people and accomplishments are important. 
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An honorary degree is the highest accolade the College can bestow on an individual who is not currently 
employed with the College. It is given to honor an individual who possesses outstanding qualities and talents; 
who has made exceptional contributions to the field of their endeavor; and who exemplifies the highest 
standards of personal integrity, civic responsibility, and service to humanity. 
 
2.1.2.11.2 Eligibility/Criteria 
Substantial evidence must be presented of outstanding achievement and significant contributions to cultural, 
educational, scientific, economic, social, humanitarian, or other worthy fields of endeavor. Careful 
distinction must be made between the extraordinary efforts of individuals who have performed beyond the 
call of duty in service to humankind, in contrast to fulfilling normal expectations in service, employment, or 
professional requirements, including longevity. 
 
The recipient must be present at the convocation at which the degree is conferred. 
Honorary degrees may not be awarded to the following: 

• Current faculty members, staff, or administrators of Blackburn College; 
• Former faculty, staff, or administrators of Blackburn College (except in unusual cases). 
• Members of the community with a current pecuniary interest in the College. 

 
Potential recipients can include persons with nationwide and worldwide recognition as well as those who 
have not been widely recognized and decorated. 
 
Recipients may well be persons who have contributed to Blackburn College in extraordinary ways and whom 
the College wishes to honor with this highest accolade the College can bestow. However, nominees for 
honorary degrees must fulfill all the criteria mentioned in this document regardless of their particular 
contributions to Blackburn College. 
 
Nominees must have demonstrated qualities of mind and spirit and humane values that are consistent with 
the aims of higher education, and with the highest ideals of the persons’ chosen fields. 
 
2.1.2.11.3 Nominations 
Nominations shall be submitted each semester to the Faculty Assembly, whose recommendation will be 
presented, for approval, to the Faculty Assembly, to the President of the College, and then the Board of 
Trustees. 
 
Nominations shall be solicited from the faculty, staff, individual and individual members of the Board of 
Trustees, the Alumni Board, and the senior class. Nominations from other sources will also be accepted. 
 
Nominations shall be made in writing in accordance with application guidelines and in strict confidentiality. 
 
A member of Faculty Assembly who has nominated a candidate for the award of an honorary degree shall 
not take part in the deliberations nor in the decision of the Assembly on the candidate so nominated. 
 
A person nominated for the award of an honorary degree shall not be consulted beforehand and any 
resolution will be in the form of an offer of the award. 
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2.1.2.11.4 Nomination Application 
A letter of nomination shall include reasons as to why the person should receive an honorary degree from 
Blackburn College. The letter may also include supporting opinions and suggestions as to persons 
appropriate to be consulted in relation to the proposal. 
 
Nominations should be accompanied by the following supporting information, including all pertinent dates: 

• Full name of nominee for award; 
• Date of birth; 
• Degrees received and granting institutions, if applicable; 
• Appointments with educational institutions, if applicable; 
• Relevant career history or experience relevant to the nomination; 
• Significant honors, achievements, contributions; 
• Societies, associations for which a nominee holds membership, if applicable; 
• Career summary. 

 
2.1.3 Organization of Divisions and Departments 
2.1.3.1 Faculty of College 
The faculty of the College is organized into departments of instruction and the departments are organized 
into three divisions. The departmental and divisional organization is as follows:

 
Division of Humanities 
Art  
English & Communications  
Modern Languages 
Music & Theatre 
Philosophy & Religion  
 
 

 
Division of Natural Sciences 
Biology  
Chemistry  
Mathematics & Computer 
Science  
Physical Education  
 
 

 
Division of Social Sciences 
Business Administration & 
Economics 
Education  
History  
Leadership, Law, and Public 
Service 
Psychology

2.1.3.2 Division Chairs 
Division chairs are elected by division members in accordance with the following stipulations:  

• When a division chair’s term is expiring, all members of that division shall be given the 
opportunity to nominate candidates for division chair at the last division meeting of the academic 
year. Elections will be held by secret ballot after all candidates who have accepted the nomination 
have left the meeting space. The candidate with a majority of the vote will be named division 
chair.  

• In the event of a tie, each candidate will be given the opportunity to concede. If neither concedes, 
both candidates will leave the meeting space. The remaining members of the division will then 
deliberate about the fitness of each candidate for the position. They will then revote by secret 
ballot. This process will continue until one candidate concedes or receives the majority of the vote. 

• In the event of only one person accepting nomination, no election will be needed, and the nominee 
will be named division chair by acclamation. 

• Newly elected division chairs will begin their service at the first Faculty Assembly meeting of the 
fall semester, except in the case that an outgoing division chair is retiring or otherwise leaving the 
college, in which case they will begin their service on the outgoing chair’s official departure date. 

• Whenever possible, the person selected shall be a tenured member of the faculty; and, when 
circumstances render this impossible, a nontenured person who is acceptable to the members of the 
division shall be nominated as acting chair for a one-year term, or until such time as a tenured 
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chair may be selected. 
• Chairs serve for a three-year term and may be appointed for a second three-year term for a 

maximum of six years of consecutive tenure. The division chair coordinates academic affairs for 
the various departments in the division by: 

o Reviewing proposed semester class schedules; 
o Presiding over monthly meetings of the division faculty, guiding formulation of new 

academic policy and curricular changes for recommendation to the CAP committee and/or 
the Faculty Assembly;  

o Consulting with departmental faculty on proposed curricular changes in their respective 
areas and serving as one of the divisional representatives to CAP;  

o Reviewing proposed departmental budgets and serving on the Planning and Budget 
Committee. The division chair participates in the search for new full-time faculty members 
in the division, makes recommendations to the Provost regarding the initial appointments 
of division faculty, and subsequently evaluates them and makes recommendations for 
reappointment, including appointment to tenure. In the case of scheduling conflicts or 
problems, the division chairs consult together and, with contributions from the Provost, 
resolve the issues. The division chair also provides guidance and assistance to the faculty 
for improvement of their teaching, scholarship, and service to ensure that high academic 
standards and sound procedures prevail within their division. 

  
2.1.3.3 Division Meetings 
Regular division meetings will be held on Thursdays at 3:30 p.m. Agendas shall be set by the division 
chair but should include reports from members of standing committees and discussion of matters requiring 
action at the next meeting of the Faculty Assembly. Special meetings may be scheduled by the division 
chair. 
 
2.1.3.4 Department Chairs 
The President of the College appoints department chairs. They serve annual terms but may be reappointed 
without limit to the number of years in this position. 
 
The duties of the department chair include preparing the annual proposed budget and schedule of course 
offerings; developing proposals for curriculum changes; contacting, screening and recommending 
applicants for available faculty positions; evaluating other faculty members of the department as 
appropriate for reappointment and ensuring that high academic standards and sound procedures prevail 
within their departments. 
 
2.2 Faculty Personnel Policies and Procedures 
2.2.1 Appointment 
The initial appointment of all members of the faculty shall be for a period not to exceed one year.  
 
The President in consultation with the Provost makes faculty appointments.  
 
All full-time teaching faculty (12 load units per semester or equivalent) will receive faculty contracts. 
Faculty teaching 7 load units or fewer are considered part-time adjunct faculty and will receive adjunct 
contracts. 
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All prospective candidates for teaching positions must be offered teaching faculty contracts. 
 
Salary is confidential. 
 
2.2.2 Reappointment Procedure 
In the event that a candidate is a department chair, an alternate within the same division will evaluate the 
candidate’s teaching performance in order to have two evaluations in the tenure process.  In the event that 
a candidate’s department and division chair are the same person, an alternate will serve in this evaluative 
capacity.  This alternate will be elected by the department and/or division at the beginning of the academic 
year or at such time as the need arises.  
 
By October 15 and March 1, department and division chairs will conduct teaching observations of all pre-
tenure faculty in their department/division in accordance with procedures described in handbook section 
2.2.14, Evaluation of Teaching Effectiveness.  
 
By December 15, the Provost sends requests for a list of professional activities.  
 
In order to ensure sufficient time for the annual review by the Provost, Division Chair, and Department 
Chair, non-tenured faculty will submit their Summary of Professional Activities (see Appendix 2A for 
guidelines) by February 1 to the aforementioned parties. 
 
After their spring semester observation, Department and Division Chairs will then write letters of 
reappointment or non-support. These letters will specifically address the criteria for reappointment and 
continuous tenure; they should make particular note of teaching–materials, observations, and 
conversations with the candidate–in doing so.  

• They should also include additional data from general observation (such as service on committees) 
and/or department members or students. They will also note, when called for, concerns that have 
been expressed about a pre-tenure faculty member’s adherence (or lack thereof) to ethics of the 
teaching profession as defined in Criteria for Tenure Appointment, handbook section 2.2.5.10.3. 

• Department and Division Chairs will submit one copy of the letter, with completed Teaching 
Observation forms attached, indicating support or non-support of the reappointment to the Provost 
no later than March 1. A second copy of the letter indicating support or non-support or 
reappointment will be sent to the non-tenured faculty members for their own record. 

 
By April 1, after receiving the signed copies of the letters written by the division and department chairs, 
the Office of the Provost will meet with the division chair, the department chair (or alternate), and the 
non-tenured faculty member for the purpose of reviewing the faculty member’s performance.  
 
By April 15, following this meeting, the Provost will provide one copy of the letter to the faculty member 
that provides a detailed summary of the review, making particular note of strengths and concerns, if any, 
regarding the pre-tenure faculty member’s candidacy.  Similar to the department and division chair letters, 
the Provost’s summary will specifically address the criteria for reappointment and continuous tenure; they 
should make particular note of teaching while also noting additional data from general observation (such 
as service on committees) and/or department members or students. They will also note, when called for, 
concerns that have been expressed about a pre-tenure faculty member’s adherence (or lack thereof) to 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.gijix3qtm8xv
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.gijix3qtm8xv
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ethics of the teaching profession as defined in Criteria for Tenure Appointment, handbook section 
2.2.5.10.3. 
 
The faculty member will keep that copy of this letter for their personal record.  The Provost will keep a 
copy for the faculty member’s personnel file.   
 
This process is repeated each year until such time as the candidate is eligible to apply for tenure.  
The President issues contracts no later than May 1. 
 
In January of their third (or otherwise mid-point) year, pre-tenure faculty will also meet with the tenure 
committee for the purpose of providing candidates with additional feedback and support in their progress 
to tenure.  

• Before this meeting, the committee will review all materials previously submitted in the faculty 
member’s reappointment process, including Summaries of Professional Activity (and any 
attachments) and letters of reappointment written by department and/or division chairs and the 
Provost (including any attachments).  

• During this meeting, the committee will review the application process with the candidate, 
including criteria, timelines and what material should be included in the tenure application. They 
will provide the candidate with the opportunities to ask questions, express needs, and share 
concerns.  

• The committee may provide the candidate with written feedback regarding their progress towards 
tenure. If issues or needs arise, including those related to support and/or resources, the committee 
will communicate those to the Provost. 

 
See Appendix 2B for a timetable describing personnel responsibility. 
 
2.2.3 Academic Rank 
No distinction in rank is recognized at Blackburn College. There is no objection to the use of the title of 
"professor" for faculty members of Blackburn College. Another appropriate title would be "member of the 
faculty of Blackburn College." 
 
2.2.4 Emeritus Faculty 
The conferral of emeritus status is an honor given in recognition of service to Blackburn College. The 
nominee for emeritus status must have attained tenure at the College. A recommendation for emeritus 
status may be made by any member of the faculty or the President’s Office, after the nominee has 
submitted their intent to retire in writing to the President. If approved by Faculty Assembly, the 
recommendation is forwarded to the President, who will then forward it to the Board of Trustees. 
 
Criteria for Candidacy 
Successful candidates for consideration to the rank of Professor Emeritus will have: 
At least ten years of full-time employment at Blackburn College prior to retirement and be a tenured 
Professor at retirement. A tenured Professor with fewer than ten years of employment at Blackburn may 
be considered for Emeritus status at the discretion of the Provost. 
A consistent record of quality performance as demonstrated by one or more of the following: 

1. A substantive record of outstanding teaching, educational contributions, and/or scholarship in the 
field; 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.f9qeiqaq08pa
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2. Clear evidence of service to the College beyond teaching. 
 
Application 
Application for Emeritus Professor should be initiated by the Department Chair of the department in 
which the candidate held their full-time appointment. Alternatively, the retiring faculty member may 
submit a written request to the Department Chair requesting consideration for emeritus status. The 
candidate should provide supporting documentation that includes a current, comprehensive Curriculum 
Vitae or written summary of professional activities while at Blackburn. The Department Chair forwards 
their recommendation, with the necessary supporting materials, to the Provost by December 15. 
 
Early in the Spring semester, the Provost forwards the application and supporting materials to the Tenure 
Committee, which deliberates and delivers its recommendations to the Provost by February 1.  
 
After review, the Provost forwards their recommendations as well as the recommendations of the 
Department Chair and Tenure Committee to the Faculty Assembly and the President. Upon approval, the 
Provost will present the candidate to the Board of Trustees for consideration at their next meeting. 
 
Candidates whose rank of Professor Emeritus has been approved by the Board of Trustees are notified 
promptly and the rank is conferred by the President during an appropriate College ceremony. 
 
The Provost may approve the submission of a candidate’s application for Emeritus status in accordance 
with the above procedures on a modified or accelerated schedule. 
 
Privileges 
The privileges associated with having been granted the rank of Professor Emeritus are: 

• Lifetime listing indicating the rank of Professor Emeritus in College catalogs and directories; 
• Regular and online library privileges; 
• Lifetime email address and support including listing in Blackburn directories; 
• Lifetime eligibility for use of College facilities;  
• Participation in College public ceremonies; 
• Based on availability and the recommendations of the Department Chair and the Provost, use of 

office and/or lab space, equipment, and other campus facilities to support scholarly work and/or 
educational activities; 

• With permission of the Department Chair, Provost, and/or Committee Chair authorization to serve 
on committees or engage in other research or educational activities within the College. 

 
2.2.5 Tenure Policies 
2.2.5.1 A faculty position that requires a teaching load of 12 load units per semester will be designated as 
a tenure-track position. 
 
Faculty may be appointed to temporary non-tenure track positions at the time of hiring. Non-tenure track 
faculty positions are positions created solely to provide the College with the opportunity to augment or 
sustain its curricular offerings without offering the prospect of tenure. Such appointments should be made 
using one of the following descriptions:  artist-in-residence, visiting professor, exchange teacher, and 
sabbatical, administrative duty, or leave-of-absence replacement. Faculty hired to replace late resignations 
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that prevent full search opportunities are also included. The Conditions of Service Committee must review 
all such positions each year. 
 
Such non-tenure contracts cannot be continued for more than three years, beginning with the first full year 
of service.  At the end of three years, non-tenure track positions must either be converted to tenure track 
positions, or eliminated. 
 
2.2.5.2 At Blackburn, the maximum probationary period is six years with the tenure decision to be made 
in the spring of the sixth year; faculty appointed with the Ph.D. (or equivalent terminal degree) and a 
minimum of five years full-time prior College teaching will be considered for tenure in the fall of their 
third year or after four semesters. Those candidates applying for tenure in their third year will begin 
service work in their first semester, including committees and advising. The timing for the submission of a 
tenure dossier will be stipulated in the contract offered to a prospective faculty member.  
 
A Blackburn faculty member who had previously been on a Blackburn adjunct and/or visiting contract, 
and who has moved into a permanent tenure-track position, will be considered for appointment to 
continuous tenure after the standard probationary period outlined above. Candidates who have moved 
from an adjunct or visiting-professor position to a tenure-track position must serve no less than two years 
or four full semesters in a pre-tenure probationary period as described above.   
 
A Blackburn faculty member who had previously been on a Blackburn staff contract, and who has moved 
to a tenure-track position will be considered for appointment to continuous tenure after a probationary 
period of at least four years from the date of the move to a faculty contract. The timing for the submission 
of a tenure dossier will be stipulated in the contract offered to a prospective faculty member.   
 
2.2.5.3 A faculty position held by a full-time employee who holds or formerly held a staff contract with 
the appropriate terminal degree and which requires a teaching load of at least six credit hours per semester 
or 12 hours per year and requires additional responsibilities which are academic in nature, may be 
designated as a tenure-track position, when the academic responsibilities are those which involve teaching 
outside of the classroom. Such responsibilities include, but are not limited to, coaching, training peer 
tutors, performing remediation, advising, and counseling. 
 
The department chair responsible for a position in question may recommend to the division chair that the 
position be changed from a non-tenure track position to a tenure-track position. The division chair may 
recommend that change to CAP and the Faculty Conditions of Service Committee, both of which must 
concur in recommending that change to the President for approval. 
 
This process may be repeated as often as the appropriate departmental chair chooses to initiate it. 
 
2.2.5.4 Tenured faculty will retain their tenure status when, in the interest of meeting a special need of the 
College, it is appropriate for them to shift into a full-time administrative position for a limited period of 
time. Similarly, probationary faculty who hold tenure-track positions will not lose their years earned 
towards tenure if they shift into a full-time administrative position. Such years of administrative service, 
however, will suspend the probation period for tenure until full-time faculty service is resumed. The 
period is limited to three years. Should a move be made from a faculty position to a full-time 
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administrative position, tenure will not follow to the administrative position. Acceptance of a permanent, 
full-time administrative position requires the forfeiture of tenure. 
 
Similarly, tenured faculty who shift into a part-time administrative position will retain their tenure status, 
and probationary faculty who hold tenure-track positions will not lose their years earned toward tenure if 
they shift into a part-time administrative position. The probationary period for tenure, however, may be 
altered after negotiation between the President and the tenure candidate before assuming the part-time 
administrative position. 
 
2.2.5.5 In a few cases, tenure-track positions at Blackburn may not require the terminal degree. Thus, it 
may be possible to attain tenure with a lesser degree. In order for a position to be considered as tenure-
track without the terminal degree, it must be so designated by CAP and the Faculty Conditions of Service 
Committee, and approved by the President. In addition, they shall designate the degree, which must be 
held before any candidate will be considered for the position. 
 
This process may be initiated by either the appropriate departmental or divisional chair who will then be 
responsible for justifying the change on the basis of any or all of these criteria: (a) the nature of the 
position or (b) prevailing practices at comparable institutions, or (c) relative unavailability of persons with 
a terminal degree. 
 
The above-stated criteria will be applied to all new positions as well as existing positions which become 
vacant. 
 
2.2.5.6 The policy of awarding continuous tenure should be continued and those faculty holding 
continuous tenure should retain it without being subject to regular review of their continuous tenure. 
Faculty holding continuous tenure will be subject to the evaluation procedures established by the Faculty 
Assembly and approved by the President. 
 
2.2.5.7 In the event that, at any time during a faculty member's probationary appointment period, the 
College's financial prospects or programmatic needs make it unlikely that the candidate can be granted 
tenure under the tenure criteria in the Faculty Handbook, the faculty member shall be so informed by the 
President. In each instance: 

• The circumstances that are likely to require program reduction or redirection will be reported to the 
President by CAP and the Conditions of Service Committee. 

• The possible program reduction or redirection will be legitimate and necessary as documented by 
careful review of institutional mission, program, and finances. 

• Such notification will be provided at the earliest feasible occasion, but in any event at least two (2) 
and preferably three (3) years before the expiration of the probationary period, following the 
identification of the circumstances which may preclude the award of the tenure. 

• If he/she wishes, the affected faculty member will be assisted in locating another position or 
considered for appointment to other positions within the College for which he/she is fitted by 
education, training, and experience. 

• In connection with the latter circumstances, if it is determined that the faculty member might 
qualify for a given assignment after additional education, the College will consider providing 
partial support to enable the individual to secure necessary background training.  Such support is 
not to assume the proportions of that provided through a sabbatical leave, but is to be modest and 
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designed to enable the faculty member to expand his/her competence to permit secondary 
participation in the new area of teaching or service while retaining the primary role in the original 
area or department. 

• The place of the affected faculty member will not be filled by a tenure-track replacement within a 
period of three (3) years unless the affected individual has been offered reinstatement and a 
prescribed time in which to accept or decline it. 

 
2.2.5.8 The tenure committee may not, in review of and deliberations about a candidate’s dossier, consider 
unsolicited data or input outside the formal process of re-appointment. This includes but is not limited to 
letters from faculty or staff who did not serve as department or division chair during the candidate’s 
reappointment proceedings. Candidates may include letters of support in their dossier if they wish. 
 
2.2.5.9 Blackburn will, upon granting tenure to the six tenure-track faculty members hired prior to August 
30, 2018, increase their annual salaries by the greater of $5000 or 10%. Any faculty hired or who entered 
the tenure track after September 1, 2018, will, upon being granted tenure, receive a salary increase of the 
greater of $3500 or 7%. The Board reserves the right to adjust, in its discretion, the amount of any future 
salary increases awarded upon granting tenure. 
 
2.2.5.10 Criteria for Tenure Appointments 
2.2.5.10.1 Academic and Scholarly Competence 
Candidates normally will hold the appropriate terminal graduate degree, give evidence of scholarly or 
creative accomplishment, and potential for continued growth. See Appendix 2C. 
 
2.2.5.10.2 Teaching Effectiveness 
A successful candidate for tenure: 

• Performs teaching duties responsibly and effectively, including willingness to initiate, develop, 
and implement new pedagogies, courses and programs as needed. 

• Gives evidence of careful and conscientious preparation. 
• Meets classes regularly and punctually as scheduled and uses class time well. 
• Covers appropriate material in a logical and organized manner. 
• Demonstrates good written and oral communication skills. 
• Attempts, as relevant, to provide students with the most current and important material in the field. 
• Maintains a rigorous standard of student achievement as appropriate to the varying skill levels and 

experiences of students. 
• Fosters a classroom environment in which students are actively engaged in learning. 
• Uses instructional and evaluative approaches that foster higher cognitive abilities (e.g., critical 

thinking), written and oral communications skills, as well as content mastery. 
• In cases where a tenure dossier is submitted by a person with full-time appointment with the 

College whose duties are at least half-time but less than full-time teaching, the Tenure Committee 
shall consider non-academic duties that complement the person's teaching. 

 
Adherence to the Ethics of the Teaching Profession 

• Assumes ethical qualities and responsibilities that characterize the profession of College teaching. 
• Exemplifies qualities of integrity, honesty, and personal regard for others that reflect on an 

institution of higher learning. 
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• The faculty of Blackburn College endorses the most recently approved AAUP Statement of 
Professional Ethics.  

 
2.2.5.10.4 Contributions to the College Community 

• Performs student-advising duties with interest and responsibility. 
• Participates actively in College governance through the appropriate bodies. 
• Maintains respectful interest in students. 
• Discharges faithfully committee responsibilities. 
• Accepts and carries through special assignments that contribute to the total program of the College. 

 
2.2.5.11 Procedures for Tenure Appointment 

• No later than March 15 of the year prior to the review, a faculty member and the tenure committee 
will be notified by the Office of the Provost of their eligibility to be considered for tenure.  

• No later than September 15 of the year of review, the candidate is responsible for assembling the 
following materials into a dossier, which must contain the following items (a-j). A dossier that 
does not include these required items will be considered incomplete. An incomplete dossier may 
be considered grounds for denial of tenure.  

(a) a written narrative or guiding statement explaining how the criteria have been met; the 
statement should refer to and reflect upon qualitative and quantitative data as evidenced 
by items b-j below; 

(b) copies of annual summaries of professional activities, including all attachments (see 
Annual Summary of Professional Activity, Appendix 2A);  

(c) copies of annual recommendations from the department chair (when applicable), 
division chair, and the Provost for all years the candidate has taught at Blackburn;  

(d) additional peer-evaluations if available and deemed desirable by the candidate; 
(e) most recent syllabi and representative assignments for all courses taught by the 

candidate that are not already attached to the annual summary;  
(f) additional supporting course material deemed relevant;  
(g) evidence of scholarship and/or creative efforts;  
(h) information concerning service to the College (committee participation, student 

advising, contributions to on- and off-campus extracurricular events, etc.);   
(i) copies of data obtained from teaching evaluation instruments used during the 

candidate's years at Blackburn. 
(j) the department and divisions chairs’ final recommendations for or against granting 

continuous tenure. 
• Submission of the Dossier: The tenure dossier must be submitted electronically to The Office of 

the Provost (in the format as instructed by the Provost’s office). The Office of the Provost will 
create an online tenure folder for the candidate. Once a tenure dossier is submitted, the tenure 
candidate will no longer be able to edit or make changes to the submitted dossier. 

• The tenure folder is confidential and is available only to the candidate being considered, the 
Tenure Committee, the Provost, the President and members of the Board of Trustees.  

• By October 1, the Faculty Tenure Committee and the Provost shall convene a meeting for the 
purpose of discussing and analyzing the candidate's merits for tenure vis-à-vis the stated tenure 
criteria; this may include discussion of any concerns they may have regarding the tenure 
appointment under consideration. 

• By October 15, the Tenure Committee will meet with the department and division chairs to discuss 

https://www.aaup.org/report/statement-professional-ethics
https://www.aaup.org/report/statement-professional-ethics
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their recommendations. 
• No later than November 1, the Faculty Tenure Committee will meet with the tenure candidate. The 

agenda of the meeting shall be discussion and analysis only of the candidate's merits for tenure vis-
à-vis the stated tenure criteria.    

• The vote of the Faculty Tenure Committee on each case of tenure will be arrived at by secret 
ballot. The vote count will be verified by the other committee members. The votes of the 
individual Tenure Committee member and any comments or evaluations they make to the 
Committee are confidential and will not be disclosed. 

• No later than November 15, the Faculty Tenure Committee and the Provost will exchange with 
each other their independent recommendations regarding tenure. In the event of significant 
disagreement between the Faculty Tenure Committee and the Provost a meeting should be 
convened prior to December 15 in an effort to resolve the differences. 

o By December 15, the final recommendations of the Faculty Tenure Committee and the 
Provost will be emailed to the tenure candidate and added to the tenure folder.  

• By January 15 the President will make his/her recommendation for or against granting continuous 
tenure. The President will email their recommendation to the tenure candidate and to the Office of 
the Provost who will add it to the tenure folder.  

• Any time a letter of recommendation is submitted for addition to the tenure folder, the tenure 
candidate will simultaneously be emailed the letter. The tenure candidate will have three days to 
respond to the letter if they so wish. This response will be emailed to the person or group who 
made the recommendation and to the Office of the Provost. The person or group who made the 
recommendation may decide to change their recommendation at this point in the process. The 
person or group who submitted the negative recommendation will have five calendar days after 
receipt of the rebuttal by the tenure candidate to respond in writing (with a copy of the response 
emailed to the candidate and the Office of the Provost) if they so choose. The rebuttal and the 
response to the rebuttal will be added to the tenure folder when received by the Office of the 
Provost. 

• At any time in this procedure up until January 20, the tenure candidate may withdraw their 
application for tenure by emailing their decision to the Office of the Provost. Whether or not the 
candidate withdraws, all contents of the tenure folder will remain in the possession of the Office of 
the Provost.    

• By January 25, the tenure folder will be made available to the appropriate members of the Board of 
Trustees. The final decision regarding the continuous tenure status of the candidate rests with the 
Board of Trustees. The faculty member will be notified by the Office of the President that he/she 
has been granted or not been granted continuous tenure by the Board of Trustees no later than 
March 1. 

• In the case of denial of tenure by the Board of Trustees or withdrawal by the candidate, the 
institution may offer a terminal year of appointment, following the candidate’s current contract. 

• All parties should make a good faith effort to adhere to all the deadlines incorporated in the tenure 
procedures. In cases of extenuating circumstances, failure of the College or the candidate to meet 
the deadlines as specified in the procedures will not give rise to any rights to, or forfeiting of, 
continuous tenure, reemployment and reappointment. In such cases, the time schedules of the 
tenure procedures may be renegotiated by agreement of all parties. 

 
2.2.5.12 Calendar of Tenure Procedures 
Standard Timeline 
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• March 15 (of the year prior to the review). Candidate and Tenure Committee notified by the 
Provost that they are eligible to apply for continuous tenure. 

• May 1 Department and division chairs submit letters of recommendation to the candidate and 
Provost.  

• September 15 Candidate submits tenure dossier 
• October 1 Meeting between Faculty Tenure Committee and the Provost. 
• October 15 Meeting between division and department chairs and the Faculty Tenure Committee  
• November 1 Faculty Tenure Committee meets with candidate 
• November 15 Provost and Faculty Tenure Committee exchange recommendations and if 

necessary meet to resolve differences.  
• December 15 Faculty Tenure Committee and the Provost submit recommendations  
• January 15 President announces recommendation to candidate. 
• January 20 Last possible date for the candidate to withdraw their tenure application 
• January 25 Tenure folder made available to the Board of Trustees 
• February Board acts on President’s recommendation during February board meeting. Candidate 

informed of the Board's decision by the President after the board meeting, but no later than March 
1. 

 
Alternate Timeline  

• September 15 (of semester prior to the review). Candidate and Tenure Committee notified by the 
Provost that he/she is eligible to apply for continuous tenure. 

• November 1 Department and division chairs submit letters of recommendation to the candidate.  
• January 15 Candidate submits tenure dossier. 
• February 1 Meeting between Faculty Tenure Committee and the Provost. 
• February 15 Meeting between division and department chairs and the Faculty Tenure Committee  
• March 1 Faculty Tenure Committee meets with the candidate 
• March 15 Provost and Faculty Tenure Committee exchange recommendations and if necessary 

meet to resolve differences.  
• April 15 Provost and Faculty Tenure Committee submit recommendations. 
• May 15 President announces recommendation to candidate. 
• May 20 Last possible date for the candidate to withdraw their tenure application 
• May 25 Tenure folder made available to the Board of Trustees 
• June Board acts on President’s recommendation during February board meeting. Candidate 

informed of the Board's decision by the President after board meeting, but no later than July 1. 
Revised by Tenure Committee 2022, Passed by Faculty Assembly 4-2022, Updated in November 2023 
 
2.2.6 Policy on Adjuncts 
Blackburn College is an institution committed to quality instruction and full-time tenure track faculty is 
the most effective long-term means of ensuring the best instruction and service for students. Although 
committed to the preferred use of full-time faculty, the College can hire adjunct faculty with the minimum 
of a master’s degree in the interest of keeping flexibility in order to be responsive to temporary shifts in 
enrollment and to hire adjuncts with special knowledge and skills that can enhance the quality of 
instruction. In certain departments there are instructional benefits of using a person with current 
knowledge from the work world, e.g., business law, journalism, educational pedagogy. The College also 
uses adjunct faculty on a continuing basis. In such cases, the College may decide to recognize ongoing 
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loyalty and instructional experience with some limited benefits and somewhat higher compensation. Such 
benefits and augmented compensation, however, should not convey any implicit promise of a full-time 
teaching position. 
 
The final responsibility for hiring adjunct faculty will rest with the Provost. Department chairs and the 
division chair will be asked to identify, contact, and assess prospective adjunct faculty and to make 
recommendations to the Provost. CAP serves in a consultative role with the Provost in approving new 
adjunct faculty positions. There is a limited fund for dealing with true emergencies. 
 
No adjunct faculty member should teach more than seven semester hours per term. The purpose of this 
limit is to avoid the creation of de facto pro-rated full-time positions from adjunct loads. 
 
Students will evaluate adjunct members each semester and copies of the evaluations will be distributed to 
the proper department and division chairs. 
 
Adjunct faculty will be given library privileges, access to computers, and office space. 
 
Adjunct faculty have the protection of due process and access to the grievance procedure.   
 
Adjunct faculty will receive $900 per load unit. 
 
2.2.6.1 Evaluation of Adjunct Faculty 
Both new adjunct faculty and continuing adjunct faculty will be reviewed on a regular basis by the 
department chair in consultation with the Provost in the following manner:   

• First-time adjunct faculty will be reviewed during the semester they teach through at least one visit 
by and consultation with the department chair. In addition, the chair will receive student ratings on 
the first-time adjunct immediately after the semester is completed and review those ratings with 
the adjunct faculty member. Included with the classroom visit will be a review of course syllabi 
and other teaching materials by the chair. 

• Continuing adjunct faculty, i.e., those who are hired more than once to teach the same course(s), 
will be reviewed on an annual basis. That is, the department chair will receive and review with the 
faculty member student ratings for the academic year as soon after the year is completed as 
possible. The chair may make at least one classroom visit during the academic year and may 
review course syllabi and other teaching materials. 

 
2.2.6.2 Off-Campus Programs 
All faculty teaching off campus shall be given adequate compensation including, but not limited to 
reimbursement for miles traveled at the standard rate set by the College and standard adjunct salary as set 
by the College and/or compensation for off-site teaching, whichever is appropriate; adequate support 
including, but not limited to, office space at the off-campus site and office support and facilities; 
appropriate review consistent with the Faculty Section of the Faculty and Staff Handbooks. 
 
Considerations for future programs 

• Faculty and administration will propose future programs in a cooperative manner; 
• Faculty will teach in such a program only with the joint consent of the Department chair, the 

Provost and the affected faculty member(s); 



 

19 
 

• Faculty and administration will ensure appropriate staffing. 
 
It is noted that this policy does not cover any one specific program, but all programs in a general sense. 
 
2.2.6.3 Outstanding Adjunct Instructor Award Policy  
An Outstanding Adjunct Instructor Award will be given as a way of formally recognizing adjuncts who 
have maintained instructional excellence over an extended period of time in service to the mission of the 
college. 
 
The specifics are: 

• The award would only be presented in years when there are outstanding candidates; 
• The award recipients would be selected by the Provost and Division Chairs in consultation with 

faculty, staff and students; 
• The award would be presented at the Honors Banquet in the form of a plaque and would carry a 

small cash prize, for which private funding will be obtained. 
Effective 10-2011 
 
2.2.7 Termination 
Tenure is considered to be a continuous appointment to the faculty of the College. Termination of a 
tenured appointment may be affected by the College only for: 

• Cause, 
• Financial exigency, or 
• Discontinuance of a program or a department of instruction for academic rather than financial 

reasons. 
 
2.2.7.1 Termination for Cause 

• Moral turpitude, gross insubordination, or professional incompetence in the performance of duty 
shall justify for cause. 

• Blackburn College accepts the version of the 1940 Statement of Principles on Academic Freedom 
and Tenure (with footnotes) most recently endorsed by the American Association of University 
Professors and the Association of American Colleges. 

• When a tenured faculty member is subject to dismissal for cause, the procedures followed shall 
conform to the procedures set forth in the most recently approved version of the AAUP’s 
Statement on Procedural Standards and Faculty Dismissal Proceedings. 

 
2.2.7.2 Termination Under Conditions of Financial Exigency 

• Financial exigency may be declared by the Board of Trustees when, in its judgment, economies 
achieved through program redirection and/or other means have failed to reduce operating deficits 
to a tolerable level. The operating deficit will be considered intolerable when it has accumulated to 
a level that is 20% of the average of the College's current operating expenses for the last three 
years, if the Board of Trustees determines that such deficit would jeopardize the continued 
financial viability of the College. When computing the deficit for purposes of determining 
financial exigency, all unrestricted funds which the College is permitted to spend for current 
operations shall be treated as income (thereby reducing the amount of the deficit).  

• A state of financial exigency lasts no longer than twelve months, unless it is renewed in 
accordance with the criteria specified in paragraph a above. 

https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure
https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure
https://www.aaup.org/report/statement-procedural-standards-faculty-dismissal-proceedings
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• If the Board of Trustees declares financial exigency, the Planning and Budget Committees of the 
College may review the financial analysis leading to the declaration, and report the results of that 
review to the Faculty and Staff Assemblies. 

• If the financial analysis is not confirmed, a report may be forwarded to the Board of Trustees 
outlining points of disagreement and requesting a re-evaluation. If the financial analysis is 
confirmed, CAP will consult with and make recommendations to the administration concerning the 
particulars of the exigency plans to be implemented. 

• Prior to the termination of a tenured faculty member the College shall: 
o Have made a demonstrable good-faith attempt to reduce the size of faculty through 

attrition; 
o Have previously terminated or not reappointed part-time and nontenured faculty from all 

positions that the potential terminee is qualified to fill; 
o Have attempted to negotiate voluntary retirement with other tenured faculty whose 

positions the potential terminee is qualified to fill; 
o Have attempted to reach an agreement with the potential terminee regarding employment 

(and possible retraining) in some other position, teaching or non-teaching, within the 
College, in the event that such position exists; 

o Observe the seniority principle within departments; that is, the tenured faculty member to 
be terminated shall be that person within the department with the fewest years of service 
after efforts made pursuant to above, unless academic program needs, which the potential 
terminee is not qualified to meet, require the retention of a faculty member in that 
department with fewer years of service. Seniority is based on continuous full-time service 
at the College as a faculty member. Time spent on military leave, authorized leave without 
pay, faculty improvement leave, and sabbatical leave count toward seniority, if the 
individual returns (or returned) from the leave, unless prior agreements with individual 
faculty members stipulate that specified leave time does not count toward seniority. The 
effective day of initial appointment to the current period of uninterrupted service shall 
determine an individual's seniority. Seniority shall not be altered if an academic department 
is merged with or transferred to another academic department. 

• The tenured faculty member designated to be terminated shall be accorded the following rights: 
o Twelve months’ notice of their termination; 
o A hearing during the notification period before the College's Professional Relations 

Committee regarding compliance by the College Administration with conditions in the 
bullet points above. The burden of proof in such a proceeding rests upon the College 
Administration. A complete audio recorded transcript of this hearing shall be made. 

• The tenured faculty who are terminated shall be accorded the following rights: 
o Receive severance pay of one month's salary for each year of service at the College. 

Payment may be in one lump sum or in monthly installments, depending on the option the 
faculty member chooses; 

o Receive an offer of re-employment with tenure and seniority as of the time of termination 
in the event that the College creates a position that is identical with or substantially similar 
to the one from which the former faculty was terminated, within three years of the date of 
termination; 

o Have the option of continued participation in the College health and hospital insurance 
plan, at the terminee's expense, subject to the policy of the College, for one year following 
termination. 
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2.2.7.3 Discontinuance of Program or Department not Mandated by Financial Exigency 
Termination of a tenured appointment, or of a probationary or special reappointment before the end of the 
specified term, may occur as a result of bona fide formal discontinuance of a program or department of 
instruction. The following standards will apply: 

• A motion to discontinue a program or department of instruction, which would result in the 
termination of any appointment as specified above, may originate with the President or the division 
in which the appointment is made. The President will report the motion to all affected departments 
and divisions and to CAP and the Faculty Conditions of Service Committee. The initiator of the 
move to discontinue will supply documentation supporting the motion. 

• The decision to discontinue formally a program or department of instruction will be determined by 
CAP, with the subsequent review and recommendation of the Faculty Conditions of Service 
Committee and final approval by the faculty. 

o The faculty approval will require a simple majority vote by a mailed secret ballot. 
o The decision to discontinue must be reached within one calendar year dating from the date 

of the President's initial report. 
o Notification of the intent to terminate a faculty position may occur simultaneously on the 

date of the initial report to CAP by the President. 
• The decision will be based essentially upon educational considerations. "Educational 

considerations" do not include cyclical or temporary variations in enrollment. These considerations 
must reflect long-range judgments that the educational mission of the institution as a whole will be 
enhanced by the discontinuance, and must be documented as necessary and legitimate. 

• Notification of intent to terminate employment of a non-tenured faculty member because of a 
decision to discontinue a program or a department of instruction will be provided in accordance 
with the standards outlined in handbook section 2.2.5.7; similarly affected tenured faculty will be 
provided a minimum of twelve months prior to the termination date. 

• Before the Administration terminates the employment of a faculty member because of formal 
discontinuance of a program or department of instruction, the institution will make an honest and 
reasonable effort to place the faculty member concerned in another suitable position. If placement 
in another position would be facilitated by a reasonable period of training, financial and other 
support for such training will be offered. If no position is available within the institution, with or 
without training, the faculty member's employment may be terminated but with severance salary. 
Severance salary will be determined using whichever of the following options is most beneficial to 
the affected faculty member: 

o One year's salary, or 
o One-ninth of one year's salary for each year of service at the College up to and including 18 

years, except the payment shall not exceed the amount of salary the individual would be 
entitled to receive if they remained on the faculty until age 65. 

• A faculty member may appeal a proposed relocation or termination resulting from discontinuance 
and has a right to a full hearing before the College's Committee on Professional Relations. The 
hearing need not conform in all respects with a proceeding conducted pursuant to a dismissal for 
cause. A recorded adjudicative hearing before the Committee will be observed. The issues in such 
a hearing may include the institution's failure to satisfy any of the conditions specified above. In 
such a hearing a faculty determination that a program or department is to be discontinued will be 
considered presumptively valid, but the burden of proof on all other issues will rest upon the 
College. 
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• If the College decides to reinstate a discontinued program, the position of a terminated faculty 
member will not be filled with a tenure-track replacement within a period of three years after that 
faculty member's separation from the College, unless that faculty member is offered re-
employment and a reasonable, prescribed time to accept or reject the offer. The terms of re-
employment will include the reinstatement of the tenure status the individual has attained at the 
time the original position was terminated. 

 
2.2.7.4 Termination for Medical Reasons 
Termination of an appointment with tenure, or of a probationary or special appointment before the end of 
the period of appointment, for medical reasons beyond the 12 weeks of Family and Medical Leave Act 
(FMLA) time, will be based upon competent medical evidence and advice that the faculty member cannot 
continue to fulfill the terms and conditions of the appointment for medical reasons. There will be 
appropriate consultation and the faculty member concerned, or someone representing the faculty member, 
will be informed on the basis of proposed action and afforded an opportunity to present the faculty 
member's position and to respond to the evidence. If the faculty member requests, the evidence will be 
reviewed by the College's Professional Relations Committee before a final decision is made by the Board 
of Trustees on the recommendation of the administration. 
 
2.2.7.5 Non-Reappointment 
For non-tenured faculty members, notice of non-reappointment shall be given in writing in accordance 
with the standards endorsed by the AAUP in their Statement on Procedural Standards in the Renewal or 
Nonrenewal of Faculty Appointments and Standards for Notice of Non-reappointment.  
 
In the instance of an appointment made for a specific length of time, such as a one- or two-year 
appointment made as replacement for a person on leave, the letter of appointment shall state clearly the 
termination date and shall indicate that the position is not expected to lead to continuous tenure. No 
additional notice of non-appointment is required. 
 
2.2.7.6 Academic Freedom 
Blackburn College accepts the most recently approved Statement of Principles on Academic Freedom and 
Tenure endorsed by the American Association of University Professors and the Association of American 
Colleges. 
 
2.2.8 Faculty Salaries 
The President, in consultation with the department and division chairs, makes recommendations on initial 
salary and salary increases to the Board of Trustees where applicable. The Board of Trustees makes final 
decisions on all salaries. Initial salaries are based on the quality of academic preparation and scholarly 
achievements, College teaching and other appropriate experience, together with the requirements for the 
particular position available, and with due recognition of the scarcity of qualified candidates in a few 
fields. Individual salary information is kept confidential; College officials will provide individual salary 
information to appropriate authorities when required to do so by law. 
 
Salary adjustments for continuing members of the faculty take account of changes in the cost of living and 
demonstrated merit in teaching, scholarship, and service as approved by the Board of Trustees. 
 
2.2.8.1 Overload Pay 

https://www.aaup.org/report/statement-procedural-standards-renewal-or-nonrenewal-faculty-appointments
https://www.aaup.org/report/statement-procedural-standards-renewal-or-nonrenewal-faculty-appointments
https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure
https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure
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Blackburn’s overload pay rate will be a base of $900 per load unit.  
Effective beginning fiscal year 2012-2013; updated 2023. 
 
2.2.8.2 Summer Pay 
Blackburn’s summer pay will be a starting base of $900 (consistent with the adjunct/overload pay) per 
load unit with a minimum enrollment of 7. [Pro-rated pay will be negotiable with the formula 50/50.] 
Effective beginning fiscal year 2012-2013; updated 2023. 
 
2.2.9 Sabbatical Leaves 
Sabbatical leaves are granted to tenured faculty members so that they may engage in creative intellectual 
activities such as graduate study, research, writing, painting, and composing.  Sabbatical leaves will not be 
granted, however, to enable a candidate to complete a terminal degree in their field of specialization. The 
faculty member shall inform their department chair, division chair, and the Provost upon application for 
sabbatical leave. Because applicants must apply for a sabbatical two years in advance, any tenure-track 
faculty member may apply for sabbatical as soon as the fifth year of employment at Blackburn College, 
with the sabbatical leave contingent upon earning tenure status. 
 
Full-time faculty are eligible for sabbatical after serving Blackburn for six full years since joining 
Blackburn or the last sabbatical. For full-time employees teaching part time to be eligible, they must 
have been employed full time at Blackburn for six years with a minimum teaching responsibility of 50% 
for six years. The leave may be taken for a full academic year at the remuneration of one-half (1/2) the 
faculty member's salary for that year. A sabbatical leave for the full academic year granted after nine (9) 
years of service (after the last sabbatical or since beginning full-time employment) shall carry a 
remuneration of three-fourths (3/4) of the faculty member's salary for which they would otherwise be 
entitled. In either instance, if a faculty member receives a sabbatical leave for one (1) semester, the 
member shall be compensated for their full salary for that academic year. 
 
Process 
CAP shall oversee the orderly review of requests for sabbatical leaves. The recommendations concerning 
the granting or denial of sabbatical leaves shall be based on the merits of the faculty member's proposal 
for the leave.  See below for Faculty Assembly Guidelines for Sabbatical Applications. CAP has the 
responsibility to ask the candidate for clarification of the project as it deems necessary.  
 
Applications by the faculty members for sabbatical leaves shall be filed with, and in keeping with the 
format stipulated by, the Faculty Assembly before October 1, two years in advance of the proposed leave. 
If there are variables that could potentially delay or disrupt the sabbatical project, or if the project might be 
completed before the sabbatical begins, CAP requires that an alternate project be included in the proposal.    
 
Faculty members who are applicants for a sabbatical leave shall not participate in the decision regarding 
the granting of sabbatical leave, whether as a member of CAP or the Faculty Assembly, except to answer 
questions posed by other members. To this end, CAP may invite the applicant to respond to questions. 
All applicants have the right to appear in person before CAP to present their application, if they so 
choose. Faculty members of CAP may present their application to the committee, but then shall be 
excused from the meeting and not participate in the discussion or vote on their application. 
 
CAP shall forward approved applications to the Faculty Assembly, which may ask applicants to respond 
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to questions and may ask applicants to present a summary to the Assembly. 
 
A faculty member whose application is not approved by CAP or Faculty Assembly may appeal the 
decision to the Professional Relations Committee. In this event, the applicant submits to Professional 
Relations a rationale for review of the decisions no later than November 15 of the application year. 
Professional Relations will conduct a timely investigation of the process (including a statement of 
rationale from the Provost), requesting information as it deems necessary, and issue a recommendation 
to the President by December 15 of the application year. Faculty members whose applications for 
sabbatical leave are not approved because of merit may reapply for leave in the succeeding year, but 
shall not have any priority over other eligible applicants. 
 
All applications will be reviewed. In situations where more sabbatical applications are approved by 
CAP, Faculty Assembly, and the Board than will be funded by the Board of Trustees, approved 
applicants will be prioritized within that year based on years of eligibility (more years as higher priority), 
recognizing that people become eligible seven years after beginning employment, or seven years after 
the prior sabbatical. Ties will be settled by drawing lots. All faculty approved by the Board but not 
funded for sabbatical that year must take sabbatical before applicants in subsequent years can take 
sabbatical. If an approved project is completed or no longer feasible before the applicant begins the 
sabbatical, the applicant will submit a new sabbatical plan to CAP for review and approval. 
 
After Faculty Assembly approves an application for sabbatical leave, the Chair of Faculty Assembly will 
inform, in writing, the chair(s) of any department and division which offers a course normally taught by 
the faculty member applying for a sabbatical. The Chair of Faculty Assembly will also remind Department 
chair(s) that they, with the assistance of other members of their department and the administration, must 
develop a plan to ensure that all required courses will be taught during the sabbatical. The Office of the 
Provost will maintain a permanent file of the sabbatical application and will inform the Board of Trustees 
that the appropriate department and division chairs have been notified of the sabbatical leave application. 
 
Final approval of sabbatical leave requests is made by the Board of Trustees. Faculty members engaged in 
a sabbatical cannot take assignments for which they receive compensation unless the assignment is 
directly related to the purpose of the sabbatical as approved by the College. This provision does not apply 
to the acceptance of fellowship awards where services are not required by the recipient. 
 
Upon return from the sabbatical leave, faculty members shall receive the benefit of any salary increases 
made during their absence and shall retain all previous privileges and seniority rights to which they would 
otherwise be entitled. The faculty member may continue to contribute to Blackburn-sponsored retirement 
plans at the same or a different rate than when off sabbatical, and Blackburn will contribute at the rate that 
would have been in force were the faculty member not on sabbatical.  
 
Prior to the granting of sabbatical leave, the faculty members shall execute a written agreement with the 
College providing that on termination of such leave, they will return to the service of the College for a 
period of at least one year. If anything, short of death or qualifying long-term disability (long-term 
disabilities are defined as extending beyond 90 days), prevents fulfillment of this agreement, the faculty 
member will refund to the College an amount equal to the portion of salary received by the faculty 
member while on leave which is in proportion to the amount of service not actually rendered as agreed.  
See Appendix 2D for a copy of the Sabbatical Leave Agreement. 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.4rvhafbg2lf2
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In the semester following the termination of the sabbatical leave, CAP will ask the faculty member to give 
a presentation to the faculty about the sabbatical project. 
 
Guidelines for Sabbatical Leave Application 
The Faculty Assembly requires that sabbatical leave applications be organized under the following 
headings and provide sufficient detail to enable members to understand the projected study plan and its 
scope: 

1. What are the projected beginning and ending dates of the proposed leave? 
2. Where will you be located during the leave? 
3. What is the "study, research, writing, painting . . . composing" you will undertake if this leave is 

granted? Include a discussion of the particular topics, issues, problems, or hypothesis on which 
you will be working. 

4. Will the study build on past work or will you be exploring new directions in your scholarship? 
5. Can the projected study realistically be completed during the period of the sabbatical leave? If 

not, what plans do you have to complete the work subsequently? 
6. What plan(s) have you made for undertaking this study? Please describe such factors as 

exploratory correspondence with institutions where you plan to study, particular scholars with 
whom you wish to work, the availability of archival materials, scientific equipment, or other 
needed facilities. 

7. In what ways and in what areas will the proposed sabbatical leave improve your teaching at 
Blackburn, either directly or indirectly? How will your proposed study relate to your courses or 
to your research? Do you expect publishable work to result from the sabbatical leave? 

 
2.2.10 Funding for Faculty Research and Development and Instructional Improvement 
Faculty may request funds for a variety of purposes.   
 
2.2.10.1 Faculty Research and Development 
Faculty may seek funding support for a variety of projects, including but not limited to:  

• Conference attendance, moderation, or presentation 
• Research or development opportunities to enrich teaching or advising at the college 
• Scientific or social scientific research that may include travel, field experience, or professional 

development 
• Artistic production that may include time or travel to write, perform, or produce various forms of 

art related to one’s field of study 
 
All faculty who desire funds for a project must submit a proposal to CAP (see Appendix 2J) that includes 
the following information: 

• The participants, dates, and location of the event or proposed activity 
• An itemized list of all costs, such as transportation, lodging, meals, materials, fees, etc. 
• A short description of the event or proposed activity and an explanation of how this will benefit the 

college (in any capacity) 
 
Funding requests per faculty member should not exceed 10% of the total funds available per academic 
year. Half of the funds will be available to be awarded in October and half will become available in 
February. CAP will begin reviewing proposals in their first meeting following the first Friday in October 



 

26 
 

and then their first meeting following the first Friday in February, and they will continue reviewing new 
proposals each semester for as long as funds remain. If there are funds remaining after the October cycle, 
they will roll over to the February cycle. The provost will notify applicants of any awards approved by 
CAP. 
 
Faculty who are awarded funds will be required to submit all receipts to the provost’s office. They will 
also be required to submit a brief summary of their activities to CAP (via the provost’s office) within one 
month of completion of the activity. 
 
CAP will use the following criteria (in no particular order) to rank and approve faculty research and 
development proposals: 

• Benefit to the college is clear (benefit may be to students in the classroom, their experience 
through participation, recognition for the college, etc.) 

• Conference attendance versus conference participation through moderation or presentation 
• Proposal directly involves and impacts students 
• A tangible result from the event or activity, such as a publication, certification, award or 

recognition, etc. 
• Clearly articulated potential for professional growth, such as the development of a new skill, 

competency, or increased knowledge of best practice, etc.  
• How recently the applicant received funding 

 
2.2.10.2 Instructional Improvement 
Faculty may seek funding support for course development or improvement, including but not limited to:  

• Purchasing materials necessary to facilitate course development (e.g. reference materials, supplies, 
subscriptions, licenses, etc.) Textbook purchases (aside from course reference materials) will not 
be reimbursed.  

• Travel funds to obtain materials or information directly applicable to course development (e.g. 
meeting with professionals/experts in areas of course instruction, liaising to gain access to 
resources, etc.) 

• Professional training that will translate directly into course development 
• Faculty stipend (not to exceed $750) to offset time and effort for course development/improvement 

that demonstrably exceeds regular preparatory activities; 
• Stipends can only be awarded once every three years; funds can be requested at any time for 

materials, equipment, books, etc. 
 
All faculty who desire funds for instructional improvement funding must submit a proposal to CAP (see 
Appendix 2K) that includes the following information:  

• Clear and specific description of the course and proposed areas of development or improvement, 
including course title, number, frequency of offering, whether or not the course is a Gen. Ed. 
course, impact on students across majors/minors, and timeline for application of course 
improvements  

• Clear explanation of how the proposed course development/improvement will potentially impact 
student learning or expected student outcomes 

• An itemized list of all costs, such as transportation, lodging, meals, supplies, reference materials, 
fees, etc.  
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Faculty who are awarded funds will be required to submit all receipts to the provost’s office. They will 
also be required to submit a brief summary of the instructional improvement to CAP (via the provost’s 
office) within one month of completion of the activity. 
 
CAP will use the following criteria (in no particular order) to rank and approve instructional improvement 
proposals: 

• Benefit to the college is clear 
o Benefit may be to students in the classroom, their experience through participation, etc. 

• Clearly articulated results from the event or activity, such as student networking, the development 
of a new skill, how the activity impacts course curriculum, competency, or increased knowledge.  

• A tangible result from the event or activity, such as a publication, license, certification, etc. 
 
See Appendix 2E for further details regarding Faculty Development funds. 
 
Revised by Faculty Assembly 9-2022 and 11-2023 
 
2.2.11 Teaching Load 
The normal teaching load averages twelve (12) semester hours per semester for lecture courses. However, 
there may be exceptions from this general rule, as for example in art, music, theater, physical education 
activity courses, and laboratory courses where some semester hours require more contact hours of work 
than is true in lecture courses. Independent Studies or Field Experience is a part of a teaching load and it 
should be recognized that often they may require large amounts of time, despite low enrollment. 
 
In all cases, the load should reflect as much as possible equity of work among the faculty. Where loads are 
unusually light, special assignments may be made. No teaching overload will be assigned without the 
professor’s consent. Where overloads occur, adjustments will be made. The total load of a faculty member 
includes not only the number of hours taught, but total duties and special assignments. 
 
The Conditions of Service Committee shall consider any unresolved disagreements over teaching load that 
may occur between individual faculty members and the administration of the College. The Conditions of 
Service Committee shall make its recommendation to the Provost. 
 
2.2.12 Faculty Attendance 
Members of the faculty are expected to attend the Baccalaureate Service, Commencement exercise, and 
Faculty Assembly meetings. The Office of the President should be notified in advance of any necessary 
absence. A member of the faculty who wishes to be excused from Baccalaureate Service for reasons of 
conscience shall make a written request to the College Marshal at least two weeks prior to the event. 
 
Academic regalia shall be worn at Baccalaureate and Commencement. Faculty members who do not own 
their own gowns and hoods and caps may rent them through the Campus Store. 
 
2.2.13 Evaluation of Teaching Effectiveness 
Blackburn College has a responsibility to encourage a positive institutional attitude or ambiance at every 
point of the evaluation and professional development processes. It can do this by encouraging 
interdisciplinary relationships, egalitarianism, collegiality, professionalism, and professional autonomy 
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amongst the Blackburn faculty; it can also do this by providing faculty with timely, fair, and frank 
feedback on their teaching effectiveness. 
 
All students in each class will be provided with an opportunity to write an in-depth evaluation of the 
course at the end of the semester. To this end, a course evaluation form will be used in all classes by all 
faculty.  This is mandatory.  
 
It is recommended that, in addition to these formal procedures, departments and/or instructors develop 
their own survey form at mid-term to provide instructors with student perceptions of the course. This data 
would aid instructional improvement by providing instructors with student perceptions in time to make 
any desired adjustments during the remainder of that semester. 
 
As part of their duty to maintain “high academic standards,” department and division chairs shall have 
access to, and may review, course syllabi and quantitative student evaluations for their respective 
departments and divisions. When problems relating to an instructor’s teaching effectiveness arise, chairs 
shall seek solutions. Department and division chairs also have responsibilities to supply a remedy in cases 
where patterns of professional incompetency might become a problem (see handbook section 2.2.7.1 for 
reference to incompetency). 
 
Department and division chairs will conduct at least one teaching observation per semester of all pre-
tenure faculty in their department/division.  

• Before the observation, they will request and review syllabi and relevant assignments.  
• During the observation, they will use the college’s Teaching Observation form (see Appendix 2F) 

to make notes.  
• After the observation, they will meet with the faculty member to discuss the observation, including 

teaching materials provided and observation notes made. The purpose of this conversation is to 
provide the candidate with feedback to improve their teaching effectiveness.  

 
• Department chairs will conduct at least one teaching observation per semester of all adjunct faculty 

in their first year of teaching at Blackburn; frequency of observation thereafter will be at the 
discretion of the department.  

• Before the observation, they will request and review syllabi and relevant assignments.  
• During the observation, they will use the college’s Teaching Observation form (see Appendix 2F) 

to make notes.  
• After the observation, they will meet with the faculty member to discuss the observation, including 

teaching materials provided and observation notes made. The purpose of this conversation is to 
provide the candidate with feedback to improve their teaching effectiveness.  

 
The Provost receives summary reports of the Blackburn College Course Evaluation Forms, copies of 
course syllabi, representative assignments/exams, and the Annual Summary of Professional Activities and 
can comment on and discuss their implications on a regular basis with non-tenured and tenured faculty 
members for the purposes of improving teaching effectiveness and professional development.  
 
The Provost also has a responsibility to help supply a remedy in cases where “serious professional 
incompetency” (see handbook section 2.2.7.1 for reference to incompetency) could become a problem. In 
these or related cases (e.g., complaints about the performance of a faculty member brought by other 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.xpao76mi0vv9
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.xpao76mi0vv9
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faculty or students) the Provost can investigate such complaints and, if warranted, provide mentoring. In 
serious circumstances, the Provost can involve appropriate officers and official bodies of the College in a 
suitable and fair manner. 
Revised by Faculty Assembly 4-2022 
 
2.2.14 Post Tenure Review (PTR) 
2.2.14.1 Purpose 
The Post-Tenure Review (PTR) Program is designed for the central purpose of improvement or growth as 
teachers or advisers, scholars, researchers, writers, performers or artists, or as participants in shared 
governance or community service. Blackburn’s post-tenure review process has a two-fold purpose: 

• Encouraging tenured faculty to continue to engage with their teaching, discipline, and broader 
scholarly interests; 

• Ensuring regular pay increases based upon professional performance determined by faculty-
generated criteria. 

 
Given these purposes, the PTR Program will adhere to the following principles: 

• Will not impinge on or violate academic freedom; 
• Will not be used as a disciplinary mechanism or substitute for dismissal for cause proceedings. 

Blackburn’s PTR program will be consistent with the AAUP’s recommendation that “post-tenure 
review should not be undertaken for the purpose of dismissal. Other formal disciplinary procedures 
exist for that purpose”; 

• Will not be used as a substitute for regular cost of living allowance increases. 
•  

Given these purposes, the PTR Program will adhere to the following principles: 
• Will not impinge on or violate academic freedom; 
• Will not be used as a disciplinary mechanism, or substitute for dismissal for cause 

proceedings. Blackburn’s PTR program will be consistent with the AAUP’s 
recommendation that “post-tenure review should not be undertaken for the purpose of 

• dismissal. Other formal disciplinary procedures exist for that purpose”; 
• Will not be used as a substitute for regular cost of living allowance increases. 

2.2.14.2 Criteria 
The PTR criteria are based on existing criteria for the Annual Summary of Professional Activity, which 
are: 

• Teaching effectiveness; 
• Scholarly/creative growth/competence; 
• College/community service. 

 
For descriptions of how fulfillment of these criteria might be established, please see Appendix 
2G. 

2.2.14.3 Process 
The Blackburn College PTR Program is obligatory to be considered for salary increases beyond COLA. 
Tenured faculty members may choose to participate in the program every five years (year one begins the 
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contract academic year immediately following your review for and receipt of tenure; the faculty member 
would apply in the fifth year) 
 
By September 1 of each year, the Provost will notify via email those tenured faculty who are eligible 
(hereafter referred to as Reviewees) to enter the post-tenure review process. 
 
By January 15 of the year of review, the Reviewee will submit to the Review Committee a summary of 
their professional activity for the last five years that speaks to the aforementioned set of criteria.  
 
To address teaching effectiveness, the Reviewee may include: 

• Student feedback, including formal or informal course evaluations; 
• Narrative of teaching innovations or new or altered course content or methods; 
• Instructional improvement projects funded and results achieved;  
• Participation in instructional development programs. 

 
To address scholarly/creative growth/competence, the Reviewee may include: 

• Publications and conference presentations; 
• Professional development workshops, seminars, conferences, certifications, etc. 
• Artistic production that may include writing, performing, or producing various forms of art to 

one’s field of study. 

To address college/community service, the Reviewee may include: 
• committee and administrative service (chairships, leadership positions, etc.); 
• volunteer service (sponsorship of clubs, organizations and events, support of co-curricular events 

and activities, etc.) 
 

By February 15 of the review year, the Reviewee and Review Committee will meet to discuss the 
Reviewee’s work with regard to the summary of professional activity. The members of the Review 
Committee will have reviewed the record of past performance and should use this meeting as a time to ask 
questions. The committee will vote by secret ballot on the Reviewee’s application. 
 
By March 1 of the review year, the Review Committee submits a recommendation to the Provost. If the 
Provost agrees with the recommendation, then they will submit that recommendation to the President by 
March 15. The President must notify the Reviewee of the decision and rationale no later than April 1.  
 
However, if the Provost disagrees with the recommendation of the Review Committee, then the Provost 
and Review Committee will meet by March 15 to attempt to resolve the differences. If they resolve their 
differences, then the Provost submits the recommendation to the President by April 1. If their differences 
cannot be resolved, both parties must submit a rationale to the President by April 1 and the President will 
make the final decision and then inform the Reviewee no later than April 15.  
 
Upon approval, the Reviewee’s salary will be increased 10% starting the next contract academic year. 
 
2.2.14.4 Appeal 
If the faculty member has been unsuccessful, they can file an appeal no later than April 30 of the 
review year. The Provost’s recommendation and the President’s decision are appealable to the 
Professional Relations committee. In this event, the Reviewee submits to Professional Relations 
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a rationale for review of the decisions. Professional Relations will conduct a timely investigation 
of the process (including statements of rationale from the President and Provost), requesting 
information as it deems necessary, and issue a recommendation to the President by May 15 of 
the review year. If the Reviewee’s application is denied, they may reapply in three years. 

2.2.14.5 Review Committee Structure and Purpose 
The Tenure Committee will review post-tenure review applications. 
Approved by the Board 10-2019, revised November 2023, revised and approved February 2024 
 
2.2.14.6 PTR Program Review 
The following tenured faculty members have been tenured for 7 years or more; therefore, they have been 
divided into two groups based on years post tenure and are eligible to apply for PTR this or next academic 
year. 
 
Apply for PTR in AY 2024-2025 
Dr. Jim Bray 
Dr. Chris Morin 
Dr. Edward Boamah 
Dr. Mike Bradley 
Dr. Naomi Crummey 
Dr. Gary Long 
 
Apply for PTR in AY 2025-2026 
Professor Craig Newsom 
Dr. Karen Dillon 
Dr. Chris McCurley 
Dr. Shelly Peffer 
Dr. Tim Wilson 
Dr. Mark Benedetti 
 
Based on the clarification to the policy, the following tenured faculty members are the next eligible to 
apply for PTR: 
 
Dr. Trisha Prunty in AY 2026-2027 
Dr. Samantha Kahl in AY 2027-2028 
Dr. Joseph Welch in AY 2028-2029 
Dr. Angie Morenz in AY 2028-2029 
 
2.2.15 Criteria for Faculty Positions 
The need to embark on a search for tenure-track faculty positions can arise from three different kinds of 
situations: the filling of lines that have been vacated through retirement and faculty leaving the college, 
new lines to meet demonstrated need in an existing department or program, and tenure-track faculty 
needed to support a new initiative designed to generate new revenue for the college. Below are the criteria 
for each of these categories that need to be addressed in a proposal to CAP. If the proposals are approved 
by CAP, they will be recommended to the President for final approval. Each category will be considered 
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independent of the others. As demonstrated below, proposals for new lines require more justification and 
evidence than those for existing lines. 
 
Filling an Existing Faculty Line 
When a faculty member retires or exits the college leaving a vacant faculty line, the department must 
submit a proposal to CAP explaining the necessity of filling the position. Proposals should be submitted as 
soon as the department chair becomes aware of the upcoming vacancy, and will be evaluated on a rolling 
basis. The proposal must include: 

1. An explanation of how filling the position is necessary to support General Education, the 
department’s majors/minors or any other majors/minors outside of the department, and/or 
professional programs. 

2. Data supporting the need to fill the position. These data should include: 
o current numbers of majors/minors in the department; 
o the projected course load for the position; 
o course enrollments for the past 2 years and projected course enrollments for the upcoming 

2 years of the program; 
o impact on department use of adjuncts. 

 
3. Additional responsibilities outside of teaching that explain the necessity of filling the position, 

such as advising load, administrative duties, coverage of content areas fundamental to the 
discipline, etc.  

4. Any additional information that supports the necessity of filling the position, such as the potential 
for enhancing the program by filling the position. 

 
If CAP determines that the line does not need to be filled, or that the proposal does not meet the criteria, 
then the line will be open for other departments to submit a proposal to secure it under the category of a 
new line, using the Criteria for a New Faculty Line as outlined below.  
 
Creating a New Faculty Line  
When a program or Department demonstrates a need, academic or otherwise, for a new faculty line, the 
program or department must submit a proposal to CAP explaining the necessity of developing a new 
faculty line.  
 
New faculty line proposals must be submitted to CAP by April 1 to be considered for initiating a search in 
the upcoming academic year.  If the proposals are approved by CAP, they will be recommended to the 
President for final approval. The proposal must include:  

1. Statement of need that justifies the creation of a new faculty line, including anticipated impact on 
the department (e.g. courses the new faculty member would teach, advising responsibilities, new 
coverage areas being added to the department, etc.). 

2. Data supporting the need for a new faculty line. These data should include:  
o current numbers of majors/minors in the department; 
o the projected course load for the position; 
o course enrollments for the past 2 years and projected course enrollments for the upcoming 

2 years of the program 
o impact on department use of adjuncts. 
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3. An explanation of potential financial impact on the College (e.g. revenue bearing, helping to 
reduce the number of adjunct faculty hired, etc.).  

4. Any additional data or reasoning for the creation of an additional faculty line.  
 
Proposals should be submitted in a manner that allows for careful consideration and discussion; however, 
if grant funds are required to support or the timeline for funding is limited, expediency is important. 
 
New line to generate revenue 
When an opportunity is presented for creating a new faculty line to generate revenue, the department (or 
academic program) must submit a proposal to CAP explaining the necessity of filling the position and the 
relevance of the revenue stream to the college. Proposals should be submitted to CAP and will be 
evaluated on a rolling basis. If the proposals are approved by CAP, they will be recommended to the 
President for final approval. Proposals must include: 

1. A job description outlining specific teaching responsibilities, service to the college, and 
fundraising/grant writing responsibilities or administrative responsibilities. 

 
2. A clear explanation of revenue streams (e.g. available state or federal funding, viable market to 

generate revenue, etc.), including a pro forma or financial model that illustrates potential revenue 
gain. 

3. Provide national or local data to support the projected revenue. 
4. An explanation of how the new position may impact existing faculty loads. 
5. A rationale of consistency with institutional mission.  
6. A plan for marketing and enrollment strategy (i.e. have you thought through where the students are 

going to come from). 
Approved by Faculty Assembly 2-2022 
 
2.3 Academic Policy and Procedure 
 
2.3.1 Class Attendance and Excused Absences 
Instructors are expected to meet their classes as scheduled. When an absence occurs, the Office of the 
Provost must be informed and that office will post notices outside the appropriate classrooms, and the 
Work Office must be notified. In the event of an instructor's tardiness, a class must wait ten minutes 
before departure without penalty. 
 
Students are expected to meet the requirements of attendance set by an instructor. There is no uniform 
College policy concerning the number of permissible absences. Each instructor should make explicit to 
each class the number of absences without penalty which are permitted (if any) and the system (if any) by 
which a maximum number of unexcused absences become one of the factors in assignment of a failing 
grade. Any special policies about tardiness should also be announced. 
 
When students are absent for officially approved reasons, they are responsible for the work missed and the 
professor shall enable the student to make up the work missed, including the taking of make-up 
examinations. See handbook section 1.10.3 for an explanation of officially approved absences. 
 

https://docs.google.com/document/d/1Q7JceMs5lFolboQLNVjrpzc4FNGx2Mq8/edit#bookmark=id.ik3483xxw0ns
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2.3.2 Assignment of Classrooms 
The Records Office makes the assignment of classrooms. Special considerations concerning particular 
rooms for certain kinds of classes should be communicated to the Records Office well in advance of the 
scheduling of classes for the next semester.  Classes should regularly meet in the room assigned. Any 
changes are to be cleared with the Records Office. 
 
When, in the judgment of the instructor, the teaching or learning situation may be enhanced, other 
appropriate sites (such as faculty homes) may be chosen and announced for occasional meetings. Such 
changes are to be reported to the Records Office so that the faculty and students involved can be located as 
needed. Proposed changes that would be full time must be approved by the Records Office. While it is the 
consensus of the faculty that class meetings should meet outdoors only under special circumstances, the 
faculty leave the decision to the individual instructor. 
 
2.3.3 Assignment of Faculty Offices and Faculty Office Hours 
The Provost makes assignments of offices for teaching members of the faculty. A schedule of faculty class 
assignments and office hours is filed in the Office of the President. A similar schedule should be posted on 
the door of each faculty office. Faculty members are asked to schedule five hours of office time 
(consistent throughout the semester) per week for student consultation. In addition, students should be 
able to make appointments at special times in case the available office hours are not convenient. 
 
2.3.4 Registration Procedures 
The Registrar shall announce the time, place, and arrangements for course registration and shall inform the 
faculty of procedures and relevant policies. Faculty advising for freshmen is done at scheduled hours and 
faculty members are asked to be in their offices during these periods. During the registration period for 
returning students, faculty members are asked to post a schedule on their office door when they will be 
available for approving program registration for the coming semester. 
 
2.3.5 Cancellation of Small Classes 
The faculty has adopted the following policy with regard to cancellation of small classes: Classes with 
fewer than five students shall be dropped unless they are required for a major or minor. If the small 
enrollment continues for more than two years, the course should be dropped from the curriculum and 
another offered in its place. In special cases, CAP may grant approval for continuing courses with fewer 
than five students enrolled. 
 
2.3.6 Double Instruction Period  
The Double Instruction Period is a period scheduled at the end of each semester. No examinations are to 
be administered to classes during the last regular week of scheduled classes in lieu of the final 
examination. Even if a final exam is not administered during the assigned final meeting time, classes are 
still expected to meet during the assigned time, as this time is included in the total class meeting time 
required. 
 
The Provost must approve exceptions to this policy in advance. 
 
Blue books for final examinations may be obtained from the Campus Store. A few copies are kept in the 
Records Office for emergencies. 
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2.3.7 Posting of Grades 
Faculty are permitted to post grades at any time during the semester in a manner consistent with federal 
law. 
 
2.3.8 Grade Appeals 
Students who wish to appeal a course grade must do so no later than 5 p.m. on Reading Day the semester 
following that in which the grade was received. Students may appeal a grade on the basis of a belief that 
the instructor either made an error in the grading process, or was demonstrably unfair or discriminatory in 
assigning a grade. Students may not use the grade appeal process to appeal a determination of academic 
dishonesty. To appeal a grade, the student should first make an appointment with the instructor of the 
course in question and discuss the matter with her or him. If this is not possible or if the student is not 
satisfied with the outcome of this discussion, the student may appeal to the Division chair, who will meet 
with the student and the instructor in the role of mediator. If after such a meeting the student continues to 
believe that the grade in question is inappropriate the appeal may proceed to the Committee on Academic 
Standing (CAS). The outcome of CAS’ review will result in one of three decisions. That the 

• student’s appeal has no merit and the grade should stand; 
• grade should stand but that the faculty member in question should be advised to improve grading 

policies and practices; or 
• grade in question is inaccurate or unfair, and the instructor should submit a revised grade.  

 
CAS will report its findings to the Provost, who will then review the report and recommendations, 
ensuring that all parties receive formal notice of the disposition of the case. A student may appeal the 
decision of CAS only on the grounds that fair procedures were not followed or that new information has 
become available that would materially affect the decision. Such an appeal must be made in writing to the 
Provost within one week of the submission of the CAS report. On appeal the Provost will review the 
report and recommendations from CAS and decide either that the committee’s decision should stand or be 
reconsidered on the basis of either procedure inadequacies or the availability of substantial new 
information bearing on the case. If the Provost concludes that the case should be reconsidered, CAS will 
reconvene and act on the recommendations for reconsideration from the Provost. 
 
If after all reviews it is found that an instructor should change a grade and they refuses or are unable to 
acknowledge it and change it appropriately, the Provost, representing the authority of the faculty on 
academic matters, may, on the basis of the record assembled by the Committee on Academic Standing and 
any subsequent evidence and in consultation with CAS, submit a change of grade in lieu of the instructor 
of record. 
 
All instructors should keep grade books and any other records of evaluation supporting student grades 
available for at least one full semester beyond the term in which the grades were posted. These records 
must be accessible to the Provost, division chairs and all other personnel responsible for reviewing grade 
appeal cases. 
 
2.3.9 Textbook Orders and Procedures 
The Campus Store upon request to the Campus Store Manager stocks textbooks and supplementary books 
for classes. Instructors may request the Campus Store to stock titles or paperback books that are relevant 
to their subject area. Forms are distributed by the Campus Store for ordering books each semester and are 
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to be returned on the date specified. Requests for an instructor’s copy of a text should be sent directly to 
the publisher. Faculty may not charge textbooks to their department budget at the Campus Store. 
 
2.3.10 Student Assistants 
Faculty members often supervise students participating in the Blackburn College Work Program. In this 
role, faculty members serve as teaching supervisors of their student workers and assistants and in that 
capacity: 

• Provide adequate instruction, training and appropriate working conditions for the performance of 
the student(s)’ duties. 

• Put themselves forward as positive models. 
• Provide opportunities to students so they can work in an environment that complements the 

College’s mission and values. 
• Assure that the duties assigned to student workers are appropriate and necessary, and supportive of 

student learning and development. 
• Establish professional relations and communicate effectively with the student managers in the 

fulfillment of their work responsibilities. 
• Adhere to the work program guidelines including the verification of student work hours, 

evaluation of student work performance each semester, and use of the work warning system to 
document unacceptable student work behavior. 

 
2.3.11 Faculty Advisory System 
CAP is responsible for the advising program, including both the special freshman advising program and 
the advising of students by their major professor after the freshman year. Therefore, the records will be 
kept by the Provost with the assistance of the Records Office. Students who are undecided about their 
major will be divided among the faculty advisors. 
 
Changes in major will be processed in the Records Office. All of the mechanics of maintaining 
procedures, etc., will continue to be under the supervision of Provost with the Records Office. 
 
The student is primarily responsible for planning their course work to meet the requirements for the 
Bachelor of Arts degree. Faculty members are encouraged to check periodically on the fulfillment of 
graduation requirements, and to make it a matter of record when a student neglects to follow the advisor's 
recommendation on taking courses that are required for the degree. 
 
Faculty advisors should adhere to the guidelines presented in the current Blackburn College Academic 
Advising Handbook. All students who register for fall classes are asked to complete the advising 
questionnaire, a campus-wide survey of academic advising. Faculty members will receive the results of 
the survey from the Office of the Provost through the Office of Institutional Research. 
 
2.3.12 Limitation on Class Size 
If a department feels that the enrollment should be limited in a class, the department chair requests CAP to 
establish the limit.  In this request, the limit should be specified, the reasons why the limit should be set, 
and the order of priority in permitting students to enroll in class. CAP shall consult the Registrar when 
considering class size limitations. 
 
Upon approval by CAP, the limit will be regularly listed in the schedule of classes. 
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After registration is completed, the Registrar will employ the priority established by the department chair 
in determining which students will be permitted to take classes where an excess enrollment is present.  
These students will be notified that the class exceeds the prescribed enrollment and they will be advised to 
make alternate registration arrangements. 
 
2.3.13 Low Enrollment Course Policy 
If a course has an enrollment of fewer than five students for a given semester, the Provost, in consultation 
with the Division Chair, Department Chair and Registrar shall determine before the start of classes 
whether the course will be offered or dropped from the schedule for that semester. Such decisions shall be 
made with the students’ interests in mind and without causing undue hardship for the students enrolled. 
 
If the low enrollment continues for at least three consecutive offerings, CAP will consult with the 
appropriate Department Chair to develop recommendations about possible changes in the course, the 
curriculum, or academic policy. A course identified as low enrollment at the end of one three consecutive 
offering cycle review will begin a new three consecutive offering cycle. 
 
2.3.14 Midterm Grade Reporting 
All advisors need to pay close attention to midterm grades and follow-up immediately with advisees who 
have any poor grades. All students should receive a midterm grade for every class. Midterm grades should 
reflect what the instructor would assign the student if this were, in fact, the final grade for the course 
(meaning that mid-term grades should be taken at face value and not deflated in hopes of motivating 
students to improve their efforts and performance). Advisors need to pay close attention to grades from the 
previous semester to be sure advisees are passing or have passed all prerequisites for courses in the 
planned schedule (e.g., if a student fails WR 112 they must take it again the next semester, and should not 
be allowed to go on without doing so; if a student fails CH 101 they should not be allowed to register for 
CH 102). Advisors should formally note when students insist on taking courses against the advisor's 
recommendations. A clear explanation and statement to this effect should be included in the advisor's file 
and a copy forwarded to the Registrar to be included as part of the official record. 
 
2.3.15 Incomplete Grades 
Incomplete grades may be given at the discretion of the faculty member when in the judgment of the 
faculty member an incomplete serves some sound educational purpose. The faculty member must state the 
educational purpose being served when awarding the incomplete. The work must be completed by the 
time specified by the faculty member at the time the incomplete is given. Faculty must submit all such 
grades to the Records Office no later than the week preceding final exams of the semester following the 
semester in which the incomplete was given. Sound educational purposes include but are not limited to the 
following examples: (1) The course teaches a skill that must be mastered before the next level of the 
discipline can be taken and the student has made progress but needs more time to reach the desired skill 
level and (2) the course involves research or the mastery of complex analysis which by its nature extends 
beyond a single semester. 
 
2.3.16 Procedures for Consideration and Adoption of Curricular Proposals 
The following procedures are to be followed with respect to the consideration and adoption of curricular 
proposals. 

• If the proposed change has the unanimous support of the department, it shall be submitted to CAP. 
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• If the proposed change does not have the unanimous support of the department, it must be 
submitted to the division for consideration. If it receives a majority support from the division, it is 
submitted to CAP. 

• If the proposal does not receive a majority support of the division, it is to be returned to the 
department for reconsideration. Upon reconsideration, the department may: 

o Decide to drop the proposal, or revise it and submit it to the division. 
o If a revised proposal has unanimous support of the department, it can be submitted directly 

to CAP. 
o If a proposal does not have a majority support of CAP, it is to be returned to the department 

or division which submitted it with suggestions for its revision. 
 
If a proposal from the department does not have majority support of CAP, the department may submit the 
proposal to the division for consideration. If two-thirds of the division votes in favor of the proposal, it 
will be brought to the floor of the faculty for consideration. No curricular change shall go to the faculty 
unless it has majority support from CAP or has received support from two-thirds of the members of the 
division. 
 
Any proposal from a faculty member or department, separate from CAP or the administration, to establish 
or eliminate a major must be submitted to the division and shall move on to CAP only with two-thirds 
support from the division. See Appendix 2I for form to submit curricular proposals/changes to course 
catalog copy. 
 
2.3.17 Non-Standard Course Proposals 
Philosophy. Blackburn College is a residential undergraduate institution dedicated to student learning and 
development as part of a community of learners and doers. Professional research and Blackburn's 
historical values both strongly support the importance of regular, personal interaction between faculty 
members and students. Faculty members who wish to develop online, web-enhanced, or other non-
traditional methods of course delivery are encouraged to do so within the clear context of the priority for 
direct interpersonal interaction between students and professors. 
 
Emergency. It is understood that in the event of emergency non-standard course delivery arrangements 
may be undertaken as a way of sustaining the ongoing academic work of the college. Such instances are 
understood to be temporary and not indicative of variation from the principles articulated above. 
 
Timing. Current course offerings that rely on non-standard formats will not be subject to new reviews, 
though all should be considered subject to the principles articulated in point 1, above. 
 
Approvals.  When existing courses are anticipated to use a non-standard course format the Department 
Chair, Division Chair, and Provost should all review and agree that the proposed format is the most 
appropriate way to support the achievement of student learning objectives (see Appendix 2H for proposal 
form). 
 
2.3.18 Course Syllabi and Final Examinations 
Faculty members are required to submit a syllabus and final examination for each course they teach.  
Copies of all syllabi are to be provided to the Provost at the beginning of the course. 
 

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.hdfui2ksa17s
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.hdfui2ksa17s
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.h22wxikcqnwu
https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.h22wxikcqnwu
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All syllabi are to contain: 
• date of the syllabus; 
• College name; 
• office location, phone number of the instructor; 
• course prefix number, title; 
• number of credit hours and contact hours; also, studio and lab hours, if appropriate; 
• course or catalog description; 
• course objectives; 
• topic outline, where appropriate; 
• methods for evaluating student performance; 
• texts to be required; 
• required reading lists; optional or supplemental readings; and  
• attendance policy. 

 
2.3.19 Academic Probation and Suspension 
Academic Probation: Students will be placed on probation when their cumulative grade point average is 
less than the minimum stated below at the end of the semester. A student in the first three semesters of 
college attendance shall not, however, be placed on probation as long as the current semester grade point 
average (GPA) is 2.0 or above.   

Starting with the fourth semester of college attendance, the student must achieve the minimum cumulative 
GPA of 2.0 to remain in good standing. The student will remain on probation until the student’s average is 
above the minimum indicated and/or until the student’s grade point average for a full-time semester of 
study is 2.0 or more.   

Students on academic probation may not enroll in more than 15 semester hours without the consent of the 
Provost. Although the College may release a student from probation, rules of financial aid are sometimes 
more stringent. A student may be in good academic standing with the College yet be ineligible for 
financial aid.   

In the event a student receives one or more Incomplete grades, academic standing will be determined by 
the grade point average in courses completed.   

              First Semester         Second Semester 
  Minimum Cumulative GPA Minimum Cumulative GPA 

First Year  1.6    1.8 

Second Year  1.9    2.0 

Third Year  2.0    2.0 

Fourth Year  2.0    2.0 

Students on academic probation may not participate on any intercollegiate athletic team. Transfer students 
are expected to meet the standards for both suspension and probation according to the total number of full-
time college semesters attempted at all post-secondary institutions, regardless of class standing.   

Academic Suspension: If a student earns less than a 2.0 average in a given semester and has a cumulative 
grade point average less than the minimum stated below, the student shall be suspended from the College 
for at least one semester unless granted readmission by the faculty Committee on Academic Standing, 
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which acts on student petitions specifying extenuating circumstances and plans for academic 
improvement.   

In the event a student receives one or more Incomplete grades, academic standing will be determined by 
the grade point average in courses completed.   

                  First Semester          Second Semester 
  Minimum Cumulative GPA Minimum Cumulative GPA 

First Year  1.0    1.4 

Second Year  1.6    1.8 

Third Year  2.0    2.0 

Fourth Year  2.0    2.0 

A student who receives less than a 1.0 average during a given semester will be suspended at the end of 
that semester–whether or not on probation during that semester. Students wishing to be readmitted after 
being on academic suspension must submit an application for readmission (available from the Admissions 
Office or Records Office). The grade point average earned in Blackburn College coursework will be one 
of the factors considered by the Committee on Academic Standing when reviewing readmission petitions.  
Readmission is not guaranteed simply by achieving the minimum cumulative grade point average for good 
standing based on the number of college semesters completed.   
Passed by Faculty Assembly 4-2022 
 
2.3.20 Administrative Withdrawal Policy 
The Provost, in consultation with the Dean of Students, Dean of Work, and Athletic Director, may 
administratively withdraw a student who is exhibiting significant problems in one or more areas across 
campus. Examples include, but are not limited to, lack of serious academic effort, and/or disruptive, 
abusive, or offensive behavior or actions. Failure to demonstrate a serious academic effort is defined as 
when in the judgment of the instructor the student’s ability to derive a meaningful educational experience 
with regard to the content and learning objectives of the course is impaired. This may include, but not be 
limited to, excessive absences, failure to submit homework, complete quizzes, exams, or other classroom-
based measurements of progress as required by the specific course. Disruptive, abusive, or offensive 
behavior or actions are defined as those which result in written actions of reports within Student Life, 
Athletics, or the Work Program.  
 
When such failure is reported to the Provost, the Provost shall communicate with each of the student’s 
instructors to determine whether the student has demonstrated or failed to demonstrate a serious academic 
effort, as defined above. The Provost will solicit information from the Student Life, Athletics, and Work 
Program Offices to determine if the student has exhibited disciplinary issues. If a student fails to 
demonstrate serious academic effort, as defined above, they may be administratively withdrawn from the 
college by action of the Provost.  
 
Prior to any decision, the Provost will schedule a meeting with the student to discuss the findings and 
consult with the student about the circumstances and the possible consequences. In the event of an 
administrative withdrawal, students may lose eligibility for financial aid. Resident students will be 
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required to vacate college housing, and other services, activities, and benefits of enrollment at the college 
will be terminated. Grades will be assigned in accordance with current withdrawal policies.  
 
In the event of a decision to withdraw a student, the student may, within 24 hours, appeal to the 
Committee on Academic Standing solely on the basis of procedural error. The Committee may either 
uphold or reverse the decision of the Provost.  
 
Students administratively withdrawn retain the right to petition the Committee on Academic Standing for 
readmission in a future semester 
 
2.3.21 Faculty Access to Student Academic Records 
The Legal Guide for Admissions and Records Officers, published by the American Association of 
Collegiate Registrars and Admissions Officers specifies the following: 
 
Only those faculty and employees of the educational institution who have "legitimate educational interest” 
in the student’s records should be permitted access. 
 
The interpretation of "legitimate educational interest" is left to the institution and to the person given 
responsibility for keeping the records to define. 
 
The Guide also states that an "educational institution is liable for the actions of its agents when those 
agents are acting within the scope of their authority. An employee not acting within the scope of his or her 
authority can be sued and found personally liable on several accounts." 
 
In order to protect the rights of the students and to enable the Registrar to discharge responsibilities in an 
ethical manner, the following guidelines will be followed: 

• A faculty member who wishes to obtain academic information concerning an individual student 
should consult the faculty advisor of that student. The advisor is given all pertinent academic 
information for the student, and should be able to judge the merits of their colleague's request.  If 
the advisor should not have the academic information requested, the faculty member should then 
prepare a written request, including the specific items of information needed, for the Records 
Office. 

• A faculty member who wishes to obtain academic information for a number of students should 
prepare a written request for information for the Records Office. This request should be specific in 
the items of information needed and the students to be researched. 

• Written requests for information should be submitted enough in advance to make it possible for the 
Records Office personnel to collect the information. 

• Students' folders will not be made available to faculty members on a routine basis. These folders 
can contain non-academic information of a confidential nature and should be kept confidential. See 
handbook section 1.7.15. 

 
2.3.22 Entertaining Students 
As one means of helping faculty members provide opportunities for informal contact with their students, 
faculty will be reimbursed for expenses they incur in entertaining students. The fund is limited to $60 per 
faculty member for the academic year; its use is for entertaining students. The only other restriction is that 
no alcoholic beverages may be purchased with the College's funds. Faculty will receive reimbursement by 

https://docs.google.com/document/d/1Q7JceMs5lFolboQLNVjrpzc4FNGx2Mq8/edit#bookmark=id.1cgss2mleq7v
https://docs.google.com/document/d/1Q7JceMs5lFolboQLNVjrpzc4FNGx2Mq8/edit#bookmark=id.1cgss2mleq7v
https://docs.google.com/document/d/1Q7JceMs5lFolboQLNVjrpzc4FNGx2Mq8/edit#bookmark=id.1cgss2mleq7v
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completing the usual check request form and forwarding it to their Division Chair. If approved, the 
Division Chair will forward the signed form to the Office of the Provost for final approval. [Do not turn in 
requests directly to the Business Office.] Original receipts must be provided for all purchases.  Students 
appreciate these expressions of faculty interest. Consider both the student majors you advise and, also, 
students in your classes.  
 
2.3.23 Intellectual Property 
The College supports the development, production, and dissemination of intellectual property by its 
faculty members. Intellectual property created, made, or originated by a faculty member shall be the sole 
and exclusive property of the faculty, author, or inventor, except as they may voluntarily choose to 
transfer such property, in full, or in part. The College shall own a patent or copyright only if 

• The College expressly directs a faculty member to create a specified work, or the work is created 
as a specific requirement of employment or as an assigned institutional duty that may, for example, 
be included in a written job description or an employment agreement. 

• The faculty creator has voluntarily transferred the copyright or patent, in whole or in part to the 
institution.  Such transfer shall be in the form of a written document signed by the faculty creator. 

• The College has contributed to a “joint work” under applicable state or federal law. The institution 
can exercise joint ownership in this way when it has contributed specialized services and facilities 
to the production of the work that go beyond what is traditionally provided to faculty members 
generally in the preparation of their course materials. Such an arrangement is to be agreed to in 
writing prior to the creation of the work in question. 

Funds or valuable considerations received by the faculty member from the sale of intellectual property 
owned by the faculty author or inventor shall be allocated and expended as determined solely by the 
faculty author or inventor. Funds or valuable considerations received by the College or University from 
the sale of intellectual property owned by the College shall be allocated and expended as determined 
solely by the College. Funds or valuable considerations received by the faculty member and the College 
from the sale of intellectual property owned jointly by the faculty member and the College shall be 
allocated and expended in accordance with the specific agreement made prior to the creation of the work 
in question. In the event of multiple creators, the creators will determine the allocation of their individual 
shares when the work is first undertaken. 
 
2.3.24 Definition of a Credit Hour 
The following table defines how the student credit hours are determined for the various forms of classes at 
Blackburn, as required by HLC. The chart specifies the ratio between the clock hours the course meets and 
the credit hours awarded. For example, a regularly scheduled course meeting three hours per week earns 
three credit hours: three clock hours x one credit hour per clock hour. An art studio course meeting six 
clock hours per week will earn three credit hours: 6 hours x 0.5 credit hours per clock hour.  
 
The clock hours are based on the common definition of 50 clock minutes = one clock hour. For every hour 
of class time typical students will work two hours outside of class for one hour inside of class. 
 

Activity Clock hours/ 
week 

Credit 
hours 

Notes 

Regularly scheduled course  1 1  
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Art Studios, AR/WR 468 publication 1 0.5  

Art Review 1 1 Sophomores meet 7 weeks and 
get one credit (round down) 

Computer Science Workshops 1 1  

Class voice or guitar 1 1 Classroom experience 

PE activity courses 1 0.5 Exceptions: Bowling 3:1 due to 
travel time; Basic Fitness 3:2 
(round-up) 

PEPR, credit for varsity sport participation Full season  1  

Science labs (Biology, Chemistry, Physics) 1 0.4 Round down. Field Bio, Ecology 
have travel time.  

Music lessons, one-on-one private lesson 0.5 1 Very focused  

Choir: College or Voices 1 0.4  

Band 1 0.4  

TH 290, 291 45/semester 1 Similar to internship 

ED 110 intro. field experience 1 0.5  

Student Teaching  45/semester 1 Similar to internship 

Internships 45/semester 1 Immersive experience 

Seminars/Capstones    

Project based 45/semester 1 45 hours of work/credit hour 

Course based 1 1 As a standard class 

 
2.3.25 Program Review 
As part of their duty to maintain “high academic standards,” departments will conduct program review as 
described below.  
 
2.3.25.1 Program Review Purpose 

Blackburn College charges all of its departments with program review. Program review is a periodic 
examination of the current activities, performance, needs, and opportunities for the program in order to 
develop a strategic plan for the future. The review is carried out in the spirit of collegiality, commitment to 
supporting the College’s academic programs, and attaining academic excellence, defined as providing the 
optimal learning experience for our students. The review utilizes a multi-perspective approach to 
continuous improvement of the student experience: self-analysis by members of the program, external 
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peer review, internal peer review by the Assessment Committee (AC), and response and commitment by 
the administration.   
 
2.3.25.2 Program Review Process 
Academic program reviews will take place on a seven-year cycle in accordance with the schedule shown 
at the end of this document. Should a department decide to conduct a major revision in the program, the 
Chair may request that the Program Review be moved forward to coincide with the revision; this will reset 
the department’s seven-year review timeline. The Department Chair is responsible for the review process. 
The Chair, working with the department faculty, should conduct a self-study and prepare for the external 
reviewers’ visit. In addition to attending the orientation meeting, the Department Chair/Program Director 
should invite other members of the department to attend a program review orientation meeting held early 
in the fall semester. At the outset of the process and periodically throughout the process, the Department 
Chair should hold departmental meetings to discuss aspects of the self-study findings and to develop the 
departmental strategic plan. In addition, the Department Chair and interested faculty should meet monthly 
with the Provost who will work as a program advocate and provide guidance in the development of the 
report and strategic plan. 
 
2.3.25.3 Program Review Year Timeline 
 
August: Department Chair and department members who will be integrally involved with the review 
attend the program review orientation meeting. Work begins on the self-study report.   
 
September: By September 1, Institutional Research provides the department chair with the Standard Data 
Package for the department. 
 
Sept.–Nov.: The Provost meets periodically with the Department Chair to discuss information provided in 
the self-study and address any questions or concerns. By October 1, the Provost and Department Chair 
select external reviewers and issue formal invitations.      
 
Dec.–Jan.: By January 15, the Department Chair provides the completed self-study report to the  Provost 
and provides a tentative site visitation schedule to the Chair of the Assessment Committee. Once the self-
study is accepted by the Provost, the Chair receives authorization to finalize the site visit dates, including 
ticket purchase if necessary. 
 
Feb.–Mar. Once the self-study is approved and no later than one week prior to the arrival of the external  
Reviewers, the Chair of the Assessment Committee mails the self-study document, visitation schedule,  
and campus map to the external reviewers and sends them an electronic copy of the self-study document. 
External reviewers’ site visits are conducted. External reviewers’ written report is due two weeks after 
conclusion of the campus visit.  
 
April–May: Department Chair may submit written response to the external review report and/or to the 
Assessment Committee report. 
 
April, May, or August: The President, Provost, Department Chair, and department faculty may meet to 
discuss program review findings and agree upon the strategic plan moving forward. 
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In the second and following years after the program review, by August 31 the department chair will 
submit to the Provost a summary of progress on the departmental strategic plan. This document will be the 
basis for a conversation with the President and Provost that will be held by the end of September. The 
purpose of the conversation will be to ensure that both the administration and department uphold their 
commitments toward the implementation of the strategic plan, and to make mutually agreed-upon 
modifications when necessary. 
 
2.3.25.4 Program Review External Review Process 
Nomination and Selection of External Reviewers: The review team will consist of two external reviewers.  
At least one must be faculty in a same or similar program at another institution of higher education; the 
other may be professionally employed in the discipline. In the case of multiple programs being reviewed 
within a department, a two-person review team will be selected for each program undergoing review. In 
closely-related programs, a single, three-person external review team may be approved by the Provost. By 
October 1 of the review year, the Department Chair and Provost will determine the external reviewers and 
the Provost will issue formal invitations.    
 
As these reviewers provide insight on programs from the perspective of outsiders who have expertise in 
program content, the Department Chair and Provost should keep the following in mind:  

• An external reviewer should hold a terminal degree in the requisite discipline. For programs such 
as the Work Program, study abroad, and library, the reviewers should have an academic 
appointment in a comparable position.   

• Peer reviewers should be experienced academics who understand College operations and 
undergraduate education; who are able to realistically evaluate the program’s operations, plans for 
growth and development, and professional activities of faculty members; and who can assess the 
program’s strengths and weaknesses relative to similar programs at other comparable institutions 
of higher education. However, as in some instances it can be helpful to gain the insight of a 
reviewer who works in the discipline but outside of academics; thus, one of the external review 
team members may be a “non-academic.”  

• Please avoid former mentors or close personal friends of faculty members, as well as former 
Blackburn employees. 

• Normally, reviewers should be selected from institutions within a couple hundred miles of 
Blackburn.  

 
Scheduling/Coordination of the Visit: The Department Chair/Program Director arranges a detailed 
schedule for the visit. Depending on the size of the department, the reviewers’ campus visit generally lasts 
for 1 to 2 days; both reviewers should be scheduled to visit the campus at the same time.  The site visit 
should include the following:  

• Meeting with Provost (early in the first day); 
• Immediately prior to or after the meeting with the Provost, completion of IRS W-9 form with 

Human Resources; 
• Meeting with all full-time faculty; 
• Meeting with adjuncts and other non-tenure- track faculty; 
• Meeting with students in the program; 
• Optionally visiting at least one class taught by a member of the program; 
• Touring all relevant physical facilities to view facilities, equipment, technology resources and 

support, and other external resources; 
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• Visiting with any relevant programs or staff that support the program under review, including 
library, career services, academic support, international studies (as appropriate); and 

• Exit briefing with the Provost and the Department Chair 
 
When beginning to craft the visitation schedule, the Department Chair should consult with the 
administrative assistant for the Provost to determine appointment times for the reviewers to meet with the 
Provost. Once the appointments with the Provost have been scheduled, the department chair should 
complete the visitation schedule. When preparing the schedule, the Department Chair should consult with 
the Blackburn colleagues being visited and ensure that each colleague is aware of the time and place of the 
scheduled meeting or activity. The Department Chair also should ensure that the reviewers are 
accompanied to, and picked up from, each appointment.  
 
Travel Arrangements should not be finalized until the program review report has been approved by the 
Provost. The Assistant to the Provost, in collaboration with the Department Chair, is responsible for 
securing lodging for the external evaluators. Reviewers who drive to campus will be reimbursed for 
mileage at the current standard rate. Should other transportation arrangements be required, the Assistant to 
the Provost, in collaboration with the Department Chair, is responsible for coordinating/making those 
arrangements. Travel, lodging, meals, and honorarium expenses will be covered by Academic Affairs. 
 
Preparing the External Reviewers’ Report: External reviewers should read and analyze the program’s 
self-study before the site visit.  Informed by this document, they can evaluate the program firsthand while 
visiting the campus. Following the external reviewers’ visit, they should prepare a three- to five-page 
report for the College. The reviewers will decide whether to submit a single joint report or individual 
reports; it is understood that submission of individual reports does not necessarily indicate a difference of 
opinion but may be a matter of convenience. Either way, the report(s) should include: 

• Part I: General Observations and Comments:  Based on an analysis of the self-study and site-
visit findings, these observations and comments should address curriculum, assessment and 
achievement of student learning outcomes, faculty, students, facilities, and allocation of resources.   

• Part II: Strengths of the Program:  Brief summary of what are seen as the program’s major 
strengths 

• Part III: Weaknesses or Internal Challenges Facing the Program: Brief summary of what are 
seen as the major weaknesses and/or internal challenges facing the program 

• Part IV: External Threats or Challenges Facing the Program: Brief summary of what are seen 
as the major external threats and/or challenges facing the program. 

• Part V: Opportunities for Program Enhancement and/or Growth: Brief summary of what are 
seen as the major internal and external opportunities for program improvement. 

• Part VI: Recommendations: Comments that provide further direction, suggestions to improve 
any aspect of the program, and recommendations that may or may not require new resources. The 
report may note recommendations that have been shown to be effective elsewhere. 

• Part VII: Other Relevant Commentary: Optional–to be included at the discretion of the 
reviewers.  

 
The external reviewers should submit their written report electronically to the Provost and the Department 
Chair no later than two weeks after the conclusion of the site visit. The honorarium will be paid upon 
receipt of the completed report. 
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The department may submit to the Provost a written response to the External Review. 
 
 
2.3.25.5 Program Review Self-Study Questions and Format:   
 
Externally Accredited Programs: If the program has undergone a comprehensive self-study for 
accreditation by an external agency or board within the past five years, then the program should: 

1. Submit the most recent external accreditation self-study, 
2. Address only those prompts in this self-study document that are not addressed in the self-study 

prepared for the department’s external accreditors, and  
3. Respond to the following questions --- 

o What were the outcomes of the last accreditation review?   
o What is the implementation status of any requests made by the external accreditors? When 

is the next accreditation review?   
 
Programs That Are Not Externally Accredited:  The program should respond to the following 
questions. Self-study reports should be no more than 20 single spaced pages in length exclusive of 
appendices, font size should not be less than 10, and pages should be numbered.   

1. How do you know you have (a) quality program(s)? Possible indicators include:  
o Assessment results (including in-house and/or nationally-normed test data such as from an 

ETS Field Test as applicable) 
o Reports from graduates and/or employers and/or graduate schools, etc. 
o Comparisons of your program(s) with those at peer or aspirant schools (please provide the 

rationale for selecting the institutions in your comparison group.) 
2. What are the program’s current strengths and weaknesses? 
3. What are the program’s challenges and opportunities, especially focused on the next seven 

years?  
4. What should the program look like in seven years?  

o Describe the program faculty’s vision for the program.   
o Explain how the goals associated with this vision fit into the College’s strategic plan 
o Outline the strategies the program faculty has for achieving this vision; please affix a time 

frame for accomplishing each of the strategies.   
o Identify resources needed to implement each strategy and, when possible, suggestions how 

these resources may be acquired.   
 
As the program faculty address the strategic vision in the above four questions, consider the 
following prompts. Please include in your report only those responses which provide important 
context and/or insight. Not all the prompts below need to be addressed. 

1. Program Demand & Enrollments 
o What evidence is there to demonstrate current or future demand for the program? 
o What are current and anticipated enrollments? 
o Is the program offered at the level necessary to demand? Could a minor fulfill the needs 

and mission of the college and its constituents? 
o What are the enrollments in the program’s courses that are required for other programs? I.e. 

– do other major, minor, or general education requirements add enrollments to your 
program’s courses? 
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o How is academic advising used to support student success? 
2. Program Characteristics & Requirements 

o What is the percentage of instruction covered by adjuncts or part-time faculty? 
o What is the overall level of preparation of the students who enter the program? 
o What percentage of students who enter the program successfully complete it? How many of 

your new majors graduate within 4 and 6 years? 
o How is the curriculum regularly reviewed for scope, sequence, and integration of student 

learning from start to finish? 
o To what degree has the program taken advantage of advances in technology to support and 

enhance learning? 
o How current are any equipment and materials necessary to support the program? 
o What is the degree of modernization of laboratories or facilities needed to ensure that 

students in the program are well prepared? 
o How adequate are library and related resources available to support the program? 
o Is the critical mass of faculty and staff available to ensure that the program can provide the 

learning opportunities they are promised? 
o What specific resources would be required to bring the program to the next level of quality 

(competitive with aspirant programs)? 
3. Program Size & Outcomes 

o How many students does the program serve? 
o How many faculty members directly contribute to the program? 
o How many staff and student workers directly contribute to the program? 
o How many majors, minors, or certificates have students earned in the program in the past 5 

years? 
o How successful are program graduates in obtaining employment in their field of study? 
o How successful are program graduates in seeking admission to graduate and professional 

school? 
o How well do program faculty perform on measures of teaching effectiveness? 
o In what scholarly, creative, or service activities do program faculty engage that bring 

recognition to the program and the college? 
o How clear and strong is the evidence that majors are gaining the knowledge and skills 

defined as essential for the major? (Include assessment data from all components of the 
program, including samples of senior seminar projects.) 

4. Program & College Mission 
o How central is this program to the mission of the college? 
o How is this program related to the success of other programs? 
o Does the program provide unique opportunities or services to the larger community served 

by the college? 
o Does the program help distinguish the college from peer or competitor institutions? 

5. Program Opportunities 
o What opportunities for improvement and strengthening not yet achieved or considered by 

the college are possible for this program? 
o Could restructuring improve or strengthen the program (e.g. combining or collaborating in 

new ways with other programs, including programs at other institutions)? 
o What is the best and most realistic scenario for the future of the program to maximize its 

potential to serve students and distinguish the college under current circumstances? 
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o How have assessment results been used to strengthen student learning or adapt to student 
needs?  Examples might include curriculum revisions; changes in pedagogy; changes in 
course sequencing; modification and/or additions to student learning outcomes; or 
increased emphasis on specific knowledge, skill, and/or attitude development.  

 
Appendices:  Appendices must include the following: 

• Degree Planning Sheets 
• The full Institutional Research data package showing course enrollments, academic advising loads, 

numbers of majors/minors, and number of graduates with a major or minor in the program for the 
last five years. For programs offering multiple specializations, please show the number of 
graduates with a major or minor in each specialization offered. 

• Course substitutions for the last five years (or for the number of years that can be provided, not to 
exceed five years). 

• Your program’s most recent assessment plan and annual assessment report.  
• Current curriculum vitae of full-time faculty. 
• If applicable, collaborative or articulation agreements for your program with other colleges or 

universities  
• If applicable, a list of Advisory Council members, noting their profession/occupation and 

employer. 
 
The self-study may include additional materials in the appendices, but please clearly indicate their 
relevance to the program review.  
 

Program Review Schedule 
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STAFF HANDBOOK 

 
Section 3 of 4: Policies and Procedures Specific to Staff 
   Effective September 2024 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
________________________________________________________________________ 
In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, 
the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College 
community should share this commitment; it is expected that everyone will continue to work toward providing a safe working 
environment and promoting safe working practices in all departments. 
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3.1 Changes to the Staff Handbook 
Changes to the Staff Handbook will be made as needed pursuant to official actions that modify existing 
policy and procedure. 
 
Proposals for changes to the Staff Handbook may originate in any staff committee or any body having 
responsibility for areas of campus life covered in this section. The normal path these proposals should take is 
as follows: When a proposal is developed, committee representatives seek input from staff individuals.  The 
proposal is put into final form, reviewed by the Staff Assembly Officers for inconsistencies and then is 
presented to the Staff Assembly for action. If inconsistencies exist, they shall be brought to the Staff 
Assembly for reconciliation. Approved proposals go forward to the President and, if necessary, the Faculty 
Assembly and the Board of Trustees. Such changes shall become effective when designated by the President 
of the College. 
 
All proposed revisions to the Staff Handbook are to be sent to the Office of the President, which office will 
keep track of and make needed revisions and maintain historical handbook files. Revised pages will make 
official notification of changes to the Staff Handbook. 
 
3.2 Operations of the Staff Assembly 
See handbook section 1.6.4.1.  
 
3.3 General Employment Information 
3.3.1  Definitions 
3.3.1.1 Employee 
An applicant who is hired by the College to work for a salary or wage. Generally, students participating in 
the Work Program are not considered "employees", except for purposes of Workers' Compensation 
insurance. If, however, a student is hired for pay, they are then an "employee." 
 
3.3.1.2 Full-Time Employee 
An employee is considered as "full-time" when they are hired for a regular position that normally requires 
more than 30 hours of work per week. 
 
3.3.1.3 Part-Time Employee 
An employee is considered as "part-time" when they are hired for a regular position that normally requires up 
to 30 hours of work per week. 
 
3.3.1.4 Temporary Employee 
An employee is considered as "temporary" when they are hired for a position that is temporary in nature; 
hours of work per week may vary. "Temporary" is defined as less than 32 weeks per calendar year. For 
purposes of this section all policies/procedures are applicable to all staff, whether "Full-time", "Part-time", or 
"Temporary", unless otherwise noted. 
 
3.3.1.5 Salary 
Compensation for services of an employee. An employee's salary is often expressed as an annual amount 
based on a certain number of hours, if the position is non-exempt. However, termination before completion 
of an annual term will result in prorating of the annual salary over the period actually worked. 
 

https://docs.google.com/document/d/1Q7JceMs5lFolboQLNVjrpzc4FNGx2Mq8/edit#bookmark=id.9f5dloc7wsgg
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3.3.1.6 Benefits 
Those employment-related payments made by the employee and/or College for mandated and non-mandated 
deductions/withholdings/payments, other than salaries/wages.  
 
3.3.1.7 Mandated/Non-Mandated Deductions/Withholdings/Payments 
"Mandated" are those that are required by law, e.g., social security taxes; "non-mandated" are not required by 
law, e.g., disability insurance premiums. 
 
3.3.1.8 Exempt Employee (often referred to as "salaried personnel") 
An employee who by virtue of their position description is exempt from certain provisions (such as eligibility 
for overtime pay) of the federal Wage and Hour law. Such an exemption is usually granted to certain 
supervisory personnel, professionals (such as teachers, coaches), administrative officers, and others as 
provided for in the Wage and Hour Acts. 
 
3.3.1.9 Non-Exempt Employee (often referred to as “hourly personnel”) 
An employee who by virtue of their position description is not exempt from certain provisions (such as 
eligibility for overtime pay) of the federal Wage and Hour Law. 
 
3.3.1.10 Hiring/Employment Relation 
Only the President has authority to hire, or terminate the employment of, anyone at Blackburn College.  
Illinois is an "at will" employment state. This means that, unless an employment contract has been made by 
the President, any employment situation is for an indefinite duration, terminable at the will of either party. 
Under the laws of the State of Illinois, employment and compensation is terminable at any time and for any 
reason whatsoever, with or without good cause at the option of either the employer or the employee. No 
implied, oral, or written agreements contrary to the express language of hire and rehire letters are valid unless 
they are in writing and signed by the President of Blackburn College. 
 
3.3.1.11 Position Descriptions 
There will be a written position description for each employment position at the College. Such descriptions 
should be updated at least tri-annually. All position descriptions and subsequent updates are to be forwarded 
to the President for approval and filing in the Office of the President. 
 
3.3.1.12 Evaluations 
All employees have the right to an annual evaluation of their job performance.  These evaluations will 
include a look-back at past performance and goal setting for the future.  Evaluations will be conducted by 
each employee and their supervisor using the form in Appendix 3A and made a part of the employee's full 
time record. 
 
3.3.1.13 Contracts 
Non-faculty employees are issued hire letters, not employment contracts. No contract is intended to be 
expressed or implied by this manual or any other written or verbal statements made by College officers, 
trustees, or others.   
 
3.3.1.14 Salaries 
Salaries are based on education, qualifications, experience, and prevailing rates for the position in this area. 
The Board of Trustees makes final decisions on all salaries.   

https://docs.google.com/document/d/14uZL82ex5dzDMCnhAs1a6Fm0V_ZAizfe/edit#bookmark=id.laugmaa4y16d
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a. Each year all salaries are reviewed. Adjustments to individual salaries are made on the basis of merit, 
longevity, and financial condition of the College. 

b. Individual salary information is confidential and will not be shared (by anyone) with others, except as 
may otherwise be required by law. 

 
3.3.1.15 Work Week 
The College work week is normally forty hours per week; eight hours per day, five days per week. However, 
all employees should expect to be available as needed to adequately perform their function. The College 
encourages flexible scheduling for all personnel. Creative work arrangements will be approved if it can be 
shown that individual jobs can be performed as well or better and undue hardships on others will not be 
created. 
 
3.3.1.16 Vacations 
The College provides paid vacations to eligible employees. Personnel are encouraged to take vacations in 
blocks of one week or more at a time. 
 
3.3.1.16.1 Vacation Eligibility 
All full-time non-faculty employees are eligible for paid vacation time. Part-time and temporary employees 
may take time off for a vacation, but will not be granted vacation pay (see the PTO policy in section 1.8.12) 
 
3.3.1.16.2 Vacation Requests 
Each year employees will be asked to provide requests for vacation time. Personnel are asked to take 
vacation days in conjunction with departmental labor needs. Every effort will be made to honor requests; 
however, in cases of conflict with the vacation request of another person, the senior employee should be 
given preference.    
 
3.3.1.16.3 Vacation Accrual 
“Accrued vacation days" are earned vacation days, less vacation days used. 

• Full-time personnel earn twenty (20) vacation days during each year of service, except as noted 
below.  Vacation days are earned each month at a rate of approximately 1.67 days per month.  
Vacation days used are subtracted each month. 

• New full-time personnel earn 10 vacation days (approximately .84 days per month) during the first 
year. 

 
3.3.1.16.4 Carry-over 
All employees are encouraged to take vacation time each year as it is earned.  No more than 20 accrued 
vacation days may be carried forward into the next fiscal year.  Accrued vacation days not taken in excess of 
20 will be forfeited. 
 
3.3.1.17 Termination 
Accrued vacation time will be paid on the next regularly scheduled pay date after termination according to 
the formula in handbook section 3.3.1.16.3.  
 
3.3.2 Travel Time Policy 
overtime pay under applicable federal, and state law. Whether and to what extent a non-exempt employee 
receives pay for travel time depends upon a number of factors including the kind of travel and whether the 
travel time takes place within normal (regular) work hours.   
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This policy is intended to summarize and provide guidance regarding how the College will compensate 
employees in order to comply with applicable law. Nothing in this policy is intended to confer any 
contractual rights or constitute an agreement to pay any compensation beyond that required under applicable 
federal and state law including the Fair Labor Standards Act or Illinois Minimum Wage Law. If anything in 
this policy conflicts with any applicable law in effect now or in the future, the College will pay employees 
according to the requirements of all applicable laws in effect at the time of payment.  
 
Normal (Regular) Work Hours 
The hours that an employee is regularly scheduled to work on a typical work day. For most employees, 
regular hours are 8:00 am to 5:00 pm, Monday through Friday. Alternate “normal” schedules should be 
agreed upon ahead of time with an employee’s direct supervisor (i.e. working Tuesday-Saturday or 7:00 am 
to 4:00 p.m.). 
 
Regular Commute Travel 
Normal travel from home to work and travel from work to home at the end of a regular workday is 
considered normal commuting time and is not paid time.  
 
Emergency Call-Back 
Travel from home back to work to perform an emergency job after an employee has already completed a 
regular day’s work and gone home for the day is paid time.  
 
Travel During the Work Day 
Once an employee starts working for the day, time spent traveling for work purposes (like traveling between 
work locations) is paid time.   
 
Single-Day Travel  
If the employee is required to travel to a metropolitan area beyond their usual work location and return home 
in the same day, the travel time to and from the alternate work location is paid time.  
  
If the employee uses public transportation for such a trip, the travel time between the employee’s home and 
the point where they obtain this transportation (i.e. bus station, airport, etc.) is not considered paid time.   
 
Travel Away From Home Overnight 
Employees will be paid for travel time associated with a trip involving an overnight stay away from their 
home area when the hours of travel correspond to the employee’s regular work hours, or equivalent hours on 
a non-working day.  
 
Travel time spent riding in a vehicle (car, train, plane, etc.) as a passenger, performing no other work, outside 
of the employee’s regular working hours (or corresponding hours on a non-work day) is not paid time. 
 
If the employee uses public transportation for an overnight trip, the travel time between the employee’s home 
and the point where they obtain this transportation (i.e. bus station, airport, etc.) is not considered paid time. 
All other driving time for an overnight trip will be considered paid time.  
 
Activities Performed During a Trip 
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Time spent performing any work (i.e. attending meetings or trainings, staffing a booth or table at an event, 
attending conference session, meeting with an individual or group) while traveling is considered hours 
worked even if these hours are outside their normal work schedule. 
 
Meals, breaks, sleep, or down time during which an employee is completely free of all responsibilities while 
on a trip is not considered hours worked and is not compensable provided that the break is at least 30 minutes 
in duration. This would include breaks for meals during a one-day or out of town trip.  
 
Voluntary Activities and Travel 
Voluntary attendance at a social event (i.e. convention dinners, cocktail hours, sporting events, etc.) that is 
primarily for the benefit of the employee rather than the College is not paid time.  
 
Travel and voluntary attendance at an independent training or conference at the employee’s own initiative, 
and not organized or paid for by the employer is not considered hours worked.   
 
3.4 Other Time Off 
3.4.1 Holidays 
The College provides approximately 21 paid days off for holiday observances each year. The College offices 
are closed from at least Christmas Eve through New Year's Day every year, the number of days off/the dates 
for Christmas Break will vary from year to year. Christmas Break is paid time off for all full-time personnel, 
and it does not affect accrued vacation days. A complete list of observed holidays is included with the June 
paychecks each year.   
 
3.4.2 Breaks 
Wage and Hour laws mandate at least one 20-minute break near the middle of any work shift which is seven 
and one-half hours or longer.  Blackburn College's break policy is considerably more liberal. 

a. The lunch break is normally 1 hour and is taken near the middle of the work day. This is unpaid time 
to use as you please. In some cases, Department Heads may allow shorter lunch breaks in exchange 
for time off at another time, (i.e. the end of the day). Except in unusual circumstances, all non-exempt 
personnel must take at least 20 minutes of this time off away from the work area, if no other breaks 
equal to a minimum of 20 minutes will be available during the day. 

b. Morning and afternoon "coffee" breaks are not required by law, but are accorded by the College as an 
accommodation to allow personnel a few minutes to refresh themselves and return to work with 
renewed vigor.  

o Coffee breaks (if taken) should be no longer than 15 minutes, near the middle of the morning 
and/or afternoon work periods. These breaks are taken only on College property. 

o Since coffee breaks are not required and are taken on work time, one cannot forgo coffee 
breaks in exchange for other time off. 

 
3.4.3 Absence Notification 
When an employee must be absent from work, they will contact the department supervisor as soon as 
possible to notify them of the absence. 
 
3.4.4 Sick Days 
Sick Days are paid days off work, granted to full-time personnel. Sick Days may be used for an illness of the 
employee, birth or adoption of a child, or for the employee to care for an immediate family member who is 
ill.   
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a. Sick Days accumulate at the rate of one day for each month of service. Sick Days taken will be 
deducted from accumulated Sick Days, leaving accrued Sick Days. One may accrue up to 115 sick 
days. This is about 6 months of work time, with holidays and vacations.   

b. After three consecutive Sick Days, an employee may be required to provide a physician's certification 
of an illness in order to be paid for additional days.   

c. In the case of a birth or adoption of a child, paid sick days will be limited to the primary care giver 
and to a maximum of 30 accrued days. Additional unpaid leave may be taken by the mother or father 
under the FMLA leave provisions. 

d. Receiving payment for Sick Days when no illness actually existed is considered a major violation of 
College policies and may lead to disciplinary action up to and including termination. 

 
3.4.5 Personal Leave 
The College under certain circumstances may grant Leave of Absence without pay for personal reasons.   

a. Such leaves may be for several weeks or months if needed, provided a temporary replacement can be 
found. 

b. No pay or benefits will be allowed, although health insurance may be continued at the employee's 
expense through the C.O.B.R.A. program. 

c. Written application for a Leave of Absence will be made to one's department supervisor who will 
make a recommendation to the President.  

 
3.4.6 Funeral Leave 
A full-time employee will be accorded up to five (5) days of paid time off for the funeral of an immediate 
family member. The immediate family includes spouse, domestic partner, child, parent, brother, sister, 
grandparent, grandchild (and step relatives or in-laws), or other relative living in the household. Full-time 
employee will also be accorded one (1) day of paid time off for the funeral of an extended family member 
(aunt, uncle, cousin, in-laws, etc.). 
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__________________________________________________________________________ 
In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, 
the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College 
community should share this commitment; it is expected that everyone will continue to work toward providing a safe working 
environment and promoting safe working practices in all departments. 
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APPENDIX 1A 

Blackburn College Athletics Philosophy Statement 

Blackburn College Athletics places highest priority on the overall quality of the student-athlete experience in 
academic, work and athletic endeavors. The College seeks to establish and maintain an environment in which a 
student-athlete’s co-curricular activities enhance the student’s educational experiences. Blackburn College 
Athletics fosters the opportunity for individual character and leader development, respect for individuals and 
promotes lifelong learning. Blackburn also seeks to establish an atmosphere where cultural diversity and gender 
equity are valued among our student-athletes and athletics staff. In addition, the Blackburn Athletics Department 
seeks to work cooperatively with all other areas of the campus community to establish open lines of 
communication and strong working relationships for the benefit of the student-athlete.  
 
To achieve this end, Blackburn College: 

• Encourages the development of sportsmanship and positive societal attitudes in all constituents, including 
student-athletes, coaches and administrative personnel and spectators; 

• Encourages participation by maximizing the number and variety of athletics opportunities for their 
students; 

• Assures that the action of the coaches and administrators exhibit fairness, openness and honesty in the 
relationship with student-athletes; 

• Assures that the athletic participants are not treated differently from other members of the student body; 
• Assures that athletic programs support the institution’s educational mission by financing, staffing and 

controlling the programs through the same general procedures as other departments of the institution; 
• Provides equitable athletics opportunities for males and females and give equal emphasis to men’s and 

women’s sports; 
• Supports ethnic and gender diversity for all constituents; 
• Gives primary emphasis to regional in-season competition and conference championships; 
• Supports student-athletes in their efforts to reach high levels of athletics performance, which may include 

opportunities for participation in national championships, by providing all teams with adequate facilities, 
competent coaching and appropriate competitive opportunities; 

• Places special importance on the impact of athletics on the participants rather than the spectators and place 
greater emphasis on the internal constituency (students, alumni, institutional personnel) than on the 
general public and its entertainment needs; and 

• Awards no athletically related financial aid to any student.  
 
Updated September 16, 2010 
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APPENDIX 1B 
 

BLACKBURN COLLEGE EMPLOYMENT VERIFICATION AUTHORIZATION 
 

 

I hereby give Blackburn College the authority to furnish information regarding my employment and 

earnings for ______________________________ as noted below.  I also give 

______________________________ the authority to reconfirm the accuracy of information provided 

by Blackburn College. 

 
□ Employment Verification 
□ Salary Verification (for credit reference only) 
 
 
 
________________________________________ 
Signature 
 
 
________________________________________ 
Print Name Clearly 
 
 
______________________________, _________ 
Date 
 
 
 

  
Blackburn College 

Attn:  Office of the President 
700 College Avenue 

Ludlum 209 
Carlinville, IL  62626 
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APPENDIX 1C 
 

Workers' Compensation Contact Information: 
 
 The College’s Workers’ Compensation Insurance Carrier: 
 The Traveler’s Indemnity Company of Illinois 
 215 Schuman Blvd., P.O. Box 3091 
 Naperville, IL  60566 
 708.961.8700 
 
 For additional information, contact: 
 Illinois Department of Insurance 
 Consumers’ Services Section 
 320 West Washington St. 
 Springfield, IL  62767 
 
  or 
 
 The Illinois Industrial Commission 
 100 W. Randolph St., 8th Floor 
 Chicago, IL  60601 
 312.814.6611 
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APPENDIX 1D 
 
Blackburn College Purchasing, Reimbursement, and Travel Policies and Procedures–Effective August 10, 
2018. 
 
The Blackburn College fiscal year begins on July 1 and ends on June 30.  On an annual basis, the institution 
develops a budget based upon anticipated revenue from tuition, fees, gifts, grants, and investment income to 
support programs, services, and operations.  The department director or chair serves as the main contact for 
the development and management of each department’s budget.    
 
Budget Development Timeline  
 
September-October: The Cabinet and Budget Committee review the current fiscal year budget and future 
year projections and send the final budget and future year tuition and fee rate recommendations to the 
Planning Committee for recommendation to the President.  This amended budget for the current fiscal year 
and tuition and fee rate recommendation for the next fiscal year is submitted to the Board of Trustees for 
approval at the October Board meeting.  
 
December-January: Technology and Capital budget requests for the following fiscal year are submitted for 
review and prioritization by Cabinet, Budget Committee, and the Facilities Committee, with input from the 
Physical Plant and Technology Services staff. 
   
January-March: Budget requests are developed for the next fiscal year by each institutional department and 
submitted to the Cabinet and Budget Committee.  With input from Cabinet, the Budget Committee sends 
recommendations to the Planning Committee for recommendation to the President in regards to tuition and 
fee schedules.    
 
May: The Budget Committee sends budget recommendations to the Planning Committee for 
recommendation to the President.  
 
June: The President recommends the operating budget for the upcoming year to the Board of Trustees at the 
June Board meeting  
 
All year: The Cabinet and Budget Committees monitor the budget and recommends appropriate adjustments 
to department heads based on actual revenues and expenses. The Business Office sends summary and detail 
budget reports to department supervisors every month.  
 
Accessing budget funds requires the appropriate level(s) of approval and justified purpose, as outlined in the 
following procedures.   All expenses must fall within the appropriated funding levels.   
  

 
 
 

PURCHASING  
GENERAL POLICIES  

A. Categories  
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a. Fuel: Wright Express (WEX) fuel cards must be used to purchase fuel.  Fuel purchased by the 
College is only to be used in College owned or rented vehicles/equipment.  

b. Office supplies: Office supplies must be purchased online at Staples or at Wal-Mart with use 
of a Wal-Mart card. 

c. Wal-Mart purchases: Corporate credit cards cannot be used at Wal-Mart and items purchased 
at Wal-Mart will not be reimbursed as they must be made with the Wal-Mart credit card for 
tax-exempt purposes. Exception: Corporate credit cards can be used at WalMart if the user 
presents a pre-approved tax-exempt card authorized to Blackburn from WalMart.  

d. Furniture purchases: Furniture purchases must be coordinated through the Director of Physical 
Plant even if they do not rise to the level of capitalization. Furniture purchases can only be 
approved and made by the Director of Physical Plant. Department budgets will be charged for 
their furniture purchases.  

e. Technology purchases: Technology purchases must be coordinated through the Director of 
Technology Services.  Only the Director of Technology Services can approve and purchase 
technology, including but not limited to computers, printers, and software. Unless it is a 
preplanned technology purchase, the purchase will be charged to the department making the 
request. 

B. Limits for purchase orders and approvals  
a. All purchases over $5,000 must be approved by the VPAF and must be approved prior to 

purchase.  
b. Purchases for less than $5,000 can be approved by the head of the department if the purchase 

is being made by corporate credit card.  
c. Purchases made without a corporate credit card require a purchase order which can be 

submitted to Accounts Payable, with the following approval limits: Less than $500 by the 
department head, over $500 by the appropriate cabinet member, and over $5,000 by the 
VPAF. 

C. Capitalization  
a. Items costing more than $5,000 with a life expectancy of seven years or greater must be 

capitalized. Purchase of such items must be pre-approved by Facilities and/or the VPAF. The 
$5,000 limit is per item, not in aggregate. For example, 50 chairs costing $100 each is not a 
capital expense and is not depreciated.   

b. An item costing less than $5,000 or with a life expectancy of less than seven years is an 
operating expense and will come from the department’s operating budget.  These purchases 
must be approved by the head of the department.   

D. Receipts – Receipts must be itemized and any guest name must be included.  
E. Contracts  

a. Services performed by outside services, vendors, individuals, etc. must be formalized with a 
contract. Per Blackburn’s by-laws, the VPAF, the Provost, and the President are the only 
employees allowed to enter into contracts on behalf of Blackburn. Contracts must be 
formalized BEFORE services are received.   

b. Employment contracts require approval from the President’s Office prior to any agreement. 
F. Year End  

a. If you order an item and it is delivered prior to 6/30, the expense belongs in this fiscal year no 
matter when you actually pay for the item. If it is not paid for, it is a payable and the expense 
is recorded to your current year operating budget. If you order an item and it is not delivered 
prior to 6/30, it is not a current year expense. If it has been paid for, it is a prepaid expense 
and is not recorded to your operating budget until the next fiscal year.  
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b. All current year transactions must be submitted to the Business Office by 7/10 in order for 
audit preparations to begin. Anything submitted after 7/10, will be recorded in the following 
fiscal year. 

G. Tax-exempt certificates – tax-exempt certificates will be provided and will be expected to be used by 
all corporate credit card holders. Tax-exempt certificates cannot be used for personal purchases. 

H. Corporate credit cards – can only be used by the person named on the front of the card. The back of 
each card should be marked “Ask for ID” so the cashier is required to see identification matching the 
name on the card.  

  
PURCHASE ORDERS (For purchases made without a corporate credit card)  
Policy  
To access any funds at Blackburn College, purchase orders (PO’s) are required for all purchases not made 
with a corporate credit card.  Any exception to the following outline must be approved in advance by the 
VPAF. 
  
Procedure  
Purchase orders must be obtained and approved through the following process:  

1. Obtain a PO form from the Business Office or on the shared drive in the Business 
Office/Public/Forms folder. 

2. Complete the PO by listing the detail for each item to purchase, the individual and extended purchase 
price, the account number and department name, or club/organization name. Fill in the current date 
and the date by which the PO is needed. Include the vendor name, address and a phone number, in 
case the Business Office needs to contact them. A supervisor or club advisor, for club purchases, 
must sign all purchase orders.  A fillable PDF is provided in the forms folder on the Business Office 
S:Drive. You cannot save the form, but you can do a “save as” to keep a copy for yourself and to send 
for processing. 

3. The signing supervisor can submit the PO via email to ap@blackburn.edu. Paper copies are also 
acceptable and turned in to the Accounts Payable Office. 

4. The Accounts Payable Office will confirm that funds are available before the purchase is approved.  
Purchase requests in excess of $500 require the signature of the appropriate cabinet member and will 
take longer to process, please plan accordingly. Requests over $5,000 also require the signature of the 
VPAF. 

5. The Accounts Payable Office will return a copy of the PO to you with a PO number for the approved 
purchase (make sure your email address is noted at the bottom of the PO request).  The purchaser 
may now proceed with ordering the item(s).   

a. Wal-Mart cards can be checked out for one day at a time unless other arrangements are made 
in advance.  The card and the receipts are due back the next day.  There is a $5 charge for 
every business day the card is late.  

b. If necessary, instructions should be provided to the Accounts Payable staff to fax or e-mail PO 
numbers to vendors to expedite the purchasing process. The additional instructions should be 
filled out at the bottom of the PO.  

6. Invoices or receipts must be provided electronically or in person to Accounts Payable as soon as 
possible. Upon receipt, the Accounts Payable Office will reconcile them with the purchase order.  If 
there are discrepancies, the person who submitted the PO will be contacted. As long as the receipt 
matches the invoice and all required signatures have been obtained, the invoice will be paid. It is the 
purchaser’s responsibility to make sure the order was filled properly and the invoice is correct.  Late 
fees resulting from invoices not being submitted on time will be charged to your department.  
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DEPARTMENTAL OFFICE SUPPLY PURCHASES  
Policy  
All College Departments are required to purchase office supplies through the institution’s preferred vendor to 
maximize our ability to manage inventory and cost.  The current vendor is Staples. See the Accounts Payable 
Supervisor to set up access.  
 
Procedure  
Each department has access to create their orders online and submit them for approval electronically through 
Staples at https://www.staplesadvantage.com.  The Department Head is responsible for placing the order. A 
copy of the packing slip needs to be signed, dated, and returned to Accounts Payable to match to the 
invoices. You are responsible for any discrepancies (items missing, not ordered, returned, etc.).  
 
CHECK REQUESTS  
Policy  
Check requests are used to request reimbursement for travel, advance for expenses or payment for supplies 
and services in the absence of a PO.  
 
Procedure  
Travel Reimbursement (If a corporate credit card is not used)  
For additional information see the Travel Policy  

1. Complete a Travel Expense Report and attach all receipts to support the expenses.  MapQuest is 
preferred, but odometer readings are accepted, to document mileage and should be calculated by 
using the lesser of mileage to and from Blackburn or home.  Missing or lost receipts are subject to 
non-reimbursement. The employee and supervisor must sign the Travel Expense Report and submit it 
to the Accounts Payable Office. 

2. Allow two weeks for a reimbursement check.  
 
Advance for Expenses  

1. Employees who are traveling on official College business may request an advance for their expenses.  
Employees who have corporate credit cards should use them for traveling expenses. Gas cards must 
be used for fuel purchases. 

2. Complete a Cash Advance Form and attach all details for the request including the dates of travel, 
purpose of travel, destination, expected expenses and budget account number(s). 

3. The Cash Advance Form and documentation must be signed by the employee and supervisor and 
submitted to the Accounts Payable Office at least two weeks prior to departure. Late requests will not 
be processed. Limits and approval requirements are the same of those for a purchase order.   

4. Subject to budget approval, the Accounts Payable Office will process a check. 
5. Upon return, a Travel Expense Report must be completed and all receipts and supporting 

documentation submitted to the Accounts Payable Office for reconciliation within 5 business days. 
The person given the advance is responsible for returning the receipts and unused cash to equal the 
amount originally given. There will be a $5 charge per day to the department or club for each day the 
advance paperwork is not returned unless other arrangements have been approved by the Business 
Office. 

6. Additional Advances will not be provided until the current one is reconciled.  
 
Payment for Supplies  
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Every effort should be made to request a PO in advance of all purchases.  Reimbursement is not guaranteed 
when a PO has not been requested and approved, but a request for payment may be submitted. The requests 
must include all appropriate receipts and supervisory approval.   
 
Blackburn College is a not-for-profit organization and not subject to Sales Tax. Employees will not be 
reimbursed for tax on supplies and therefore, we highly encourage you to use the preferred provider (Staples) 
or Wal-Mart.  
 
Tax-exempt letters are available in the Accounts Payable Office and at the counter in the Business Office.  
 
Payment for Services  
Payment to individuals or vendors for services MUST begin with a formal contract, prior to the rendering of 
services.  The Vice President for Administration and Finance, the Provost, or the President must sign all 
contracts BEFORE services are received. You do not have authority to enter the College into any contract.  
Signed contracts will be retained in the Accounts Payable Office and will serve as the PO for the services.  
The President must sign employment agreements.  
 
Payment to individuals and new vendors requires a completed W-9 Form; a blank form is available in the 
Accounts Payable Office or on the shared drive in the Business Office, Public, Forms folder. The completed 
W-9 must be attached to the check request for payment; the check request must be signed by the person 
making the request and the department supervisor approving the request.  All check requests & 
reimbursements must have backup attached. An invoice may be required; please check with the Accounts 
Payable Supervisor. Subsequent requests will not require a new W-9 form for the same individual, unless 
their status (name or address) has changed.   
 
PETTY CASH REIMBURSEMENT OR ADVANCE  
Policy  
Petty cash advance or reimbursement forms can be used instead of a check request form to request small 
amounts for emergency purchases or reimbursement subject to cash on hand.   
 
Procedure  
A Petty Cash reimbursement or advance form is available at the counter in the Ludlum Business Office. The 
form must be filled out and signed for approval by a Department Supervisor or Advisor on the “approved by” 
line at the bottom of the form. The “requested by” line will be the person requesting the reimbursement or 
cash advance. The left side needs to be filled in and must include the name of the person being reimbursed or 
getting the cash advance on the “pay to” line, the person’s contact number, a description of what the 
reimbursement or advance is for, the account number to be charged, and the amount to be reimbursed or 
advanced. The person picking up the cash advance or reimbursement must sign and print their name agreeing 
to the amount they were given. For reimbursements, receipts must be attached to the report to match the 
amount being paid. For advances, the person given the cash advance is responsible for returning the receipts 
and unused cash, if any, within five days of their return or a $5 per day late fee will be charged to the 
department or club. The amount of the receipts and unused cash must match the total that was originally 
given.   
 
CORPORATE CREDIT CARD (P-Card) PURCHASES  
Policy  
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Corporate Credit Cards, also referred to as Purchasing Cards or P-Cards may be used for qualifying 
expenses. An interface has been established with US Bank to allow you to review, approve or dispute your 
credit card purchases. Paper purchase orders will no longer be necessary when you use a corporate credit 
card. Receipts should be attached as a pdf to the same interface. You will also code your purchases. After 
you code, attach receipts, and approve your activity, you will send your transactions to your supervisor for 
approval. After the supervisor approves, purchases less than $5,000 will be sent directly to Accounts 
Payable. Purchases over $5,000 must be sent to the appropriate VP for approval. Transactions should be 
approved weekly but must be approved monthly by the 10th of the following month.  
 
Personal expenses are prohibited, even with intention to reimburse the College.   
 
Credit card purchases without receipts will be treated as personal charges and the card holder must repay the 
College for those charges.  
 
Fuel purchases should not be paid for using the corporate credit card. All fuel purchases must be purchased 
using the WEX fuel card, which allows for a discount of federal excise tax that the corporate credit card does 
not provide.  
 
Corporate credit cards are a privilege and procedures must be followed. If the policies and procedures are not 
followed, the card will be revoked.  
 
Procedure  
You will sign into your credit card via access on-line. You can review, code, approve, dispute, attach 
receipts, and request approval using this site.   
Further instructions will be provided later.  
 
ACCOUNT NUMBER FORMAT  
In regards to corporate credit cards, the account numbers will default to supplies and your department. You 
can change the default if necessary. There will be a drop-down menu to assist you in choosing the correct 
expense code.  
 
The account number format used to record expenses includes a sequence of identifying numbers in four 
sections.  The first section is a 3-digit number that represents the fund to which the expense will be charged.  
All departments will normally use fund “100”, as that is the fund for the general operating budget.   The 
second section is a 4-digit number that represents the type of expense, such as supplies or travel.  Student 
clubs and organizations will use “2020” to indicate the expense when using an agency account.  The third 
section is a 4-digit number that represents the department to which the expense will be charged.  The fourth 
section is a 4-digit number that is used to identify a restricted purpose or a club.  Following are a few 
examples.   
   

 Fund Number  Expense Type Department Restriction or Club 
Number Range 100 6000-6999 1000-2999 1000-9900 
Example of Normal 
Department Expense: 

General Fund Travel Business Office No Restriction 

Account Number 100 6360 2120 9900 
Example for a Club 
Expense: 

General Fund Agency/Club No Department Butler House 
Council 
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Account Number 100 2020 9900 5120 
Example of a Restricted 
Gift Expense* 

General Fund Restricted Fund 
Expense 

Art Department Restricted Gift for 
Art Department 

Account Number 100 6301 2020 3006 
 
TRAVEL 
Policy  
Travel at the expense of the College must be in connection with official College business.  Travel by 
employees on College business or by students traveling for official purposes must be approved in advance by 
the Department Director or equivalent supervisor.   
 
Coverage begins at the actual start of the trip, whether it is from the traveler’s home or the College campus.   
It terminates when the traveler reaches either home or the campus.    
 
Travel should be by the most economical means, considering travel time, costs, and meeting agenda. Unless 
a corporate credit card is used, a properly completed Travel Expense Report and receipts must be submitted 
within a week of returning to campus.   
 
Expenses for spouses and/or dependents are personal expenses and are not reimbursable.   
 
Approved volunteers for Blackburn College can travel with an employee for business purposes.   
 
Purchases without receipts will not be reimbursed.  
 
AIR/TRAIN TRAVEL  
When the most efficient means of transportation is air travel, reimbursement will be limited to coach fare.  
The traveler will be reimbursed for the cost of one checked bag.  Please contact the Admin. Asst. to the 
Provost and VP for Administration and Finance in securing tickets.  
 
FOREIGN TRAVEL   
Foreign travel requires specific review and prior approval by the VP for Administration and Finance. 
Additional considerations may be required under the College’s insurance company.    
  
USE OF COLLEGE VEHICLES FOR TRAVEL 
Travelers should make every effort to request the use of a College vehicle for travel.  Reservations should be 
made by contacting the Motor Pool Department located in the Physical Plant at motorpool@blackburn.edu.  
Each campus vehicle is assigned a fuel card.   
 
USE OF PERSONAL VEHICLES FOR TRAVEL  
In the event that a College vehicle is not available for the extent of the trip, a personal vehicle may be used.  
Travelers will be reimbursed at the College’s current mileage reimbursement rate not the purchase of gas.  
MapQuest or actual mileage documentation will be required. The reimbursement rate is .50.   Mileage 
reimbursement is intended to accommodate the cost of fuel, maintenance, depreciation and insurance 
expenses related to the use of a personal vehicle.   The College does not reimburse for any additional 
expenses related to use of a personal vehicle for business travel (i.e.- insurance claim deductible) and because 
personal insurance limits will accommodate any liability claim, the College discourages the use of personal 
vehicles when an employee is transporting any passengers.   



 

12 
 

 
Employees, such as Physical Plant staff, who use personal vehicles on campus and around town on a regular 
basis may submit reimbursement requests with starting and ending miles per day without delineating every 
trip as long as the Director of Physical Plant signs off on it.   
 
AUTOMOBILE RENTALS FOR TRAVEL  
Automobile rentals should be limited to situations where other means of transportation are not practical, 
economical, and available, or an emergency situation exists.  The most economical car should be used.  
Travelers should present the College’s auto insurance card, instead of purchasing additional collision 
coverage, when renting a vehicle. A card can be acquired from the Admin Asst to the Provost and VPAF.  
 
If a vehicle must be rented, the preferred rental company is Enterprise. Contact the Admin. Asst, to the 
Provost and VPAF for account and booking information.  
 
TAXI/BUS TRAVEL  
Appropriate expenses for taxi and bus transportation will be reimbursed, as long as receipts are provided.  
Please contact the Admin. Asst. to the Provost and VP for Administration and Finance in securing tickets 
with a corporate credit card.  
 
 LODGING  
When traveling overnight, travelers are expected to stay in the most economically appropriate lodging, unless 
the travel is for a conference/meeting/event hosted at a specific hotel.   The Business Office or the Admin. 
Asst. to the Provost and VPAF can assist in securing hotel reservations with a corporate credit card.   
  
Please make sure to get a copy of the hotel bill when checking out; this shows what is actually charged to 
your credit card. The email you usually get when making your reservations may change due to taxes, meals, 
parking, etc., so it will not be accepted in leiu of the actual invoice.    
 
ENTERTAINMENT  
Reimbursement will not be made for entertainment expenses not related to College business, such as, but not 
limited to, in-room movies, theatre, or optional conference-related side trips.   
   
MEALS  
The College will reimburse meal expenses, including tips, according to the actual costs, up to the following 
limits. Reimbursement ONLY applies when the employee is actually on official business or is entertaining a 
guest of the College.   

Regular   Metropolitan  
Breakfast  $8     $15  
Lunch    $10    $20  
Dinner    $25  $40  
 
Appropriate guest meals will also be reimbursed, as long as their name and professional affiliation is 
provided on the travel reimbursement request.   
 
Alcoholic beverages are not reimbursed unless approved in advance by the appropriate cabinet member.  
 
GRATUITIES  
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The reasonable costs of gratuities to porters, bellhops, and other services will be reimbursed.  
 
TELEPHONE CALLS AND INTERNET CHARGES  
When possible, travelers should use their College issued cell phone for calls.  If necessary, the College will 
reimburse travelers for telephone calls related to College business. International travel requires a change in 
cell phone plans. Please consult the Business Office for assistance in temporary changes to college issued 
cell phones.  
 
Travelers that are required to check their email and/or access the internet for their job duties will be 
reimbursed for related internet charges while traveling.    
 
TRAVEL EXPENSE REPORT  
Upon your return from traveling, and no later than one week after travel, a travel expense report and request 
for reimbursement must be completed.  Receipts are required for ALL expenses except for personal mileage 
reimbursement, tolls, parking, and other incidentals for which receipts are not commonly provided. Please 
provide parking and toll receipts if they are available.  
 
When completing the Travel Expense Report include your name, your department, and travel dates in the top 
left section of the form and your department number in the top right section of the form.  
 
Include the date(s) the charges were incurred, the description of the travel (include purpose and the 
destination in the body of the report). If using your own vehicle, fill in the mileage using MapQuest (must 
attach copy to report) or write your odometer readings at the bottom of the report.  
 
Enter the dollar amount in the appropriate column box. Total each line in the last column. Total the report at 
the bottom. You will be compensated for your mileage in your personal vehicle at $.50 per mile.  
 
Make sure to sign your report and have it approved by the appropriate Department Supervisor.  
 
Attach all receipts to the expense report. Complete a separate report for reimbursement requests.  
 
The GL expense number has been provided for each of the columns except “other”.  A specific description 
for “other” items must be given so we can charge the item to the appropriate GL expense. You may also note 
the account number on the report.  
 
If you have any questions, please contact the Accounts Payable Office at ext. 5682 or email 
ap@blackburn.edu.   
 
THIRD PARTY REIMBURSEMENTS, REBATES, PROMOTIONS  
When an employee’s travel has or will be paid by another party and the employee’s travel costs are also 
reimbursed by the College, the third-party reimbursement becomes the property of the College.   Similarly, 
any discounts, rebates, promotions, or similar benefits resulting from travel paid by the College, becomes the 
property of the College.  Examples include free or reduced airfare, cash rebates, free or reduced hotel stays 
and credit card points.  However, the employee may request the redemption of such benefits for subsequent 
College travel.  
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*For the most current version of the Business Office’s policies and procedures, please visit the Business 
Office public folder on the campus S:Drive. 
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APPENDIX 1E 
 

Event Registration Form 
Event Title:_____________________________________________________________________ 

Date of Event: ____________________________________________ (day of week, month, date, year) Time 

Needed (include setup/tear down time): ______ (am/pm) To _____ (am/pm) 

Advertised Event Time: From__________ (am/pm) To _____________ (am/pm) 

Space Needed: 

Building Name: ___________________________________________________ Room Number: _______ 

Room Set-up Requirements:______________________________________________________________ 

Approximate Number of People Attending: ________ Extra Chairs Needed: (yes/no) ________ 

Catering Needs: (yes/no) 

_____________________________________________________________________________________ 

Blackburn College has a contract with Fresh Ideas, first opportunity for catering must be through Fresh 

Ideas x5524. 

 
A/V Services:

____ Camera/ Filming 
____ DVD Player 
____ Computer Projector 
____ Microphone 
____ Sound System 
____ Projection Screen 

____ Laptop: (Please Check All That Apply) 
 Powerpoint___     Sound___ 
 CD Drive___        Ethernet___ 
____ Extension cord(s) 
____ Conference phone  Conference line___ 
____ Other:

I need assistance when operating the equipment. (yes/no) 
 
Other Services: 
Bus Parking: (yes/no) 

 
To ensure your event runs smoothly, event registration form must be completed and returned one 
week prior to the scheduled event, otherwise services are not guaranteed. 
 
You are responsible for the condition of the space. Any materials brought into the space must be 
removed completely, and all furniture should be put back the way it was. All spills (water, food, 
paint, etc.) must be cleaned. No food should be left behind and all trash taken out. Your 
department, club, or organization may be charged if actions are required to restore the space to its 
original condition. 
 
If event occurs after college business hours (8:00am-5:00pm)and is an inside event(individuals or 
groups associated with the college), the sponsor will need to go to Physical Plant to request any keys 
that might be needed for the space. The sponsor is responsible for making sure the keys are  
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returned to the Physical Plant when the event is finished. 
 
Sponsor: _____________________________ Dept./Club/Organization name_____________________ 

Name (Print): _______________________________ Signature__________________________________ 

Email Address: ___________________________________ Date: ____________ Time:___________ 

Phone: _______________  

Worker Taking Request:___________________________________________________________ 
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APPENDIX 1F 
 

 

 

Application for Internal Fundraising Project 
 
Complete this form and return to the Vice President of Institutional Advancement (Ludlum 208) at least 2 
weeks prior to the start date of the fundraising project.  If solicitation of gifts and/or cash are received, a 
complete listing of items and/or dollars, along with the donor’s name and contact information and the date 
received must be provided to the Vice President of Institutional Advancement.  Attach a copy of all 
materials to be used to promote/solicit funds.   
 
 

Name of Event:___________________________________________________ 
Campus Organization:_____________________________________________ 
Faculty/Staff Sponsor:______________________________________________ 
Person in Charge of the Project:____________________________________ 
E-mail Address:____________________________________________________ 
Date of Application: ______/_______/________ 
Intended Date of Project Start: ______/_______/________ 
Intended Date of Project Completion: ______/_______/________ 
Detailed Description of Proposed Project: 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
____________Group/Population to be 
Solicited:____________________________________________ 
Special Needs (i.e.: electricity, chairs, podium):______________________ 
__________________________________________________________________ 
Intended Use of Projects Profits:____________________________________ 
 
Please use attached form to record Anticipated Income and Expenses 
 
 
Requested by:____________________________________________________ 
Sponsor Signature:________________________________________________ 

Budget for Event 
     

Income 
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List Items to Sell Number Cost Per Total Actual 

          

          

          

          

Total Income         

     

Expenses 

Expenses   Cost Per Total Actual 

Advertising**         

   Newspaper         

   Radio         

   Printing         

Supplies (attach detail)       

Labor:         

   Set-up         

   Clean-up         

Other         

          

          

          

Total Expenses         

     

  Net Revenue   

Approved By:         

 V.P. Institutional Advancement  

Approved By:         

 V.P. Administration & Finance  

 
**MUST be coordinated through the Public Relations Office Ext. 4336 

For Office Use ONLY 

Income Account:______________________________________________ 

Expense Account:______________________________________________ 
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APPENDIX 1G 
 
Checklist for Full-Time search and hiring process 
☐ Written resignation received from current employee or new position has been created. Position 
analysis identified the position description. 
☐ Approval to fill the vacancy has been given by the president. 
☐ The position description has been updated, as needed, and approved by the president. Staff positions 
require an equivalent CUPA #. 
☐ The president has designated an appointing officer, usually the vice president of the functional area 
or the provost in the case of faculty, and recommended a search committee.   
☐ The appointing officer has recommended the following search committee: 
  Chair: ______________________ 
  Faculty: ____________________ 
  Staff: _______________________ 
  Student: _____________________ 
  Other(s): ___________________________________________________ 
☐ The search committee drafts the advertisement based on the position description and recommends 
placement locations for the ad. A human resources designee ensures appropriate legal compliance and places 
the ad. The appointing officer approves the advertisement. 
☐ The appointing officer has met with the search committee to review the search procedures and 
establish a timeline for conducting the search.   
☐ The search committee has established rating criteria to use in the initial review of applications. 
☐ A human resources designee has provided the committee with access to the resumes and other 
application materials. 
☐ The search committee members have reviewed the pool and completed a rating form for each 
applicant, unless the applicants do not meet the previously established minimum qualifications. 
☐ The search committee has conducted phone interviews to narrow the pool to a short list of applicants.    
☐ The appointing officer has completed calls to each of the short-listed applicants and discussed the 
interview process, job expectations, salary, and benefits.  
☐ The search committee has identified a short list of applicants for reference calls.  
☐ The search committee has completed the reference calls, using the reference report. 
☐ The search committee finalized a short list of candidates to be invited for on-site interviews. 
☐ A human resources designee makes travel and interview arrangements with the candidates in 
consultation with the search committee. 
☐ A human resources designee has notified the committee and other interviewers of each candidate’s 
schedule and provided the interview evaluation form.   
☐ On-site interview(s) conducted. Search committee and other participants utilized candidate 
evaluation forms. 
☐ The search committee has met to decide and advance its final recommendation to the appointing 
officer. The appointing officer advances all final recommendations to the President who makes the final 
decision to hire. 
☐ The appointing officer extends an offer of employment, on behalf of the president, to the best 
candidate.   
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☐ The candidate has accepted the offer, the terms of which have been provided to the human resources 
designee who creates an appropriate letter of appointment or hire, contractual materials, and other necessary 
hiring documents. 
☐ A human resources designee ensures that all employment documents are completed and that relevant 
search committee materials are properly stored or disposed of. 
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CONFIDENTIAL RATING FORM 
 

Candidate:  _________________________________ Current Position:  ________________________________   
Current Institution/Organization: ______________________ Degree and field: __________________________ 
 
1 - Superior              2 - Above Average             3 - Average             4 - Below Average                 5 - Unknown 
 
Desired Characteristics                 Evaluation    Comments 
 1 2 3 4 5  
 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
General Comments:  

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

 
Should candidate be advanced to the finalist stage?   _______ Yes _______ Maybe        _______ No
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Search Candidate Evaluation Form 
 

Candidate: ____________________________________________________________ 
 

Please give your impressions of the candidate in the following areas: 
 

E=Excellent  VG = Very Good  G = Good  P = Poor NA = Not Applicable 
 

E/VG/G/P  
 Knowledge of 

 Effective presentation skills (verbal) 

 Effective and meaningful presentation materials 

 Aligns with the mission and vision of the College 
 Candidate’s ability to interact with members of the campus community 
  
  
  
  

 
 

Overall Evaluation (check one):   ❑  Excellent    ❑  Very Good    ❑  Good    ❑  Poor 
 
Comments: 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
Submitted by: ______________________________________________________ 
 
Date:   ______________________________________________________
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SUGGESTED QUESTIONS FOR REFERENCE CALLS 
 
Begin by introducing yourself, Blackburn College, and your role as a search committee member.  Briefly 
describe the position for which the candidate is applying and the related responsibilities.  
 
1. What is/was your relationship to the candidate? How long did you work with the candidate?  
2. What was the candidate’s job title at your organization? What were the main job duties or 
responsibilities of the candidate’s position with your company? 
3. Did the candidate supervise others? If yes, how do you think those employees would describe their 
management style? 
4. What was the biggest project you are aware of that the candidate worked on for your 
organization?  What were their responsibilities on the project? Was the project successfully completed? 
5. Is the candidate more of an individual contributor or team oriented? Is the candidate open to others and 
their ideas? 
6. How did the candidate deal with conflict? 
7. Was the candidate in any high pressure or stressful work situations? If so, how did they manage those 
situations? 
8. What are the candidate’s strengths? 
9. In what areas could the candidate improve? 
10. If, in a hypothetical situation, you were to learn that Candidate was not successful at this institution, to 
what might you attribute the failure? 
11. What was the reason that the candidate left your organization? 
12. Is the candidate eligible for rehire? 
 

INTERVIEW DO’S AND DON’TS 
● Try to first put the applicant at ease with introductory and welcoming remarks. 
● Once the list of job-related questions is created, use it consistently for all applicants for the same 
position. 
● Ask open-ended questions which focus on behavioral descriptions rather than simply “yes or no” 
questions (i.e., have them describe a work situation in which they handled stress well rather than just asking if 
they can “handle stress well”). 
● Listen; don’t do all the talking. 
● Stay away from questions that have more to do with personal lifestyles than job experience – phrase the 
question so that the answer will describe on-the-job qualities instead of personal qualities – if the question is not 
related to performance on the job, it should not be asked. 
 
The following topics should be avoided in an interview, as they have the potential to be interpreted as 
discriminatory.  
 
● Age – is irrelevant unless you are concerned about child labor violations under the Fair Labor Standards 
Act, in which you can ask for proof that he/she is old enough to work. 
● Arrest record – do not ask at all - you may ask about convictions, but even then it would have to be 
relevant to the position in order to lead to immediate rejection.  
● Association with present employees – this information is not relevant to an applicant’s ability to 
perform successfully in a particular job, and the tendency to either encourage or prohibit the employment of 
friends or relatives of existing employees may create an adverse impact on members of protected classes. 
● Bankruptcy and credit affairs – never ask about bankruptcy since it is illegal to discriminate on this 
basis under the Federal Bankruptcy Law – all credit inquiries must comply with the Fair Credit Reporting Act. 
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● Citizenship – unless required by law or regulation, you may not ask applicants if they are U.S. citizens 
since it is considered discriminatory under the Immigration Reform and Control Act. You may ask if the 
candidates are authorized to work in the United States. 
● Disability - the Americans with Disabilities Act makes it illegal to ask questions about an applicant’s 
disability or perceived disability - it is crucial to focus on the job, not on the disability. 
● Driver’s license – avoid asking about it unless the job requires one since it could statistically screen out 
females, minorities and/or individuals with disabilities. 
● Educational attainment - relevant if it is directly related to successful job performance – if not, avoid it 
because it could potentially screen out minorities.  
● Emergency contact information – unnecessary at the application stage – and it can be discriminatory if 
it reveals information about the applicant’s membership in a protected class. 
● English language skills – only ask if it is a requirement of the job (i.e., an English teacher) - otherwise 
it could be construed as national origin discrimination.  
● Height and weight – can be discriminatory against females, Hispanics, and/or Asians - it is important to 
focus on what the job requires, not the person’s physical characteristics. 
● Marital status/name changes/spouse/children – any question relating to these issues may be construed 
as discriminatory, especially against women - - none are job related. 
● Organization or club membership – this might reveal protected class information and it is irrelevant 
(i.e., Knights of Columbus, NAACP, AA or Diabetes Association) 
● Race, color, religion, sex, or national origin – EEOC guidelines prohibit asking questions that may 
reveal this information; rejected applicants could have grounds for a discrimination suit if any of these questions 
were part of the application process. 
● Union affiliation – could be considered an unfair labor practice under the National Labor Relations Act 
if the applicant claims he or she was not hired because of union affiliation. 
● Veteran status/military records – general questions about a person’s background in the military should 
be asked if based on business necessity or job-related reasons. If requested, such information should include a 
statement that general or dishonorable discharge will be an absolute bar to employment but other factors will be 
taken into consideration. 
● Weekend work/shift changes – unless required for the job, the applicant should not have to state 
whether or not they can work on the weekends – this could screen out applicants who cannot work on some 
weekend days because of their religious beliefs. 
 
 

INTERVIEWING PERSONS WITH DISABILITIES 
 

Do:  
 
● Do ensure that the interview facility is accessible to people with disabilities. 
● Do inform the applicant of any special parking available. 
● Do allow the applicant at least a full day to prepare for your interview. 
● Do identify the essential functions of the job. 
● Do make eye contact with the person. 
● Do talk directly to the person with disability—not to an interpreter. 
● Do, after the initial greeting, sit down so that a person who uses a wheelchair can easily make eye 
contact. 
● Do ask about the person’s ability to perform the job. 
 

Don’t: 
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● Don’t assume the person is able to shake your hand in greeting. 
● Don’t lean on an applicant’s wheelchair. 
● Don’t shout or raise your voice to a person who is hearing impaired. 
● Don’t touch or talk to a seeing-eye dog. 
● Don’t ask about a person’s disability history. 
● Don’t ask about prior workers’ compensation claims. 
● Don’t ask how the person became disabled. 
● Don’t ask how a person is going to get to work.  
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APPENDIX 1H 
 
Shared Governance Flow Charts 
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APPENDIX 1I 

 
Volunteer Application 

 
Mission Statement: 
Blackburn College volunteers are dedicated to complementing and supplementing BC's mission of providing a 
coeducational student body with a rigorous, distinctive, and affordable liberal arts education that prepares 
graduates to be responsible, productive citizens.  The Blackburn community values critical and independent 
thinking, and lifelong learning.  The College fosters a sense of service, community, and moral responsibility 
through its unique student-managed work program, its collegial concept of shared governance, and its faculty/staff 
mentor relationship with students. 
 
Personal Information: 
Dr. •  Mr. •  Ms. • 
First Name:  ___________________ Middle ________________ Last Name ____________________ 
Permanent Address: ________________________________________________________________ 
__________________________________________________________________________________ 
Occupation: ______________________________________________________________________ 
Organization/Company: __________________________________________________________ 
Work Address: ________________________________________________________________ 
Home Phone: _______________________  Work Phone: ____________________________ 
Cell Phone: _______________________  E-Mail Address: ______________________ 
 
Education: 
College(s) and College Major(s): 
_____________________________________________________ Year of Graduation: __________ 
_____________________________________________________ Year of Graduation: __________ 
_____________________________________________________ Year of Graduation: __________ 
_____________________________________________________ Year of Graduation: __________ 
 
Employment and/or Volunteer Experience: 
 

Year Organization Job Placement (Describe briefly) 
 
 
 

  

 
 
 

  

 
 
 

  

 
What motivates you to volunteer for involvement with Blackburn College?  Check all that apply: 
• Leadership opportunities   • Professional networking 
• To advance my school/profession  • Social interactions 
• Student recruitment assistance   • To assist current students 
• To assist fellow graduates   • Continuing education 
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  Other:  
Volunteer Position/Program: ____________________________________________________ 
 
Availability: 

 MON TUES WED THURS FRI SAT SUN 
Morning        
Afternoon        
Evening        

 
List Three Character and Professional References.  At least one must be a professional/volunteer 
reference.  At least one must be a character reference. 
 

Name Relationship to You Phone Number 
   
   
   

 
Social Security No. ______-______-______ Driver's License No. ______________________ 
Have you ever been convicted of a misdemeanor or felony? •  Yes  •  No 
If yes, please explain: __________________________________________________________ 
 
Emergency Contact Name: ____________________ Emergency Contact Phone:___________ 
 

Authorization and Release 
 
I, ____________________________________, authorize Blackburn College to collect information from the 
above references. 
 
I further authorize Blackburn College to conduct a background check on me, which may include a review of sex 
offender registries and criminal history records.  I understand that, if appointed, my position is conditional upon 
Blackburn College not receiving inappropriate information on my background.  I hereby release and agree to hold 
harmless from liability Blackburn College, its Board of Trustees, faculty, staff and volunteers thereof, or any 
other person or organization that may provide such information.  I also understand that regardless of previous 
appointments, Blackburn College is not obligated to appoint me to a volunteer position and that if I have 
misrepresented any information and/or failed to adhere to program guidelines, I may have my application approval 
withdrawn. 
 
I certify that I am offering my services to Blackburn College on a volunteer basis.  I understand that I will receive 
no pay, benefits or privileges of employment of any kind for my services.  I further understand that I am not 
eligible for workers' compensation benefits if I am injured or become ill as a result of my volunteer work and am 
not eligible for unemployment compensation benefits when my volunteer assignment ends.  I also certify that I 
have not been promised and have no expectation that I will receive any form of compensation as a result of my 
volunteer work. 
 
I certify that I am (check one): 
• not employed by Blackburn College, and will be performing the proposed volunteer work for civic, 
charitable or humanitarian reasons. 
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• an employee of Blackburn College.  The proposed volunteer work is in a different occupational capacity 
from that in which I am employed and I would be performing the volunteer work for civic, charitable or 
humanitarian reasons. 
 
 
___________________________  ____________________________ ________________________ 
Signature of Volunteer   Printed Name of Volunteer  Date 
 
Approved:  _______________________, President  _____________________ Date 
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APPENDIX 1J 
 
Blackburn College Physical Plant Work Order System---School Dude 
 
Physical Plant uses a web based work order system for submitting, tracking, and completing all work 
requests on campus. The system is designed for faculty and staff to create an account (become a 
Requester) with School Dude so they are able to create a work order and submit it directly through the 
system. Please view this video link and follow the steps to create an account:  
 
https://help.dudesolutions.com/Content/Documentation/Maintenance/MaintenanceDirect/User%20Ro 
les/Requester/How%20to%20Register%20Log%20in.htm 
 
You will use the account number 766897664 to create your account. 
 
Once your account is created, please use the system to submit all work requests. The Physical Plant 
Coordinator receives the request through School Dude and then is able to assign the work order to the 
necessary department. The assigned supervisor is able to make notes as far as completion, deferral with 
description, and request for more information. The requester is able to check the status of work orders 
they have created by signing into School Dude. It is very important to add as much detail to the work 
request when submitting to ensure timely completion of the work. 
 
Work requests need to be submitted through School Dude and not via email or phone. 
Emergency work needs to be called in immediately to the Physical Plant Coordinator at 854-5503. 
 
If you have trouble accessing the online tutorial video, you can request a copy of the instructions from 
Gena Ober via email: gena.ober@blackburn.edu 
 
Feel free to contact Gena Ober or Sam Harding at 854-5503 if you have further questions or need 
assistance creating an account. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:gena.ober@blackburn.edu
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APPENDIX 1K 
 

Conference Rooms/Event Spaces 
 
The following is a list of campus conference rooms and what building they are located in. Please ensure you 
contact Kim Peterson (kim.peterson@blackburn.edu) if you want to reserve a room. 
 
1. Stuart Conference Room–Woodson Center 
This is a large conference room. The tables can be rearranged as needed. The conference room can seat up to 
35. 
 
2. President’s Conference Room–Woodson Center 
This conference room is connected to Stuart Conference room through a door that can be closed. This 
conference room can seat up to 8 people. 
 
3. Alumni Lecture Hall/Olin 143–Olin 
This space is normally used as a classroom. It has fixed tables and fixed seating. This conference room can seat 
up to 49 people. 
 
4. Olin Lecture Hall/Olin 112–Olin 
This space is normally used as a classroom. This is an auditorium style lecture hall, with fixed seating/desks. 
The room can seat up to 126 people. 
 
5. Lumpkin 120–Lumpkin Learning Commons 24 
This is a large classroom that is sometimes used as conference space. The seating can be moved around as 
needed. The room can seat up to 24 people. 
 
6. Jaenke Conference Room–Anderson Alumni Center 
This is a medium sized conference room, with a fixed conference table in the middle of the room. The seats can 
be adjusted as needed. This can seat up to 14 people. 
 
7. Student Life Conference Room–Demuzio Campus Center 
This is a medium sized conference room with removable tables forming a rectangle in the middle of the room. 
This can seat up to 12 people. 
 
8. ADR–Demuzio Campus Center 
This is a large space that contains 9 square/round tables, 6 chairs at each table. This is ideal for a large lunch 
meeting. The tables can be rearranged or removed as needed. 
 
9. Work Office Conference Room–Demuzio Campus Center 
This conference room cannot be reserved without the permission of the Work Office. 
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APPENDIX 1L 
BC Handbook Style Sheet 
 
General Structure and Procedures 

• Handbook sections 1-3 are for policies and procedures that need to be vetted and voted on, or 
determined by an office that institutes policy on its own. 

• Appendices are for forms, procedures, etc. that don’t need to be voted on; they should not be used to 
contain policy. 

• Faculty Assembly, Staff Assembly, Planning, and any other body that passes new or revised handbook 
copy should submit that copy to the Office of Human Resources by May 30 of each year. Human 
Resources is then responsible for making the appropriate handbook changes. 

• When a policy is added or revised, it should end with a note indicating that it was added or revised by a 
given body and include the month and year when the policy was added or revised and by which 
body/bodies it was approved (when applicable). These notes should be italicized.  

• When a policy is removed, the original section number and title should be retained with a note indicating 
the date of and reason for removal.  

 
Style Matters 
 Punctuation and language 

• Use the Oxford comma. 
• Use Chicago style for general spelling, punctuation, and usage. 
• Use “they/them/their” instead of “he or she” or “he/she,” etc. 
• Abbreviated terms should be spelled out on first usage with the abbreviation in parentheses immediately 

after. 
• Capitalize the names of formal bodies, specific titles, and the College. 
• Dates in policies for annual or other routine procedures should be [month] [date] (for instance, May 1, 

February 25). Months can be spelled out or abbreviated with standard abbreviations depending on the 
context. 

• Dates with years should be written with all numerals and hyphenated, [month-full year] (for instance, 5-
2018, 2-2023). 

 
 Formatting the handbooks 

• Policies are numbered according to book first, then hierarchically by policy using numbers to designate 
subsections (for instance, 1.5 is the fifth major policy heading in handbook 1, 1.5.1 is the first distinct 
policy within that heading, 1.5.1.1 is the first subsection within that policy, etc.)  

• Policy writers should use this standard numbering system when they submit policies for handbook 
inclusion. The Office of Human Resources should use its discretion when entering policies to ensure that 
section numbering is consistent with other policies in the handbooks. 

• Policies that also exist in other College documents (for instance, in the Student Handbook, in a given 
department’s handbook or other procedural materials, etc.) must maintain all original formatting and 
language in the Faculty and Staff Handbooks. They should begin with a handbook number and title to 
designate their position, but should have no other renumbering or reformatting done to them except that 
they should be conformed to Times New Roman 12-point font if they are not already in that font. 

• Use bulleted lists rather than numbered unless the sequence is important to the list or the list contains an 
embedded bullet list. 

• In cases where bullet list elements are components of a sequential list of some kind but are not complete 
sentences, end each list element with a semicolon, except for the final element, which gets a period. 
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• Footnotes should be rare; they should only be used when extended explanations of very specific policy 
details are necessary. Most footnote-type content can be contained within the main policy text or in an 
appendix. 

 
 Formatting text 

• Left justify text throughout, except for appendix titles and text also contained in other College 
documents that may be centered. 

• Times New Roman should be the font throughout. 
• Use 12-point font for all text except use 14-point for top level headings (for instance, 1.5) and appendix 

headings, and use 8-point for footnotes. 
• The numbers and titles of all section headings numbered according to the standard numbering system 

should be in boldface. Top level headings should also be in a 14-point font and underlined. 
• Appendix titles should be centered, boldfaced, underlined, in all capital letters, and in a 14-point font.  
• Generally speaking, no other text (except for text also contained in other College documents) should be 

underlined or in all capital letters. 
• Body text should be single spaced except in forms and other instances where additional spacing is 

useful. 
• Citations and links to other sections or appendices in the handbooks should be italicized. 
• Notes on policies that indicate when they were passed, approved, revised, or removed should be 

italicized. 
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APPENDIX 2A 

 
Annual Summary of Professional Activities 
This report constitutes the core of the faculty-wide evaluation process at Blackburn and is intended to emphasize 
self-assessment of teaching effectiveness and scholarly or professional growth.  
 
The instruments available for reviewing and evaluating teaching effectiveness include, but are not limited to: the 
Blackburn College course evaluation form, teaching observation forms, course syllabi and assignment prompts, 
and communications with colleagues. The instruments available for reviewing and evaluating scholarly and 
professional growth include publications, unpublished research, professional memberships, involvement in 
symposia and conferences, grant proposals, research and/or reading undertaken as part of course development, 
and so on.  
 
To that end, please be sure to attach copies of any referenced documents such as syllabi, assignment prompts, 
and/or evaluation data such as student, peer, and department/division chair feedback. Please also be sure to 
address each of the section headings in your summary. It is not necessary to provide all student evaluation data. 
 
The Annual Summary of Professional Activity comprises significant qualitative data not just for the 
reappointment process but also the tenure application. As such, pre-tenure faculty should familiarize themselves 
with the criteria for tenure, which the Summary is intended to mirror (see section 2.2.5 of the Faculty Handbook).  
 
Teaching Effectiveness 
As a teaching college, Blackburn values Teaching Effectiveness more heavily than other criteria for tenure. Please 
discuss actions you have taken in the past year to improve your teaching effectiveness, including why you took 
those particular actions. In doing so, please comment on the following for each distinct course number taught 
over the past 12 months: 

• Student feedback, including the Course Evaluation Form reports for the past year;  
• Results of observation feedback and discussions with your department and the division chair after any 

class visits during the last year; New or significantly altered course content, teaching methods, course 
syllabi, and/or assignment prompts 

 
Please comment on the following if relevant: 

• Instructional improvement projects funded and results achieved; 
• Participation in instructional development programs, and increased attention to teaching and testing at 

higher cognitive levels. 
 
It is not necessary for you to include specific qualitative data unless you so choose; you should, however, comment 
on general qualitative feedback. 
 
Scholarly Competence and Growth 
Blackburn defines scholarship broadly, recognizing that faculty engage in myriad creative and critical activities. 
To that end, please discuss academic activities you have undertaken in the last year. These might include, but are 
not limited to:  

• Updates on scholarly and/or creative projects in process;  
• Publications, compositions, recitals, participation in juried shows, etc.; 
• Presentations and/or attendance at professional and scholarly meetings;  
• Grant proposals written;  

https://docs.google.com/document/d/19Pnzz_QN0LnbV1hWsHceGsoDr_jywwd4/edit#bookmark=id.6iyds280kc11
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• Editing or serving as a peer reviewer for a scholarly journal;  
• Prizes or awards received;  
• Holding office in a professional/scholarly organization;  
• Research projects in progress and/or research in support of teaching; 
• Graduate degree coursework and/or new content area programs. 

 
Contributions to the College Community 
Please include a list of: 

• All standing College committees, ad hoc committees, and task forces on which you are serving or have 
served during the last 12 months;  

• Any major committee projects for which you were primarily responsible;  
• Special administrative responsibilities;  
• Service as division or department chair;  
• Special club or group advisorships.    

If evaluation data from advisees is available, candidates should address it; they may also wish to reflect generally 
on their service as an advisor. If work program supervision is a significant part of your service to the College, you 
can discuss it here. You may also choose to report any significant outside activities such as community service. 
 
Personal Goals 
Please include a set of personal goals intended for the improvement of teaching effectiveness and professional 
development for the year ahead.  (Example: Acquisition of new skills and knowledge, implementation of new 
strategies for teaching, participation in workshops, conferences, or field studies, taking courses at other 
institutions or appropriate sites, participation in student research projects, focused travel and study, etc.) 
 
Passed by Faculty Assembly 4-2022 
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APPENDIX 2B 
 

Timetable for Letters of Support or Non-Support for Reappointment and Summary of Professional 
Activities 

 
 NON-TENURED 

FACULTY 
DEPARTMENT 

CHAIR 
DIVISION CHAIR PROVOST 

Year 1 Summary of 
Professional 

Activities: 
February 1 

Support or  
Non-Support 
February 14 

Support or  
Non-Support 

March 1 

Meeting 
March 15 

Summary Letter 
April 1 

Year 2 Summary of 
Professional 

Activities: 
November 15 and  

February 1 

Support or  
Non-Support 
December 1 

March 1 

Support or  
Non-Support 
December 1 

March 1 

Meeting before 
December 15 
and March 15 

Summary Letter 
December 15 

and April 1 
Year 3 Summary of 

Professional 
Activities: 

February 1 

Support or  
Non-Support 
February 14 

Support or  
Non-Support 

March 1 

Meeting 
March 15 

Summary Letter 
April 1 

Year 4 Summary of 
Professional 

Activities: 
February 1 

Support or  
Non-Support 
February 14 

Support or  
Non-Support 

March 1 

Meeting 
March 15 

Summary Letter 
April 1 

Year 5 Summary of 
Professional 

Activities: 
February 1 

Support or  
Non-Support 
February 14 

Support or  
Non-Support 

March 1 

Meeting 
March 15 

Summary Letter 
April 1 

Year 6 Summary of 
Professional 

Activities: 
February 1 

Support or  
Non-Support 
February 14 

Support or  
Non-Support 

March 1 

Meeting 
March 15 

Summary Letter 
April 1 

 
The submission dates for the Annual Summary of Activities, which is required of all full-time faculty is as follows: 
 
 1. For all non-tenured faculty in tenure track positions, the dates will remain as they are stated in the policy 
for Reappointment section above. 
 2. For all tenured members of the faculty, the deadline for submission will be the last day of May. 
  

Naomi Crummey
Figure out what to do with this: revise for accuracy?
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APPENDIX 2C 
 
Examples of Academic and Scholarly Accomplishment 

• All professional publications:  books, articles, reports; include a copy and full citation.  Non-refereed 
publications and "vanity press" books and monographs may be given less weight. 

• Presentations, readings of papers, recitals, exhibitions, theatrical productions; involvement in symposia, 
colloquia; participation in juried shows; attendance at meetings of organizations at state, regional or 
national level; student presentations:  include a copy of paper and program. 

• Editor or reviewer for journals or manuscripts; referee of publications:  include a copy of article with 
reviewer's name; reviewer for a publisher. 

• Participation in summer institutes, symposia, workshops, etc., and enrollment in relevant academic 
courses for completion of one's own terminal graduate degree.  May provide a one-to-two-page report on 
the value of the workshop, etc. 

• Grants or equipment received from outside sources; copies of grant proposals pending or not funded. 
• Offices held and memberships in professional organizations. 
• Acquisition of new concepts, ideas and techniques in area or outside of area of expertise; career changes 

and expansion or growth to answer needs of College. 
• Unpublished research:  including status of research, if accepted for publication but not yet published.  

Submit letter of acceptance; show that this is a new line of research that required learning new techniques:  
include evidence in support. 

• Participation in programs for scholarly and professional self-improvement. 
• Creation of new courses and incorporation of new ideas in classes, and explanation of rationale for same. 
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APPENDIX 2D 
 
Sabbatical Agreement 
 
This agreement made this _______ day of _______________ 20______, by and between BLACKBURN 
COLLEGE of Carlinville, Illinois, (hereinafter referred to as "College", and 
_____________________________ of ___________________, Illinois, (hereinafter referred to as "Faculty 
Member"). 
 
The parties to this agreement, in consideration of the mutual covenants and stipulations set out herein, agree as 
follows: 
 
Section One 
The purpose of this agreement is to establish and bind the parties hereto to a mutually acceptable policy 
governing the granting of sabbatical leaves for the faculty members of the College. 
 
Section Two 
For and in consideration of the faculty member's last ______ years of service to the College, the College does 
hereby grant said faculty member a sabbatical leave for a period commencing _____________, 20___, and 
ending _________________, 20______.  In addition, the College hereby agrees to pay to said faculty member 
the sum of _____________________________ ($___________) and to maintain in force all fringe benefits to 
which the faculty member is normally entitled.  Said sums shall be paid in accordance with the manner in which 
the faculty member customarily received the regular annual salary.  It is further understood that the faculty 
member shall not receive any further remuneration from the College, except for the sums set forth herein.  
However, upon return from the sabbatical leave, the faculty member shall receive the benefit of any salary 
increases provided during their absence. 
 
Section Three 
The faculty member agrees to not take assignments for which he/she receives compensation unless the 
assignment is directly related to the purpose of the Sabbatical as approved by the College. This provision shall 
not apply to the acceptance of fellowship awards where services are not required of the recipient. 
 
The faculty member further agrees that upon completion of the term of the sabbatical leave he/she will return to 
the service of the College for a minimum period of at least one year.  Should the faculty member fail to so 
return, the faculty member shall refund the salary received during the sabbatical to the College within 30 days 
after completion of the sabbatical leave.  Should the faculty member return to the College and resign less than 
one year after completing the sabbatical leave, the faculty member shall refund to the College, prior to the 
effective date of the resignation, an amount equal to the portion of the salary received by the faculty member 
while on leave which is in proportion to the amount of service not actually rendered as agreed. 
 
Section Four 
This instrument contains the entire agreement between the parties, and no statement, promises, or inducements 
made by either party or agent of either party that is not contained in this written contract shall be valid or 
binding; and this contract may not be enlarged, modified or altered except in writing signed by the parties and 
endorsed hereon. 
 
Section Five 
This agreement shall inure to the benefit of and be binding upon the heirs, executors, administrators, and 
successors of the respective parties. 
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IN WITNESS WHEREOF, the parties have executed this agreement at Carlinville, Illinois, the day and year 
first above written. 
 
 
BLACKBURN COLLEGE, by its authorized agent 
 
_____________________________________ ______________________________ 
President      Dated 
 
 
_____________________________________ ______________________________ 
Faculty Member     Dated 
 
 
________________________________________ 
         Notary Public 
 
 
________________________________________ 
        Dated  
 
  



 

45 
 

APPENDIX 2E 
 

Oversight and Allocation of Faculty Development Funds 
 

1. Money from the Adams Faculty Development Funds, Faculty Development Endowment Funds, the 
Mueller Quasi-Endowment Faculty Development Funds, Faculty Travel fund and Accumulated Surplus 
monies are combined into one Fund, the Faculty Development Fund. 

2. Within the general fund, certain monies are designated for specific development activities. 
3. Monthly reports on this budget are to be given to the Provost, CAP, and Faculty Assembly. 
4. An oversight committee composed of a representative of CAP (chosen by the committee), a 

representative of Faculty Assembly (chosen by the committee), and the Provost will administer the 
funds and/or make policy decisions pending approval by the appropriate committees. 

 
Use of Money 

 
Guidelines Responsible 

Committee 
Person 

% of Operating 
Funds 

Society/Association Memberships 
*Each faculty member must belong to at 
least one association; additional monies 
may be spent on professional books. 

Available money will be divided 
equally among the full-time 
faculty each year. 
 

Provost 15% of Operating 
Budget 

Faculty In-Service One each semester Faculty Assembly 10% of Operating 
Budget 

Professional Development Activities (i.e., 
travel, conferences, workshops, etc.) 

Full funding for faculty every 
two years (not to exceed 6% of 
total fund, excluding registration 
fees); full funding whenever 
presenting. 

Provost 70% of Operating 
Budget 

Faculty Research Projects See Faculty Section of the 
Handbook 

Faculty Assembly 50% of endowed 
funds* 

Instructional Improvement See Faculty Section of the 
Handbook 

Committee on 
Academic Policy 

50% of endowed 
funds* 

Midwest Faculty Seminar Dues Yearly Dues Provost Operating Budget 
Faculty Retreat One Per Year  Faculty Assembly 5% of Operating 

Budget 
 
*Actual amount will vary according to return on investments, and carry-over from previous years. 
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APPENDIX 2F 
Teaching Observation Form 

 

                                                       Teaching Observation 

Instructor   
 

Observer  Course  Date 

Criteria for Teaching Effectiveness Please comment on how candidate meets criteria* 
- Demonstrates careful and conscientious 
preparation. 

- Uses class time well. 

- Covers appropriate material in a logical 
and organized manner. 

- Demonstrates good written and oral 
communication skills. 

- Attempts, as relevant, to provide 
students with the most current and important 
material in the field. 

- Fosters a classroom environment in 
which students are actively engaged in learning. 

- Uses instructional approaches that 
foster higher cognitive abilities (e.g., critical 
thinking), written and oral communications 
skills, as well as content mastery. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

General Comments/Summary 
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* Not all criteria need be observed in a single class session; observers will seek to understand how differences in 
disciplines and student populations may impact instructor’s choices 

APPENDIX 2G 
 

Possible Evidence of Criteria-Fulfillment                                    
Teaching effectiveness: 

• Peer observations 
• Chair, department and division, observations 
• Student course evaluations 
• Course materials (syllabi, assignment sheets, sample student work, etc.) 
• Self-evaluation 
• Syllabi research (reviewing syllabi from other institutions)  
• Introduction of new courses and/or course content 
• Learning new software and/or programs to implement in courses 
• Developing new programs, majors, and/or minors 
• Attendance at pedagogically-focused seminars/workshops/conferences 
• Creating rubrics 
• Co-teaching/collaborative instruction 
• Generating interdisciplinary opportunities 
• Internship and Directed/Independent Study supervision 

 
Scholarly/creative growth/competence: 

• Publications 
• Presentations, readings, productions, papers, exhibitions, performances 
• Conference and/or symposia participation 
• Editor or reviewer for professional journals or manuscripts/films/performances 
• Participation in institutes, seminars, workshops, etc. 
• Writing and/or receiving grants 
• Participation in professional organizations 
• Acquisition of new concepts, ideas, expertise, etc. that serves the growth of the college 
• Unpublished research 
• Creation of new courses or significant changes to existing courses 
• Interacting online/electronically with colleagues at other institutions 
• Reading and use of professional literature (higher education, field of expertise) 

  
College/community service: 

• Committee/task force work 
• Faculty advisor to student organization 
• Department chair/division chair/program coordinator 
• Work program mentorship/supervision 
• Partnering with community organizations 
• Meeting with and/or emailing prospective students; attending recruitment fairs/events 
• Attending college events (athletics, fine arts, student academic presentations, social gatherings, alumni 

events) 
• Attending meetings 
• Organizing and/or hosting events on campus 
• Developing new programs, majors, and/or minors 
• Advising (majors and/or first-year) 
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• Internship and Directed/Independent Study supervision 
• Giving talks to community groups 
• Outside activities that are relevant to professional preparation or position 
• Volunteering for local non-profit organizations 
• Organizing class projects that work with community organizations
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APPENDIX 2H 
 

Blackburn College 

Committee on Curriculum and Academic Policy 

Non-Standard Format Course Request 

New courses or current courses to be taught in a non-standard scheduling format must be approved by 
CAP.  Non-standard courses are those in which the instruction is not distributed evenly or 
proportionally across the semester or utilize non-traditional methods of delivery. This includes any 
courses not taught within the standards schedule established by the college, or any course that utilizes 
online or other distance delivery methods.  The number of contact hours for any course should never be 
fewer than the equivalent of one hour per week during the term for each hour of credit awarded, i.e., 15 
hours per semester hour. For every contact hour, there should be an expectation of at least two hours of 
student preparation. 

INSTRUCTIONS:   This form and a course syllabus should be submitted to the appropriate division 
chair. The division chair’s signature must be obtained before a request can be considered by CAP. 

Date Submitted:            

Department:                 

Submitted by:               

Department Chair Signature:           ___________________________ 

Division Chair Signature:         ___________________________ 

COURSE INFORMATION:           

  

  

SUPPORTING INFORMATION: 

1. Explain why a non-standard format is suitable for the subject matter. 
2. How will the student be evaluated? 
3. Will students go more than four days during the regular semester schedule without being 

physically present with the instructor in class? If yes, how will the instructor maintain contact? 
4. Does the course cover the same material in the same detail as a comparable standard format 

course? 
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APPENDIX 2I 

CURRICULUM AND ACADEMIC POLICY COMMITTEE:  
PROPOSAL FOR CATALOG COPY CHANGES 

(Please answer questions relevant to request) 
  

1.  Department:  ____________ 

2.  Type of Change:  

Change to an existing course __   Addition of a new course ___     Change to an existing major ___        
      

Change to an existing minor ___    *Addition of a new major ___   *Addition of a new minor ___   

*(If this request is for a new major or new minor, please also complete page 4.)  

3.  Course Title:  ___________________________________________  Credit Hours:  ________ 

   Course Level:  00___ 100 _____  200 _____  300 _____  400 _____ 

4.  Catalog Copy: 

Proposed Catalog Description (50 word maximum) 
__________________________________________________ 

___________________________________________________________________________________
___________________________________________________________________________________
_______________ 

4.5: Rationale 

___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
________________________ 

Provide the updated catalog copy listing the requirements for the major and/or minor.  
___________________________________________________________________________________
___________________________________________________________________________________
____ 

5.  When is course to be offered?  Each year _____  Alternate year _____  Beginning 
FA ___ SP ___ 

                                                          Each semester _____  1st semester _____  2nd Semester _____ 

6.  Is this course required for a major?  _____ Yes   _____No 

If so, please identify the major(s): 
________________________________________________________ 

7.  Is this course required for a minor?  _____ Yes   ____No 
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If so, please identify the minor(s):  
________________________________________________________ 

8.  Show a typical four-year student schedule for the major and/or minor.  

9.  Does the department propose that this course will meet a General Education Program 
requirement?  Please identify the appropriate Student Learning Objective(s). 

Creative Thinking _____                                             Philosophical and Religious Literacy _____ 

Critical Expression _____                                            Physical Education  _____ 

Critical Reading _____                                                 Problem Solving _____ 

Diversity and Multiculturalism _____                          Qualitative Analytical Thinking _____ 

Emotional Intelligence _____                                      Quantitative Analytical Thinking _____ 

Media and Information Literacy _____                        Vocation _____ 

10.  Approximate number of students expected to enroll in this course?  ________ 

11.  What other academic programs will be impacted by this change? Please pay particular 
attention to majors and minors for which this class is/may be a supporting course.  
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
________________________ 

12.  Has this change been discussed with the identified department chairs of other academic 
programs that are impacted?  _____Yes   _____No 

Does this change have the support of these chairs?  _____Yes   _____No 

13.  Have you verified with the Education department chair that this change will not impact any 
Teacher Education program at Blackburn?  _____ Yes   _____No 

14.  How will this course or new program be staffed?  Full-time Faculty ____ Adjunct ____Both  

Show a two-year staffing schedule for all faculty impacted by this change (expand as necessary).  

Fall Year 1                                                  

Course Faculty Load 
Units 
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Spring Year 1 

Course Faculty Load 
Units 

      

      

      

      

      

      

      

  

Fall Year 2                                                     

Course Faculty Load 
Units 



 

53 
 

      

      

      

      

      

      

      

  
Spring Year 2 

Course Faculty Load 
Units 
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15.  State what additional supplies, laboratory materials, or equipment, if any, will be required, 
and estimate their cost.  
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
________________________________ 

16.  What existing Learning Commons materials will be used for this course?  _____ 
____________________ 

___________________________________________________________________________________
________ 

17.  What additional Learning Commons materials will be essential for this course?  
___________________________________________________________________________________
___________________________________________________________________________________
_______________ 

18.  Do you expect tutoring to be important for student success in this course?  If so, how might it 
be provided? 
___________________________________________________________________________________
___________________________________________________________________________________
_______________ 

19.  Do all department faculty support this proposal:  _____Yes   _____ No 

  

  

Proposal submitted by:  ________________________________ Date:  ______________ 

                                                Department Chair                          

Proposal reviewed by:  _________________________________ Date:  _____________ 

                                                Division Chair 

  

If new courses are required for the major or minor, please complete pages 1-3 for each new 
course. 

1. Name of the Proposed New Major or Minor 
__________________________________________________ 
(submit a separate page for each new major and/or minor) 
  
2. State briefly the reasons for adding this program and provide any other information you 
think will be helpful in considering this course proposal.  A survey of other small college program 
offerings could be helpful.  
___________________________________________________________________________________
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___________________________________________________________________________________
___________________________________________________________________________________
______ 
  
3. Approximately how many students are expected to enroll in this program? 
________________________ 
How did you make this estimate? ____________________________________________________ 
________________________________________________________________________________ 
  
4. What other academic programs will be impacted by this change?  Please pay particular 
attention to majors and minors which may compete with this program.  
___________________________________________________________________________________
___________________________________________________________________________________
____ 
  
5. With which department chairs has this change been discussed, and does the change have 
their support?  
___________________________________________________________________________________
__ 
___________________________________________________________________________________
__ 
 
6. State what additional supplies, laboratory materials, or equipment, if any, will be required, 
and estimate their cost.  
_____________________________________________________________________ 
___________________________________________________________________________________
__ 
 
7. What existing Learning Commons materials will be used for this program? 
___________________________________________________________________________________
__ 
___________________________________________________________________________________
__ 
8. What additional Learning Commons materials will be essential for this program?  
___________________________________________________________________________________
__ 
___________________________________________________________________________________
__ 
 
9. Do you expect tutoring to be important for student success in this program?  If so, how 
might it be provided? 
______________________________________________________________________________ 
___________________________________________________________________________________
__ 
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10. Do all department faculty support this proposal:  _____Yes  _____No 
 
 
Proposal submitted by:  ___________________________      Date:  ________________ 

                                                  Department Chair                               

Proposal reviewed by:  ____________________________       Date:  ________________ 

                                             Division Chair 
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APPENDIX 2J 

Funding for Faculty Research and Development Form 

 Faculty may seek funding support for a variety of projects, including but not limited to: 

• Conference attendance, moderation, or presentation 
• Research or development opportunities to enrich teaching or advising the college 
• Scientific or social scientific research that may include travel, field experience, or personal 

development 
• Artistic production that may include time or travel to write, perform, or produce various forms of art to 

one’s field of study 

All faculty who desire funds for a project must submit a proposal to CAP that includes the following 

• An itemized list of all costs, such as transportation, lodging, meals, materials, fees, etc. 
• A short description of the event of proposed activity and an explanation of how this will benefit 

the college (in any capacity) 

Dates: 

Participants: 

Location: 

Total Cost: 

 REMINDER: CAP will use the following criteria (in no particular order) to rank and approve faculty 
research and development proposals: 

• Benefit to the college is clear (benefit may be to students in the classroom, their experience 
through participation, recognition, for the college, etc. 

• Conference attendance versus conference participation through moderation or presentation 
• Proposal directly involves and impacts students 
• A tangible result from the event or activity, such as publication, certification, award or 

recognition, etc. 
• Clearly articulated potential for professional growth, such as the development of a new skill, 

competency, or increased knowledge of best practice, etc. 
• How recently the applicant received funding. 

Description: 
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APPENDIX 2K 

Instructional Improvement Fund Request Form 

Faculty may seek funding support for course development or improvement, including but not limited to: 

• Purchasing materials necessary to facilitate course development (e.g. reference materials, 
supplies, subscriptions, licenses, etc.) Textbook purchases (aside from curse reference materials) 
will not be reimbursed 

• Travel funds to obtain materials or information directly applicable to course development (e.g. 
meeting with professional/experts in areas of course instruction, liaising to gain access to 
resources etc.) 

• Professional training that will translate directly into course development 
• Faculty stipend (not to exceed $750) to offset time and effort for course 

development/improvement that demonstrably exceeds regular preparatory activities; 
• Stipends can only be awarded once every three years; funds can be requested at any time for 

materials, equipment, books, etc. 

All faculty who desire funds for instructional improvement funding must submit a proposal to CAP that 
includes the following information: 

• Clear and specific description of the course and proposed areas od development or improvement, 
including course title, number, frequency of offering, whether or not the courses in Gen. Ed. 
Course, impact on students across majors/minors, and timeline for application of course 
improvements. 

• Clear explanation of how the proposed course development/improvement will potentially impact 
student learning or expected student outcomes. 

• An itemized list of all costs, such as transportation, lodging, meals, supplies, reference materials, 
fees, etc. 

• Criteria 
• Benefit to the college is clear. Benefit may be to students in the classroom, their experience 

through participation, etc. 
• Clearly articulated results from the event or activity, such as student networking, the 

development of a new skill, how the activity impacts course curriculum, competency, or 
increased knowledge. 

• A tangible result from the event or activity, such as a publication, license, certification, etc. 

Total $ 

Description: 
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APPENDIX 2L 

current PTR benchmark group (this is the 2003 one) 

1. Salary benchmark group  
2. COS/PTR Subcommittee Report on Post-Tenure Review, April 17, 2003 entitled “Post Tenure 

Review Framework of Principles” Content: Six principles recommended by COS and approved 
by the Faculty Assembly at its regular meeting on April 17, 2003 

3. Proposed revisions to the Faculty Handbook 
 
 
 

Institution Carnegie 1 Institutio
nal 
Control2 

Location3  FT, 1st Time 
Students 

FT 
Faculty 

Endowmen
t - in 
Millions 

Workload Mean 
Associate 
Salary 
(IBHE – 
2003) 

Blackburn  31 2 Small town 147 35 8.8  $41,500 
Clarke  32 2 Mid-sized city 166 81 9.8  $46,900 
Columbia  (Missouri) 32 2 Mid-sized city 137 48 7.2  $49,000 
Culver-Stockton  32 2 Small town 224 57 12.5  $45,000 
Eureka  32 2 Urban fringe, 

mid-sized city 
134 36 13.0  $42,300 

Greenville  32 2 Small town 242 58 11.9  $42,100 
Judson  32 2 Mid-sized city 159 55 5.6  $52,200 
Knox 31 2 Large town 300 85 46.9  $48,100 
Mac Murray  32 2 Small town 127 43 13.6  $36,800 
McKendree  32 2 Urban fringe, 

large city 
278 65 24.7  $47,200 

Millikin 32 2 Mid-sized city 637 159 57.5  $50,600 
Monmouth 31 2 Small town 279 61 43.8  $50,200 
Means    235.83 65.25 21.28  $46,400 

 
1. 22=Master’s Colleges & Universities II (awarded >20, <40 master’s degrees in a year), 31=Baccalaureate 
Colleges – Liberal Arts, 32=Baccalaureate Colleges – General, 33=Baccalaureate/Associates Colleges 
2. 2=Private, Non-profit 
3. 2=Mid-sized City (<=250,000), 3=Urban Fringe – Large City, 4=Urban Fringe – Mid-sized City, 
5=Large Town (<=25,000), 6=Small Town (>=2,500, <25,000), 7=Rural (so designated by U.S. Census Bureau) 
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APPENDIX 3A 
 

Staff Evaluation Form 
 

Naomi Crummey
@marshall.petty@blackburn.edu I am unable to embed the pdf of the evaluation form you sent me because I cannot convert it to Word or JPEG without a Adobe subscription. Could you do so?

Marshall Petty
I do not have the ability to convert a PDF document to a word/jpeg. I will reach out to Nick/Samantha and see if they have a word version. I think Jason Cloninger can also help convert it.

Naomi Crummey
Great! Thank you!
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	HANDBOOKS
	Section 1 of 4: Uniform Policies and Procedures for Faculty and Staff
	Effective September 2024
	*The term "employee" refers to faculty and staff.
	__________________________________________________________________________
	In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College communi...
	1.1 The College’s Statements on Mission, Vision, and Values

	Mission
	Blackburn College links a rigorous and affordable liberal arts education with a unique student-managed Work Program preparing graduates for careers, community engagement, and lifelong learning.
	Vision
	Blackburn College aspires to provide a distinctive and innovative model of American higher education, grounded in scholarship and student leadership, and cultivated through a community of integrated work, learning, and service.
	Values
	The Blackburn community values critical and independent thinking, leadership development, diversity and inclusion, service, shared governance, and moral responsibility.
	Community Values and Commitment to Diversity, Equity, and Inclusion
	Equity is an intentional focus for creating opportunities for all Blackburn community members–students, faculty, staff, administration and the Board of Trustees–which we achieve through providing support that allows for intellectual, social, academic ...
	In order to foster an equity-driven community, Blackburn College is committed to:
	 Building and nurturing a safe and inclusive environment for everyone;
	 Emulating respect, compassion, and integrity in our relationships with each other;
	 Identifying and eliminating barriers to access and success;
	 Addressing issues of bias, discrimination, and exclusion;
	 Seeking understanding across differences;
	 Resisting the pervasiveness of discrimination in all its forms;
	 Prioritizing mental and physical well-being of community members;
	 Continually reviewing policies and practices to remove barriers and inequities that negatively impact historically and currently marginalized groups;
	 Recognizing that hostility, stereotyping, and/or disparaging remarks towards any identity, even when not directed at specific individuals, creates a hostile environment which undermines our community’s integrity and the liberal arts;
	 Strengthening our diversity, equity, and inclusion competencies through workshops, training sessions and other learning opportunities.
	Disrespectful and/or harassing behavior that compromises any learning opportunity is a violation of Blackburn’s community standards. It is also expected that Blackburn community members (staff and faculty) will not propagate racist or discriminatory v...
	To create an equitable community where everyone can thrive, particularly historically and currently marginalized populations, we must utilize data which provides outcomes-based evidence that would reveal any significantly different outcomes for differ...
	To be consistent with our conviction for diversity, equity, and inclusion, every Blackburn College member is responsible for upholding these community standards for the merit of our institution.
	Revised by DEI Task-Force General Administrative Work-Group 11-20; endorsed by Faculty Assembly, Staff Assembly and Student Senate 3-21.
	1.2 Personnel Philosophy

	At Blackburn College, we believe that people are the essence of the College's existence. It is our belief that all people in the community work and learn together, making them all equally responsible for, and beneficiaries of, the anticipated outcomes...
	All staff hired for positions at Blackburn College should expect to:
	 Function as teaching supervisors for students working in their departments. Full-time staff will be selected based on their technical skills as required for the position and their willingness and ability to function as teaching supervisors;
	 Take part in the management of the institution, whether through committee assignments, team projects, or other means;
	 Regularly upgrade their skills and participate in College projects designed to pursue excellence in the performance of College duties;
	 Serve as positive role models for others;
	 Help to foster a climate of cooperation and trust among all members of the community;
	 Treat all other members of the community with respect and dignity, and expect to be treated the same;
	 Equitably participate in all benefit packages offered by the College for which they qualify and desire;
	 Abide by all applicable federal, state, and local laws and ordinances in connection with their duties as employees of Blackburn College.
	1.3 Confidentiality

	In the course of your employment with Blackburn College, you may on occasion have access to confidential information relating to clients, other College staff, employment related investigations and trade secrets. Knowledge of confidential information i...
	All employees will be expected to exercise the greatest caution and concern in the protection of any information that is of a confidential nature.
	The Family Rights and Privacy Act of 1974

	Under the terms of this Act, students may request access to their College records. The College (faculty and/or staff) must grant such access in not more than 45 days after receiving the request. Employees of the College should refer to the Blackburn C...
	1.4 Policy on Policies

	This policy stipulates how policies are to be written and formally incorporated into the College’s faculty and staff handbooks. Unless otherwise stipulated, policies approved by the Faculty and/or Staff Assembly are effective upon approval. Section 1....
	1.4.1 Policy Structure Guidelines
	Formalized policies from anybody on campus that are intended for inclusion in the faculty and/or staff handbooks should conform to these guidelines:
	 Include the initial date that the policy goes into effect.
	 Include the date of the most recent revision of the policy, if different.
	 Conform to the current Handbook style sheet.
	 Include, as necessary, references to other relevant handbook sections, identified by section title and alphabetic/numeric designation.
	 Do not use appendices for policy content. Reserve appendices for details of policy execution: forms, external guidelines, specific numbers, dates, etc.
	 Use full names of offices, committees, departments, titles, etc. on first reference, along with any abbreviations that will be used for those entities elsewhere in the policy.
	 Clearly designate which party or parties are responsible for administering/overseeing/ enforcing the policy.
	 Clearly designate which entities are governed by the policy (and, if necessary, which entities are specifically not governed by it).
	 Clearly designate which entities are responsible for reviewing/updating the policy, and on what timeline.
	1.4.2 Handbook Review and Update Policy
	 Chairs of the Faculty and Staff Assemblies and the Secretary of the Planning Committee are responsible for supplying copy of new and revised policies passed by their respective bodies during that academic year to the Office of Human Resources by May...
	 The Office of Human Resources is responsible for updating the College handbook on an annual basis.
	 The Office of Human Resources is authorized, without approval of a committee/assembly, to change any components of the handbook necessary for maintenance of existing policies. Such components include but are not limited to:
	o Numbers that change as a function of policy changes--dollar figures, dates, etc.
	o Change in position titles
	o Change in office names
	o Change in office for submission
	o Change in committee names
	o Changes that result from requirements to conform with federal/state law
	 The personnel responsible for revising office or department information and procedures to be included in the handbook that do not require committee or assembly approval will submit them to the Office of Human Resources by May 30th each year. These o...
	o Auxiliary Services
	o Athletics Department
	o Lumpkin Library
	o Physical Plant
	o Business Office
	o Institutional Research
	o Technology Services
	o Work Office
	o Advancement
	o Student Life
	 If a numbered or lettered policy section is removed from the handbook, the section number or letter shall remain with a note that the policy was removed.
	 If a policy will also be reproduced in other documents (the Blackburn Student Handbook, department chair handbook, website, etc.) the chair or secretary of the body that prepares that policy will supply its copy to the party or parties responsible f...
	 The handbook will be reviewed every five years to ensure that all updates have been incorporated, to identify any components that may need to be reviewed/revised due to changes in operational procedures and other matters, and to identify any other c...
	1.5 Bylaws of Blackburn College

	(Adopted Feb. 23, 2013)
	Approved with Sects 12.2 amended 2/23/13;  Sects. 3.6, 3.7, & 5.1 amended 6-7-14;
	Sect. 3.2, 6.2, 6.3.1, 6.3.2 & Art.XI amended 2/21/15;
	Sects. 3.3, 3.6, 6.3.2, 7.1, 7.3, 7.5, 7.7 amended 02/18; Sects. 7.2.a amended 11/2018
	Sect. 3.2 amended 06/3/23 and approval of Bylaws
	PREAMBLE
	Under date of February 13, 1857, a CHARTER was granted to a group of Trustees by the General Assembly of the State of Illinois called "An Act to Incorporate Blackburn Theological Seminary."  Under date of March 8, 1869, an Act to amend this CHARTER wa...
	ARTICLE I
	CORPORATE NAME AND PURPOSES
	Section 1.1. Corporate Name
	The name of the corporation shall be “BLACKBURN UNIVERSITY”, doing business as Blackburn College (hereinafter referred to as the “College”).
	Section 1.2. Purpose
	The College is organized exclusively for charitable, educational, scientific, and literary purposes and to engage in such other activities as are exclusively in furtherance of these purposes within the meaning of Section 501(c)(3) of the Internal Reve...
	ARTICLE II
	MEMBERS
	The Corporation shall have no members.
	ARTICLE III
	BOARD OF TRUSTEES
	Sec. 3.1 Responsibilities and Powers of the Board
	The property, business, and affairs of the College shall be managed by, or under the control of the Board, and the Board of Trustees may exercise all such powers of the Corporation as are by law, by the Articles of Incorporation or by these Bylaws dir...
	Section 3.1.a. Power to Grant Degrees
	The Board shall grant all degrees from Blackburn College.  On the recommendation of the Faculty, the Board shall grant degrees to students who have completed a prescribed course of study.  The Board of Trustees may grant honorary degrees. The Board al...
	Section 3.1.b. Power to Appoint President
	The Board shall select and appoint a President of the College to serve at the pleasure of the Board as the College’s chief executive officer.  The Board shall approve all faculty and administrative salaries, all appointments to tenure status of the fa...
	Section 3.2. Numbers and Terms of Office of Trustees
	The Board of Trustees (the "Board") shall consist of not more than thirty-two nor fewer than fifteen members.  Except as provided in Sec. 3.4, below, each Trustee shall be elected for a term of three years, and at the end of that term, the Trustee sha...
	Section 3.3. Election of Trustees
	Trustees shall be elected by the Board of Trustees.  Reelection of current Trustees whose terms are expiring will be conducted in the month of the expiration term.  Election of new Trustees may be conducted at any regular Board meeting. With the conse...
	Sec. 3.4.  Alumni Representative
	The Board of Trustees shall include an Alumni Representative chosen by the members of the Blackburn College Alumni Association Board of Directors from among that body.  He or she shall serve a two-year term with voting privileges.  The term of office ...
	Section 3.5 Honorary Trustees
	The Board may exercise its discretion to designate the title of Honorary Trustee to persons who may not have served as a trustee but could add prestige or assistance to the board in a continuing relationship with the board and the institution. Honorar...
	Section 3.6 Trustees Emeriti; Responsibilities; Attendance at Meetings; Limitations
	Trustees Emeriti hall provide advice and counsel to the Board, may serve on committees, and shall meet with the Board at such times and places as may be specified by the Chair of the Board, however, they shall not have the privilege, as a matter of ri...
	ARTICLE IV
	MEETINGS
	Section 4.1 Regular Meetings
	An annual meeting of the Board of Trustees shall be held during the month of June at a time and place as shall be fixed by resolution of the Board of Trustees.  At least two other regular meetings of the Board of Trustees shall be held each year at a ...
	Sec. 4.2 Special Meetings
	Special meetings may be called at the Chair's discretion or, on written request of five voting members of the Board, the Secretary shall call a special meeting.
	Sec. 4.3 Quorum
	A majority of the voting members of the Board shall constitute a quorum. For purposes of determining a quorum, a trustee shall be deemed present either by attending in person, or by participating through technological means as set forth in Section 4.6...
	Sec. 4.4 Action by Trustees
	The act of the majority of the Trustees present at any duly constituted meeting at which a quorum is present shall constitute the act of the Board, unless the affirmative vote of a greater number is required by law or by these Bylaws. Any action which...
	Sec. 4.5 Notice
	Written notice of any regular or special meetings of the Board shall be given at least ten (10) days prior to the meeting date to each trustee at such address as he or she may have advised the Secretary to use for such purpose, except that no special ...
	Section 4.6 Participation by Technology
	Any member of the Board of Trustees or of any committee of the Board of Trustees may participate in and act at any meeting of such Board or committee through the use of a conference telephone or other communications equipment by means of which all per...
	Section 4.7 Reimbursement and Compensation.
	Trustees shall receive neither compensation nor reimbursement for their services as Trustees of the College.
	ARTICLE V
	OFFICERS OF THE BOARD
	Sec. 5.1. Election and Terms of Office
	The officers of the Board shall be a Chair, a Vice Chair, and a Secretary.  They shall be elected at the Annual Meeting upon nomination by the Trusteeship Committee, or from the Board, and shall hold office for one year or until their respective succe...
	Sec. 5.2. The Chair
	The Chair of the Board (or in the case of the Chair's absence, the Vice Chair) shall preside at all meetings of the Board and of the Executive Committee, is authorized to sign official documents, and shall perform such other duties as these Bylaws pre...
	Section 5.3 The Vice Chair
	The Vice-Chair shall assist the Chair in the discharge of his or her duties as the Chair may direct and shall perform such other duties from time to time as may be assigned to him or her by the Chair or by the Board of Trustees.  In the absence of the...
	Sec. 5.4. The Secretary
	The Secretary of the Board shall ensure that an accurate record of all the proceedings of the Board is kept (including minutes of all meetings, Board Resolutions and Board Policies), conduct the correspondence of the Board, sign official documents aut...
	Section 5.4.1 Secretary’s Responsibility for Bylaws
	The Secretary shall ensure that the Board is acting in accordance with these Bylaws and recommend amendments to these Bylaws that are legally required, or in the Secretary's judgment, desirable.
	Section 5.4.2 Assistant Secretary
	The Board may appoint an Assistant Secretary, designated by the President from among the full-time Administrative staff, with the Authority to perform or assist in the duties of the Secretary in the absence of, or at the direction of the Secretary.
	ARTICLE VI
	COMMITTEES
	Section 6.1 Formation.
	The Board may, by resolution, create one or more standing or special committees, each of which shall consist of such persons as the Board designates, subject to the provisions of these Bylaws. The Chair shall be a member, ex officio, with voting privi...
	Section 6.2 Executive Committee
	An Executive Committee may be appointed by the Board of Trustees from time to time.  The Executive Committee shall have a minimum of three members, including the three officers of the Corporation: Chair, Vice-Chair, and Secretary.  The Board of Truste...
	Section 6.2.1 Duties and Powers of the Executive Committee
	The Executive Committee shall serve at the pleasure of the Board as its agent to assist the Chair and the President with their responsibilities to help the Board function effectively by suggesting the Board’s agenda and periodically assessing its effe...
	Section 6.2.2 Meetings of the Executive Committee
	Meetings of the Executive Committee shall be called by the Chair or any other officer of the Board.  A majority of voting committee members shall constitute a quorum.  A report of its proceedings shall be given at the next Board meeting and shall beco...
	Section 6.2.3 Power to Designate Replacement for Incapacitated President
	In the event of the extended absence or incapacity of the President to serve, the Executive Committee shall designate the person or persons to whom the President's duties and responsibilities shall be assigned in such an event.  Any such designation s...
	Section. 6.3.1 The Finance Committee
	A Finance Committee may be appointed by the Board of Trustees from time to time.  It shall be composed of not less than three members and the majority of its voting members and its committee chair must be members of the College Board of Trustees. It s...
	1. The Finance Committee shall ensure that the institution’s mission and purposes are fulfilled, by making certain that resources are secured, appropriately allocated, and adequately protected, maintained, and renewed. The committee must also ensure t...
	2. The Finance Committee is charged with overseeing the investment process.  This includes recommending investment changes and fund structure, monitoring asset allocation and manager performance, and maintaining communication with the investment profe...
	Section 6.3.2 The Audit and Compliance Committee
	The Audit and Compliance Committee may be appointed by the Board of Trustees. It shall be comprised of not less than three and not more than five members, the majority of which must be Blackburn Trustees.  The Audit and Compliance Committee’s membersh...
	1. The Audit and Compliance Committee shall monitor the process in which financial practices are carried out. The Audit and Compliance Committee shall be responsible for recommending to the Board of Trustees the appointment of auditors, and to oversee...
	2. The Audit and Compliance Committee shall also oversee the College’s process for monitoring compliance with laws, regulations, codes of conduct, as well as its own policies, including, but not limited to, policies and legal requirements for personne...
	Section 6.4. Special Committees
	The Board of Trustees, by resolution, may designate any number of additional board committees, which to the extent provided in such resolution shall have and exercise the authority of the Board of Trustees in the operation and management of the Colleg...
	Section 6.5 Powers
	Each committee created under Section 6.4 of this Article shall have the powers specified in the resolution creating such committee as well as any powers not prohibited by law.
	Section 6.6 Tenure and Vacancies
	Members of Committees appointed pursuant to this Article shall serve for one year and until their successors have been appointed, unless prior thereto the committee is dissolved by the Board of Trustees by resolution, or a member’s service is sooner t...
	Section 6.7 Meetings
	The Board of Trustees shall designate a member of each committee as its chair, or may designate two members as co-chairs, and may designate one or more members as vice-chairs.  The chair shall preside at meetings of the committee.  In the absence of t...
	Section 6.8 Quorum
	Unless otherwise provided by the Board of Trustees, a majority of the members of a committee shall constitute a quorum.  If a quorum is not present at a meeting, a majority of the members present may adjourn the meeting to another time without further...
	Section 6.9 Manner of Acting
	Except as provided in Section 6.9.1 below, the act of a majority of the members of a committee present at a meeting at which a quorum exists shall be the act of the committee.  Any action that may be taken at a meeting of a committee may be taken with...
	Section 6.9.1 Committee as Panel before the Board as a Committee of the Whole
	From time to time, a committee may, with the permission of the Board, conduct committee meetings in the presence of the entire Board as part of the regular or special board meeting.  In such cases, the chair of the committee shall preside over the pro...
	ARTICLE VII
	ADMINISTRATION AND FACULTY
	Sec. 7.1. The principal administrative officers of the College shall be the:
	 President
	 Provost
	 Vice President for Administration and Finance
	 Vice President for Institutional Advancement
	Sec. 7.2a. The President shall be the Chief Executive Officer of the College.  The President serves at the pleasure of the Board for such term, compensation, and with such other terms of employment as it shall determine.
	The President is responsible to the Board for the administration of the College, including its academic, student life, work program and auxiliary programs, college relations and the management of its properties and assets.
	The Office of the President is also responsible for public relations, alumni affairs, church relations and fund raising, including funds for current operations from corporations, foundations, friends, parents, alumni, and others; funds from the same s...
	Section 7.2.b. The President shall be the official medium of communication between the Board of Trustees and the Faculty and other College personnel.  The President shall recommend to the Board the appointment of administrative officers and the appoin...
	Section 7.2.c. The President shall preside at the Annual Commencement and confer the degrees approved by the Board, and preside at other academic occasions and shall represent the College before the public generally.
	Section 7.2.d. In the temporary absence of the President from the campus, the Provost shall act for the President as chief executive officer.  In the event the Provost cannot so act, the Vice President for Administration and Finance shall act for the ...
	Section 7.3. The Provost is responsible to the President and the Board as the chief academic officer of the College and, shall serve as the locus of information and representative of the Faculty to the President. The Provost chairs the Curriculum and ...
	Section 7.4. The Vice President for Administration and Finance is responsible to the President and the Board as the chief business officer of the College and shall serve as the Treasurer of the college.  A detailed description of the duties and respon...
	Section 7.5. The Vice President for Institutional Advancement is responsible to the President and the Board for the development and public relations plans and programs of the College. A detailed description of the duties and responsibilities of the Vi...
	Section 7.6. The Faculty of the College shall consist of those employees who are contractually responsible for the preparation of course materials, class instruction and the assignment of final grades in courses whose credit hours total at least six p...
	 Section 7.6.1 To conduct the academic program of the College which shall include making recommendations on the selection and retention of members of the Faculty; supervising curriculum, academic advising, all instructional activities, including exam...
	 Section 7.6.2. To make rules and regulations governing the academic life of students, provided such rules and regulations shall not be inconsistent with the Charter of the College or these Bylaws, with the proviso that the President and/or the Board...
	 Section 7.6.3. To recommend to the Board of Trustees those members of the student body who shall have completed a course of study prescribed by the Faculty and who, in all other respects shall be deemed worthy by the Faculty to receive degrees from ...
	Section 7.6.4. The Faculty may also recommend to the Board of Trustees (through the Committee on Trusteeship) persons whom they deem worthy to receive honorary degrees.
	Section 7.6.4.b. The initial appointment of any members of the Faculty shall be for a period not to exceed one year.  In providing for approval of tenure, consideration will be given to the generally recognized principles that have been approved by th...
	Section 7.6.4.c. The appointment or reappointment of a person as a member of the Faculty shall be made on the condition that his/her teaching and influence shall be consistent with the general statement of principles of the College.
	Section 7.7. “Blackburn College is an Equal Opportunity Employer.  Blackburn College does not discriminate against anyone on the basis of sex, race, age, color, religion, creed, ancestry, national origin, marital status, sexual orientation, physical o...
	ARTICLE VIII
	PARLIAMENTARY AUTHORITY
	Section 8.1. The rules contained in the current edition of Robert’s Rules of Order Newly Revised shall guide the Board in all circumstances to which they are applicable and in which they are not inconsistent with these Bylaws and any special rules of ...
	ARTICLE IX
	AMENDING BYLAWS
	Section 9.1. These Bylaws may be altered, amended, or repealed and new Bylaws may be adopted at any meeting of the Board of Trustees by affirmative vote of two-thirds of those Board members present, provided that notice of the substance of the propose...
	Section 9.2. Any resolution of the Board not inconsistent with the Charter and these Bylaws shall have the same force and effect as these Bylaws until it is amended or rescinded.
	ARTICLE X
	TRUSTEE INDEMNIFICATION
	Section 10.1 Indemnification of Trustees and Officers
	The College shall indemnify any and all of its Trustees and Officers and former Trustees and Officers against expenses and liabilities actually and necessarily incurred by them in connection with the defense or settlement of any action, suit or procee...
	Section 10.2. Payment of Expenses in Advance
	Expenses incurred in defending a civil or criminal action, suit or proceeding shall be paid by the College in advance of the final disposition of such action, suit or proceeding, as authorized by the Board of Trustees in the specific case, upon receip...
	Section 10.3. Non-Exclusivity and Continuity
	The indemnification provided by this Article X shall not be deemed exclusive of any other rights to which those seeking indemnification may be entitled under any by-law, agreement, vote of disinterested trustees, or otherwise, both as to action in his...
	Section 10.4. Insurance
	The College may purchase and maintain insurance on behalf of any person who is or was a Trustee, Officer, employee or agent of the college, or who is or was serving at the request of the College as a Trustee, Officer, employee or agent of another corp...
	ARTICLE XI
	CONFLICT OF INTEREST
	A Trustee shall be considered to have a conflict of interest if (a) such Trustee has existing or potential financial or other interests which impair or might reasonably appear to impair such member's independent, unbiased judgment in the discharge of ...
	ARTICLE XII
	MISCELLANEOUS
	Section 12.1. Loans.
	No loans shall be contracted on behalf of the College except by the authority of the Board of Trustees.
	Section 12.2. Contracts.
	The Board of Trustees may authorize any one or more Officers of the College, or any one or more of its agents, to enter into any contract or execute and deliver any instrument in the name of and on behalf of the College, and such authority may be gene...
	Section 12.2.a. Approval by the Board of Trustees shall be required for any purchase or contract with a value greater than $100,000, excluding the Food Services Contract.
	Section 12.2.b. Approval by the Board of Trustees shall be required for any contract for the purchase, sale, or encumbrance of any College real property or facility.
	Section 12.2.c.  Approval by the Board of Trustees shall be required for any purchase or contract between Blackburn College and a third party, in which any officer, agent, or employee participating in planning, negotiating or entering into that contra...
	Personal Conflict of Interest as defined here does not include a de minimis interest that would not impair the objectivity of an officer, agent, or employee.
	Section 12.2.d. Approval by the Board of Trustees shall be required for any purchase or contract, between Blackburn College and a third party, in which the President of the College has a personal conflict of interest with respect to that third party, ...
	Section 12.3. Checks, Drafts, Etc.
	All checks, drafts, or other orders for the payment of money by the College shall be signed by such Officer or Officers, agent or agents of the College and in such manner as shall from time to time be determined by resolution of the Board of Trustees,...
	Section 12.4. Deposits.
	All funds of the College not otherwise employed shall be deposited from time to time to the credit of the College in such banks, trust companies, or other depositories as the Board of Trustees, or such Officer or Officers designated by the Board, may ...
	Section 12.5. Books, Records, and Minutes.
	The College shall keep correct and complete books and records of accounts and also shall keep minutes of the proceedings of its Board of Trustees and committees having any of the authority of the Board.  All such books, records, and minutes shall be k...
	Section 12.6. Fiscal Year.
	For accounting and related purposes, the fiscal year of the College shall begin on the first day of July and end on the last day of June in each year.
	1.6 Organization and Regulation

	1.6.1 Shared Governance at Blackburn College
	1.6.1.1 Introduction
	Blackburn College is committed to shared governance. Its faculty, staff, students, and leadership recognize that there are varying levels of responsibilities among the different College constituencies. Furthermore, there must be a delineation of level...
	Although the Board of Trustees has ultimate authority for any and all institutional decisions independent of recommendations from campus constituents, with that authority comes the responsibility to work with the campus community to reach the best dec...
	From time to time our shared governance process and policies should be evaluated for their effectiveness, per recommendation of The Association of Governing Boards (AGB) and best practices research in higher education. To that end, the College establi...
	1.6.1.2 Blackburn College Definition of Shared Governance
	The shared governance definition specific to Blackburn College was drafted after researching shared governance definitions and reviewing the results of the shared governance survey of Blackburn constituents. A strong system of shared governance is ess...
	Shared governance at Blackburn College ensures all relevant stakeholders’ access to the decision-making process while delineating where primary and final decision-making authority lie for different kinds of decisions. Through a well-defined framework ...
	1.6.1.3 Shared Governance Framework
	The shared governance framework consists of Levels of Responsibilities for each constituency group (Board of Trustees, the administration, faculty, staff, and students) along with a graphical flow chart showing the decision authority and sequence appr...
	The Shared Governance Flowchart is a graphic representation of how the shared governance process functions specific to Blackburn College. Appendix 1H contains the Shared Governance Flowcharts for Blackburn College.
	1.6.1.4 Levels of Responsibilities within Blackburn Shared Governance: Campus Constituencies
	Blackburn College is committed to shared governance, and its faculty, staff, students, and leadership recognize that there are varying levels of responsibilities among the different groups depending on the area of responsibility. To that end, this doc...
	This Levels of Responsibilities is a living document that represents the current understanding of the College community, and may be updated as deemed necessary.
	Shared Governance
	1. Areas over which the faculty has primary responsibility.
	a. The faculty has chief responsibility to oversee the university’s curriculum and academic policies. Its authority includes, but is not limited to, the following:
	o the curriculum;
	o graduation requirements;
	o attendance and grading policies;
	o grade appeal procedures;
	o add and drop policies;
	o course repeat policies;
	o election of division chairs and faculty assembly chairs and vice chairs.
	2. Areas over which the faculty has shared responsibility with the administration.
	a. The faculty has a shared role, along with relevant administrators, in overseeing and executing policies related to faculty positions and academic programs. The faculty exercises this responsibility most commonly through Blackburn’s committee struct...
	b. The faculty’s shared authority includes, but is not limited to, the following:
	o the establishment of new degree programs;
	o the establishment of new majors or minors or substantive change to existing majors or minors;
	o the elimination or consolidation of degree programs;
	o admissions policies;
	o the recruitment and hiring of new faculty members;
	o the adoption or amendment of policies regarding appointment, tenure, post-tenure review, and sabbatical;
	o the appointment of department/program chairs;
	o the creation of faculty task forces and ad hoc committees;
	o the awarding of endowed professorships and endowed chairs;
	o the merger or discontinuation of departments or divisions;
	o the allocation of new faculty positions and the reallocation and/or prioritization of existing faculty lines;
	o the establishment of policies and procedures that directly affect the quality of degree programs;
	o the development and administration of external grants with material impact.
	3. Areas over which the staff has shared responsibility with the administration.
	a. The staff has a shared role, along with relevant administrators, in overseeing and executing policies related to staff positions and non-academic departments and programs. Staff exercises this responsibility most commonly through Blackburn’s commit...
	The staff’s shared authority includes, but is not limited to, the following:
	o the establishment, substantive change, elimination, or consolidation of co-curricular programs;
	o the recruitment and hiring of new staff members;
	o the adoption or amendment of policies regarding appointment and advancement;
	o the appointment of program directors and other positions of staff supervision;
	o the creation of staff task forces and ad hoc committees;
	o the allocation of new staff positions;
	o the elimination of staff positions;
	o the establishment of policies and procedures that directly affect the quality of co-curricular programs;
	o the development and administration of external grants with material impact.
	4. Areas over which the faculty and staff have shared responsibility with the administration.
	a. The faculty and staff have a shared role, along with relevant administrators, in overseeing and executing policies related to institutional policies and processes. Faculty and staff exercise this responsibility most commonly through Blackburn’s com...
	The faculty’s and staff’s shared authority includes, but is not limited to, the following:
	o the university’s mission and vision statements;
	o the university’s strategic planning;
	o library and other research facilities;
	o the academic calendar;
	o the establishment of non-degree programs;
	o the development and administration of external grants with material impact.
	5. Areas over which the faculty has a consultative role.
	a. The faculty has a consultative role with respect to issues that involve the delivery of a quality student experience at Blackburn, but that are the primary responsibility of the President, the Provost, or other senior administrators. The intent of ...
	The faculty’s consultative role includes, but is not limited to, the following:
	o the President’s decision regarding which open or new faculty positions shall be filled;
	o academic marketing and communications strategies;
	o the appointment of faculty members to positions with administrative responsibilities.
	6. Areas over which the staff has a consultative role.
	a. The staff has a consultative role with respect to issues that involve the delivery of a quality student experience at Blackburn, but that are the primary responsibility of the President, the Vice President for Diverse and Equitable Student Live, or...
	The staff’s consultative role includes, but is not limited to, the following:
	o the appointment of administrative department chairs and directors;
	o the President’s decision regarding which open or new employee positions shall be filled;
	o co-curricular marketing and communications strategies;
	o the appointment of staff members to positions with administrative responsibilities;
	o the merger or discontinuation of administrative departments or divisions.
	7. Areas over which the faculty and staff have a consultative role.
	a. The faculty and staff have a consultative role with respect to issues that involve the delivery of a quality student experience at Blackburn, but that are the primary responsibility of the President or other relevant administrators. The intent of f...
	The faculty’s and staff’s consultative role includes, but is not limited to, the following:
	o the selection of senior administrators;
	o the President’s decision regarding which open or new employee positions shall be filled;
	o the budget;
	o the campus master plan, including building construction;
	o institutional marketing and communications strategies;
	o enrollment growth, financial aid, and scholarship strategies;
	o tuition policies;
	o student disciplinary policies;
	o intercollegiate athletics other than purview of Athletic Committee;
	o employee benefits.
	8. The role of students in shared governance.
	a. There is a long tradition at Blackburn for strong student involvement in shared governance. This is most commonly demonstrated by the involvement of students in most committees, as well as within the student managed Work Program.
	9. Areas in which students have primary responsibility:
	o the Work Program, through its student leadership;
	o the Student Senate through allocation of club money and approval of student organizations’ constitutions.
	10. Areas in which students have shared responsibility with administration:
	o changes in student disciplinary judicial process;
	o legislative changes brought forth by Student Senate.
	11. Areas in which students have a consultative role:
	a. This role is most commonly exhibited through committee membership, Student Senate, and the Work Committee, although in some instances the whole student body may be consulted.
	These areas include but not limited to:
	o the selection of senior administrators;
	o the budget;
	o the campus master plan, including building construction;
	o marketing and communications strategies;
	o enrollment growth;
	o student disciplinary policies;
	o intercollegiate athletics.
	1.6.2 Committees Reporting to the Faculty Assembly

	The following committees report to Faculty Assembly
	 Admissions Committee
	 Assessment Committee
	 Athletics Committee
	 Board of Trustees (Faculty Representatives to Committees of)
	 Committee on Academic Standing
	 Faculty Conditions of Service Committee (FCOS)
	 Curriculum and Academic Policy (CAP) Committee
	 Faculty Tenure Committee
	 Faculty Professional Relations Committee
	 Teacher Education Internal Advisory Committee
	 Post-Tenure Review Committee
	1.6.2.1 Governing Policies for Committee Service

	1.6.2.1.1 Committee Participation and Representation
	Faculty members in their first year at the College may choose to, but are not required to, participate in College governance. They may be elected or appointed to standing committees of the Faculty Assembly.
	A division may choose not to have representation on a committee (except CAP and Planning, which maintain required divisional representation). The Faculty Assembly will then be given the option to elect a representative-at-large to fill that vacancy on...
	Persons who serve the College in a variety of administrative or staff capacities, and in many cases who also teach part-time, may be appointed as faculty representatives to the Admissions Committee and the Athletics Committee. Those positions and thei...
	Position involved      Division involved
	Coaches       Natural Science
	Athletic Director      Natural Science
	Director of Technology Services    Natural Science
	Director of Lumpkin       Humanities
	Director of Career Services and Experiential Learning Social Science
	Director of Counseling Services    Social Science
	Librarian       Humanities
	1.6.2.1.2 Standing Committees
	Standing committees are permanent bodies for:
	 Policy making and review
	1.6.2.1.3 Creation and Elimination of Standing Committees
	The creation of a new standing committee can originate with any member(s) of the college community, who will present their recommendation and committee description to Planning for consideration. Planning will consider the proposed committee in consult...
	1.6.2.1.4 Task Forces
	A task force exists for one specific purpose and for a limited period of time. Task forces are created by the Planning committee, the President, or the Board of Trustees. The creator of the task force will ask various members of the college community ...
	1.6.2.1.5 Committee Term Limit
	Faculty may serve 1-3 years on any given committee at the will of the individual faculty member and their division. However, in order to ensure diverse input and service equity, members may serve no longer than three consecutive years on any given com...
	1.6.2.1.6 Committee Chair Term and Responsibilities
	The term and role of the committee chairperson will be as follows:
	 If the chair of the committee is not designated in the faculty and staff handbooks, the committee will select its chair by majority vote.
	 Committee chairs shall serve a one-year term, and may be re-elected for up to three consecutive one-year terms. One's continued eligibility for membership on the committee is not affected by this term limit.
	 The duties of the chair will consist of the following: convene the committee at the appropriate times; provide written agendas in advance of the meeting to committee members; moderate the committee meetings so that tasks proceed efficiently; maintai...
	Revised by Faculty Assembly 11-2022.
	1.6.2.2 Institutional Review Board (IRB)
	Membership:
	 Director of Institutional Research
	 One faculty member from each division
	 Community member (full board reviews)
	 Provost
	Function:
	 Review research studies to ensure they comply with applicable regulations
	 Ensure proposed studies meet commonly accepted ethical standards
	 Ensure proposed studies follow institutional policies
	 Protect the rights and welfare of research subjects
	Chair:
	The Chair shall be a faculty member of the IRB elected by the members
	1.6.2.3 Admissions Committee

	Membership:
	 Vice President of Inclusive Enrollment/Director of Admissions (who will also serve as Chair)
	 3 faculty members (one elected from each division)
	Function:
	 Reviews applications of prospective students that do not fall within clear accept/reject range;
	 Studies general policies regarding student admission and recommends them to the Faculty Assembly for consideration;
	 Representatives shall report regularly on the activities of the Committee at their division meetings;
	 Conducts an annual review of each class admitted in conjunction with institutional research.
	Revisions approved by Faculty Assembly 2-2022
	1.6.2.4 Assessment Committee (College-Wide)

	Membership:
	 Director of Institutional Research (Chair)
	 Provost (nonvoting)
	 Faculty: one representative from each of the 3 divisions (appointed by the President)
	 Dean of Students
	 Students: One student elected by the Work Committee and a second student member appointed by the Director of Institutional Research
	Function:
	 Serves as an advocate and general resource on assessment issues;
	 Promotes academic and co-curricular assessment activities in the program review process;
	 Provides peer consultation assistance to faculty and staff in academic and co-curricular units for planning and conducting departmental and institutional assessment activities;
	 Advances authentic assessment that is driven by core institutional values and communicates the fundamental values of Blackburn College;
	 Promotes assessment that is constructed as a partnership of all college community members;
	 Serves as an advocate and general resource on assessment issues;
	 Promotes and supports academic and co-curricular assessment activities;
	 Provides peer consultation assistance to faculty and staff in academic and co-curricular units for planning and conducting departmental and institutional assessment activities;
	 Supports the program review process;
	 Promotes authentic assessment that serves a higher purpose other than “quality control”;
	 Advances authentic assessment that is primarily driven by core institutional values and committed to the full development of talents and potential of every student;
	 Endorses authentic assessment that embodies and provides opportunities to communicate the core values of Blackburn College;
	 Advances the understanding that assessment is more than a mechanical process of gathering and reporting data;
	 Encourages the practice of authentic assessment in the day-to-day life of the institution;
	 Promotes assessment that is constructed as a partnership of all college community members.
	1.6.2.5 Athletics Committee

	Membership:
	Function:
	*Faculty Athletic Representative. The position of Faculty Athletic Representative (FAR) is mandated by the NCAA. Its purpose is to promote academic integrity in intercollegiate athletics, to facilitate the integration of the athletic and academic comp...
	The President, in consultation with faculty and administrative officials, appoints the FAR for a four-year renewable term from among the full-time, tenured members of the teaching faculty. Exceptions can be made for a full-time untenured faculty membe...
	Approved August 2023
	1.6.2.6 Board of Trustees (Faculty Representatives to Committees of)

	Membership:
	 Academic Affairs Committee Representatives: The Chair of Conditions of Service (Faculty) and the Division Chairs (as representatives of CAP).
	 Enrollment/Retention Committee Representatives: The Admissions, Scholarship and Financial Aid Committee will name one of its faculty members as representative.
	 Finance Committee Representative: The faculty will elect one faculty member from the Budget Committee as representative.
	 Student Life Committee Representative: The Student Life Committee will name one faculty member as representative.
	 Advancement, Trusteeship, Buildings and Grounds and Work Committee Representatives: The faculty will elect one faculty member (total of 4 faculty) to serve as representatives to each of these Committees.
	 Function:
	 To report on behalf of (to the Board of Trustees) and back to (from the Board of Trustees) the Faculty Assembly regarding issues relevant to their specific committee representation.
	1.6.2.7 Committee on Academic Standing

	Membership:
	 faculty members (one elected from each division)
	 Registrar (nonvoting)
	 1 member of the Student Life staff (nonvoting) appointed by the President
	 Provost (nonvoting)
	 Director of Counseling Services/College Counselor (nonvoting)
	 Dean of Work (nonvoting)
	 The Chair shall be appointed from the faculty members by the President
	Function:
	 Reviews questions of academic standing, probation, and dismissal of students, and recommends appropriate policies to the Faculty Assembly for its consideration;
	 Administers policies in all of the areas adopted by the Faculty Assembly;
	 Acts on appropriate student applications and petitions, such as:
	 readmission to the College after dismissal for academic reasons;
	 course equivalencies;
	 grade appeals;
	 accusations of academic dishonesty and determination of disciplinary action as prescribed in the Blackburn Student Handbook.
	1.6.2.8 Faculty Conditions of Service Committee

	Membership:
	 1 tenured and 1 non-tenured faculty member from each division
	 1 at-large member elected by the Faculty Assembly
	Function:
	 Reviews and recommends policies regarding compensation, tenure, and conditions of employment;
	 The division representatives regularly report the Committee's discussions to the divisions and to the Faculty Assembly, bring proposals to the Faculty Assembly for action, and make recommendations to the President upon approval by the Faculty Assembly;
	 The Faculty Conditions of Service Committee establishes a permanent subcommittee on benefits within the structure and functions of the existing FCoS Committee. This subcommittee will have two faculty representatives drawn from FCoS and one at-large ...
	1.6.2.9 Curriculum and Academic Policy

	Membership:
	 Provost (Chair)
	 Department of Education Chair (advisory, nonvoting, ex-officio member)
	 Division Chair and 1 faculty member from each division (as elected by the members of that division)
	 Registrar (acts as secretary, non-voting, ex-officio member)
	 1 student (appointed by the Student Senate. Can be a Student Senate Member or Work Manager)
	Function:
	 Studies the content and operations of the whole academic program and process.
	 Receives and examines curriculum proposals from the departments and presents consequent recommendations to the Faculty Assembly.
	 Makes recommendations to the Faculty Assembly on academic policy, graduation requirements, and other matters relating to the effectiveness of the academic program.
	 Reviews faculty position proposals and makes recommendations to the President.
	 Receives and approves Faculty Development Fund proposals and reports.
	 Receives and approves Instructional Improvement Grant proposals and reports.
	 Receives and approves Research Grant proposals and reports.
	 Representatives shall report regularly on the activities of the Committee at their division meetings.
	1.6.2.10 Faculty Tenure Committee

	Membership:
	 1 tenured faculty member from each division (elected by all teaching faculty in the division for staggered 4-year terms)
	 1 additional tenured faculty member (to be elected in the division(s) of the applicant for tenure)
	 Division Chair and Department Chairs in which the candidate for tenure serves are automatically excluded from the Faculty Tenure Committee. If there are insufficient numbers of tenured faculty members to meet this requirement, the position should be...
	 Those elected to 4-year terms will elect the Chair.
	 Members of the Faculty Tenure Committee may be disqualified, but only with cause. If questions are raised concerning the recusal of a Faculty Tenure Committee member for serving on a specific case, the Provost shall decide whether that person shall ...
	Function:
	 Considers faculty applications for tenure and makes recommendations on each application directly to the Board of Trustees through the President.
	 Reviews and recommends policy changes to the Faculty Assembly.
	 Provides support and resources to candidates for tenure.
	 Reviews and ensures integrity of the tenure and reappointment processes.
	1.6.2.11 Faculty Professional Relations Committee

	Membership:
	 5 faculty members elected at-large from a list of prospective members ranked by the number of votes they received (at least 3 of whom must be tenured faculty).
	 Should the Professional Relations Committee be called on to act, it shall consist of the 5 faculty members with the highest number of votes who have not recused themselves or are recused due to conflict of interest, other duties, or for some reason ...
	 Any person serving the College on a faculty contract is eligible to vote on those who shall be elected.
	 The Chair will be elected by the Committee.
	 No Administrative Officer serves on the Professional Relations Committee.
	Function:
	 Acts as a hearing body for any issue or matter that involves the rights and welfare of individual faculty members or of the College. The individual(s) concerned in such matters or the President of the College may refer cases to the Committee for a h...
	 Conducts formal hearings of cases and grievances that involve the rights, welfare, and conduct of faculty members.
	The Committee will convene to consider cases involving:
	 potential “dismissal for cause” of a faculty member;
	 “allegations of academic freedom violation”;
	 denial of tenure or non-reappointment where petitioner alleges “inadequate consideration”; and
	 grievances brought against members of the faculty.
	1.6.2.11.1 Decisions/Recommendations
	The Committee shall follow the procedures below in its hearing of cases. Decisions rendered by the Committee shall stand as recommendations to the President of the College for resolving the matters in question. These recommendations may include, but a...
	1.6.2.11.2 Recusal of Members
	If any party to a committee hearing requests the recusal of a Professional Relations Committee member from serving on that specific case, the request petition will be submitted to the Faculty Assembly Chair, who will then refer the petition to the oth...
	1.6.2.11.3 Formal Resolution Procedure
	If a faculty member has a grievance that should be heard by the Committee, they will bring the grievance to the Provost within one month of the precipitating event. Such a grievance must clearly state the nature of the complaint or dispute and state a...
	1.6.2.11.4 Formal Hearing Procedure for Grievances Against a Faculty Member

	Grievances against the faculty member will be filed with the Professional Relations Committee. The Professional Relations Committee will follow the procedure outlined in this Handbook.
	 The Committee Chair will establish a hearing date that allows the concerned parties at least seven calendar days but no more than 10 calendar days to prepare for the hearing.
	 The faculty members involved would be permitted to have a personal advocate of their choice, either in addition to or in lieu of an attorney, who may assist and advise any party throughout the disciplinary process, including all meetings and hearing...
	 The Committee will elect a secretary who will keep a written record of the hearing. The hearing will be audio-recorded as long as consent is obtained by all parties present. Written and audio records will be kept in the office of the HR Coordinator ...
	 Both parties involved will be afforded an opportunity to obtain necessary witnesses and documentation or other evidence, and they will provide that evidence to the Committee Chair in advance of the hearing. The administration of the institution will...
	 In the conduct of the hearing, the primary purpose would be to determine all facts relevant to the issue at hand. In addition to evidence supplied by the parties involved, the Committee will make every effort to obtain any additional relevant eviden...
	 Findings of fact and the Committee’s recommendations must be based solely on the hearing record, including all evidence supplied to and collected by the Committee.
	 The Committee will report its findings and recommendations to the principal parties in the case and to the Provost of the College within 72 hours of the hearing. The Provost will render a decision within 72 hours of receiving the report.
	 The Provost’s decision may be appealed to the President of the College within one week of the Provost’s decision. The President will render a decision within 72 hours. The only grounds for appeal are:
	o Procedural error that impacted the outcome;
	o New evidence that comes to light after the hearing is complete;
	o Any sanctions recommended can be shown to be excessive.
	▪ There will be no appeal from the President’s decision.
	1.6.2.11.5 Formal Hearing Procedure for Cases Involving Dismissal for Cause or Allegations of Academic Freedom Violations
	In cases involving “Dismissal for Cause”, the College will adhere to the procedures stipulated under Sections 4 through 8 of the AAUP publication, Recommended Institutional Regulations on Academic Freedom and Tenure.
	In those cases, where a hearing is requested for “Allegations of Academic Freedom Violations,” the procedures will be in accordance with the procedures as published in Section 10 of the AAUP Recommended Institutional Regulations on Academic Freedom an...
	AAUP procedures for dismissal and cases involving academic freedom of non-tenured faculty specify that there shall be “informal” inquiry by a “duly elected faculty committee” prior to formal charges being brought before a faculty hearing committee. Th...
	1.6.2.11.6 Formal Hearing Procedure for Cases Involving Allegations of Inadequate Consideration
	In those cases, where tenure is denied or an appointment is not renewed and the petitioner alleges “Inadequate Consideration”, the review procedures will be in accordance with the procedures stipulated in Section 6 of the most recently approved AAUP S...
	 All members of the review committee shall be tenured;
	 No member of the review committee shall also be on the Tenure Committee;
	 No member of the review committee shall be in the same department as the faculty member alleging “inadequate consideration”;
	 The Chair of the division to which a faculty member belongs shall not be eligible to serve on the review committee;
	 The members of the Faculty Tenure Committee involved in the case under consideration may not sit on the review committee.
	1.6.2.12 Teacher Education Internal Advisory Committee

	Membership:
	 The Chair of the T1.6.2.eacher Education Department will serve as Committee Chair
	 All full-time faculty members of the Teacher Education Department
	 Director of Teacher Education
	 Education Department Administrative Coordinator and Certification Officer
	 One representative from each department that has responsibility for preparing teachers (i.e., Biology, English, History, Math, Art, Music, P.E.)
	 representatives from public schools: one elementary and one secondary
	 public school administrators (one elementary and one secondary)
	 Provost
	Function:
	 Reviews the conceptual framework once each year;
	 Advises and provides input into policies of the Teacher Education Program, particularly on compliance with state and national standards;
	 Contributes to the long-range planning process of the Teacher Education program;
	 Reviews drafts of plans prepared by the Teacher Education Department.
	1.6.2.13 Institutional Review Board (IRB)
	1.6.3 Committees Reporting to the Office of the President

	Arts and Issues Committee
	Planning Committee
	Harassment Hearing Body
	Risk Management/Safety Steering Committee
	Student-Athlete Advisory Committee
	Student Conduct Board
	Student Life Committee
	Work Committee
	Work Program Appeals
	Diversity, Equity, and Inclusion Committee
	1.6.3.1 Faculty Election to Presidential Committees

	Standing faculty committee assignments shall be elected by academic divisions at the first faculty assembly meeting of the academic year.
	1.6.3.2 Arts and Issues Committee
	Membership:
	 faculty members (elected by the divisions for one-year term)
	 Student Life staff member (appointed by the President for one-year term)
	 Physical Plant staff member (appointed by the President for one-year term)
	 Director of Public Relations
	 SAC Representative
	 Chair will be elected by the Committee
	Function:
	 The purpose of this committee is to provide financial assistance for events that are brought to campus or those that can be traveled to within this area. The events include, but are not limited to: exhibitions, plays, concerts, performances, lecture...
	1.6.3.3 Harassment Hearing Body

	 For membership and function refer to the Harassment Policy, handbook section 1.7.6.
	1.6.3.4 Planning Committee

	Membership:
	 President, Chair
	 Provost
	 Vice President for Administration and Finance
	 Vice President for Institutional Advancement
	 Director of Institutional Research
	 At-Large Faculty Representatives–1 from each of the 3 divisions–elected for two-year terms at the first fall faculty assembly meeting as needed. The term of the Humanities Division representatives will begin in odd-numbered academic years; the terms...
	 1 Faculty-at-Large (elected at the first fall faculty assembly meeting and from any of the divisions for a 1-year-term)
	 Dean of Work
	 Vice President for Inclusive Enrollment
	 Division Chairs
	 Vice President of Diverse and Equitable Student Life and Dean of Students
	 Director of Technology Services
	 Director of Physical Plant
	 Director of Lumpkin
	 1 staff member elected at-large by Staff Assembly to serve a 2-year term.
	 1 student to be selected from the Work Committee and 1 student from Student Senate, with one alternate from each committee - all to be appointed by the President.  There are only 2 student votes.
	The Planning Committee’s purpose is to:
	 Serve as the coordinating group for College shared governance with a focus on institutional and strategic planning, resource allocation, accreditation, and institutional effectiveness
	 Create sub-committees to coordinate shared governance in areas of great faculty/staff/student overlap (currently budget, sustainability, and facilities)
	 Serve as the final recommending authority for most shared governance issues, with recommendations going directly to the president
	 Examples of some shared governance issues that would be placed on a Planning Committee agenda include: new, or revised, academic programs when there are significant resources required (equipment, facilities, and/or faculty); program review reports (...
	 Bring focus to productive discussions leading to positive change for the College
	 Disseminate critically important information, ensure open communication, promote genuine involvement before and while decisions are made, and provide for inclusive participation of all campus constituencies
	Functions:
	 Develops and provides oversight to the strategic plan; provides follow-up and accountability to the implementation of the plan;
	 Provides oversight to the integration of the resource allocation process and the strategic plan;
	 Ensures that budget allocations are based on institutional planning priorities and are relevant to the current fiscal environment;
	 Establishes yearly planning priorities for the college;
	 Establishes measurable indicators for institutional priorities, establishes targets for those indicators, and monitors progress in meeting those targets;
	 Oversees the accreditation process;
	 Publishes the three-year academic and planning calendar;
	 Oversees a sub-committee structure for the accomplishment of specific planning tasks or input.
	 Among the expectations for members of Planning are the following:
	 Members possess an open mind and are willing to develop a college-wide perspective and an understanding of constituencies other than their own.
	 Members are willing to commit to active and regular participation in Planning Committee meetings and activities.
	 Members keep lines of communication open by informing those outside the Planning Committee of issues and developments.
	 Members observe standards of ethical conduct.
	Process:
	 Committee membership is a combination of faculty and staff and students that are selected or elected by their constituencies as well as a number of individuals who serve via their job position. Final appointments to the committee are made by the Pre...
	 Meeting times: regular meeting times will be once a month. Special meetings may be called as needed.
	 Quorum: a quorum for meetings will be 50% of the Committee members plus one.
	 Agendas: an agenda for each meeting will be developed by the Director of Institutional Research in consultation with the committee chair and will be distributed in advance to all committee members. Requests for specific agenda items or reports may b...
	 Where appropriate, the Planning Committee may request status reports from individuals responsible for implementing recommendations and may further discuss or pursue issues as needed.
	Sub-Committee Structure:
	 Membership of each sub-committee is determined by the President, but will generally follow the format described below.
	 Membership of each sub-committee will include at least one member of Planning.
	 Chairs of sub-committees will be responsible for determining a meeting schedule, developing agendas, ensuring that the agenda and minutes are distributed, and providing updates on work to Planning as requested.
	1.6.3.4.1 Budget Committee
	Membership:
	 Vice President for Administration and Finance
	 Tenured Faculty Representatives–1 from each of the 3 divisions–elected for two-year terms. Whenever possible, the faculty representatives will be tenured. The term of the Humanities Division representatives will begin in odd-numbered academic years;...
	 Staff Representatives elected for two-year terms.
	 A simple majority of committee members will constitute a quorum.
	Purpose:
	 Advises the President and members of Planning on budget policy and financial planning for the campus community;
	 Provides a venue for campus dialogue and an intersection for the planning processes and financial allocation.
	Function:
	 Advises on the development of budgetary policies, processes and timelines;
	 Receives and reviews budget proposals from departments and/or program areas;
	 Develops and recommends a balanced budget on an annual basis;
	 Informs campus community on budget principles and issues;
	 Reviews the current budget at least once a month (12-month calendar).
	Selection of Committee Chair:
	 Vice President for Finance and Administration or designee
	1.6.3.4.2 Sustainability Committee
	Membership:
	 Planning Committee approves membership at the beginning of each academic year, based on its own nominations and those made in conjunction with the President, Provost and President’s Cabinet.
	 The following areas should be represented:
	o Planning Committee (1 representative)
	o Physical Plant (1 representative)
	o Sodexo (1 representative)
	o Faculty (1 representative)
	o Staff (1 representative)
	o Students (1 representative from the Work Program, 1 representative from Student Senate, and 1 representative from Student Life)
	 A simple majority of committee members will constitute a quorum.
	Purpose:
	 Carefully reviews all aspects of college operations to ensure environmental responsibility, efficient use of resources, and commitment to the long-term well-being of the community.
	Function:
	 Continues the work set forth by the Sustainability Planning Committee established in September of 2008. Those duties include the continued refinement of the campus wide list of recommendations for a sustainable campus. These include how the college ...
	Selection of Committee Chair:
	 Determined by President
	1.6.3.4.3 Facilities Committee
	Membership:
	 Planning Committee approves membership at the beginning of each academic year, based on its own nominations and those made in conjunction with the President, Provost and President’s Cabinet.
	 At a minimum the following departments must be represented:
	o Physical Plant (1 for each Campus Maintenance and New Construction)
	o Admissions (1 Representative)
	o Technology (1 Representative)
	o Student Life & Athletics (1 Representative)
	o Institutional Advancement (1 Representative)
	o Faculty (1 Representative per Division)
	o Student Representation (1 member nominated by Student Senate)
	o Finance and Administration (1 Representative)
	 A simple majority of committee members will constitute a quorum.
	Purpose:
	 Provides recommendations to the Planning Committee for priority of needs in relation to campus facilities to support the strategic plans of the college as defined by the President and Board of Trustees.
	Function:
	 Establishes a plan for the improvement and development of campus; these needs should incorporate items that assist in the recruitment and retention of students;
	 Establishes a maintenance plan/schedule to ensure that current facilities are well maintained;
	 Develops committee objectives to support the strategic plan of the College.
	Selection of Committee Chair:
	 Director of Physical Plant or designee
	1.6.3.4. Diversity and Inclusion Committee
	Policy removed 4-2021 upon creation of Diversity, Equity, and Inclusion Committee, see handbook section 1.6.3.11.
	Approved by Members of Planning, December 8, 2015; revised 9.11.18; policy removed 4-2021
	1.6.3.5 Risk Management/Safety Steering Committee

	Membership:
	 Vice President for Administration and Finance (will serve as Chair)
	 Provost
	 Vice President for Institutional Advancement
	 Dean of Students
	 Director of Physical Plant
	 Dean of Work
	 1 General Manager of the Work Committee
	 1 faculty member (elected by Faculty Assembly)
	Function:
	 The Risk Management/Safety Steering Committee will establish a policy statement that supports the College's safety efforts; formulate and revise general safety policies; establish, train, direct, and review the work of Advisory and Departmental Safe...
	1.6.3.6 Student-Athlete Advisory Committee

	Membership:
	 1 student athlete representative from each sport.
	Function:
	 Provides student feedback regarding athletic services and programs to the Athletic Director.
	1.6.3.7 Student Conduct Board

	 Refer to the Disciplinary System section in the Blackburn Student Handbook.
	1.6.3.8 Student Life Committee

	Membership:
	 Dean of Students (will serve as Chair)
	 Dean of Work
	 Director of Residence Life
	 Executive Director of Diversity, Equity, and Inclusion
	 College Chaplain
	 Director of Counseling Services (ex officio capacity)
	 Director of the Learning Center
	 1 residence hall staff member
	 1 Work Committee representative
	 faculty members (from division other than the learning center, elected by the Faculty Assembly)
	 Student Senate members (nominated by Student Senate and approved by the President of the College)
	Function:
	 Monitors individual student progress;
	 Addresses retention issues;
	 Makes recommendations and evaluations to the President about all areas of student life including rule changes and changes in the judicial system; communicates all such recommendations to the Student Senate for comment; and recommends all proposed ch...
	 Recommends policies governing all co-curricular activities.
	1.6.3.9 Work Committee

	Membership:
	 Work Program General Managers (non-voting)
	 Work Program Department Managers
	 Dean of Work (non-voting)
	 Student Senate Representative (non-voting, does not attend confidential discussions)
	 DEI Student Representative (non-voting, does not attend confidential discussions)
	 Function:
	 Develops, implements, and monitors Work Program policies, including edits, updates and changes based on precedent, new information, or need for clarification;
	 Assures that the student labor needs of the campus are met: organizes, hires, trains, and motivates
	 student staff;
	 Assists with the supervision and evaluation of student staff;
	 Oversees the allocation of student work hours and makes recommendations to the President’s Cabinet regarding the budgeting of student paid hours;
	 Organizes and schedules events for campus to motivate and give back to the student body. Examples include Student Worker Appreciation Day, Final’s Breakfast, and honor worker;
	 Represents the Work Program on various governing committees around campus to ensure student staff is considered in the decision-making processes of the college;
	 Represents student leadership on and off campus through volunteer service, convocations, presentations, and recruiting events.
	Vetted by Work Committee AY 21-22, Revised by Work Committee AY 22-23
	1.6.3.10 Work Program Appeals Board

	Membership:
	The Appeals Board is constituted and proceeds as follows:
	One faculty and one staff advisor, as well as one alternate for each, are voting members of the board. The faculty members are elected by the Faculty Assembly. The staff members are appointed by the College President. The alternates will be used in th...
	Each of the work department managers will nominate one worker from their department to serve on the Appeals Board.
	 Nominees must be in good standing (academic, work, and social)
	 Freshmen are not eligible
	 Nominees must have worked at least one semester in the Work Program
	 Nominees cannot be in a Work Program leadership position (e.g. manager, assistant manager, or crew head)
	 The President of the College will appoint 5 members and 5 alternates from among the student nominees. The 5 student members select a student chair of the Appeals Board, who is a voting member.
	Function:
	 Reviews student appeals of suspension for work reasons only.
	1.6.3.11 Diversity, Equity, and Inclusion Committee

	Membership:
	Chair: determined by President, typically performed by the DEI staff position
	The following areas should be represented:
	 Work Program Dean
	 Athletics staff member
	 Student Life staff member
	 Institutional Research staff member
	 Faculty member
	 5 students (should always match the total number of faculty and staff)
	o 1 Student Senate
	o 1 general worker (non-leadership work program representative)
	o additional students with priority invitation to student clubs (or students) representing marginalized groups
	A simple majority of committee members will constitute a quorum.
	Purpose:
	Charged with the goal of increasing diversity, equity, and inclusion in the college community by providing for the awareness, knowledge, and skills needed to successfully recruit and retain diverse students, faculty, and staff
	Function:
	 Review data gathered by IR and/or other campus constituents on DEI-related topics and advocate for policy and procedural additions and/or revisions that promote a more diverse, equitable, and inclusive environment for all members of the college comm...
	 Implement and assess, in coordination with key campus constituents, ILEA commitments.
	 Establish a process of documenting DEI efforts as a result of DEI task force recommendations, set benchmarks for success, report progress to campus constituencies, and, when necessary, make additional recommendations.
	 Provide educational and training opportunities for students, faculty, staff, and local community members to enhance the awareness, knowledge, and skills needed to be an inclusive member of the Blackburn community.
	 Assist in the recruitment and retention of underrepresented students who may need additional supportive services due to being a first-generation college student, from a low-income neighborhood, from another country, from non-rural areas, and/or othe...
	Approved 4-2021
	1.6.3.12 Institutional Review Board
	Approved February 2024
	1.6.4 Committees Reporting to the Staff Assembly

	 Staff Council
	 Conditions of Service (Staff) Committee
	 Staff Employee Relations Committee
	1.6.4.1 Staff Assembly Bylaws
	1.6.4.1.1 Mission and Purpose The mission of the Blackburn College Staff Assembly is to enhance the work environment, and represent the interests and concerns of staff in the overall governance structure of the college.
	The purpose of the Blackburn College Staff Assembly shall be to represent the staff in the communication processes and to serve in an advisory role in the decision-making process of the College.  The Assembly will work to increase the sense of identit...
	1.6.4.1.2 Definition Blackburn College staff includes all permanent, full-time Blackburn personnel, excluding members of the Faculty. Student workers are not considered staff.
	1.6.4.1.3 Staff Assembly Meetings
	1.6.4.1.3.1 Regular Meetings: The Assembly shall have a minimum of 8 scheduled meetings per year as set by Staff Council during the following months: January, February, March, April, July, September, October, and November. These shall be held the thir...
	1.6.4.1.3.2 Special Meetings: Special meetings may be called by Staff Council, or upon petition to the Council from 25% of the Assembly membership. Notice of all meetings must have 24 hours lead-time.
	1.6.4.1.3.3 Agenda: Any staff member may submit an item to be considered for the agenda of regularly scheduled meetings. These items shall be submitted to the Chair for consideration at least 10 days prior to the scheduled meeting.
	1.6.4.1.3.4 Quorum: A quorum at any regular or special meeting shall require a minimum of half the members plus one.
	1.6.4.1.3.5 Voting: Voting of all matters, other than elections, shall be by voice vote, unless secret ballot is requested. By-proxy votes will not be accepted, remote votes will be allowed.
	1.6.4.1.3.6 Motions: Motions may be proposed at any time and shall require a majority vote of the membership present to pass. Each Assembly member has the right to request that a motion be considered as a resolution.
	1.6.4.1.3.7 Resolutions: Resolutions shall be introduced at least one Assembly meeting prior to presentation for vote. Immediate action may be taken on items by suspending this requirement with the unanimous consent of those members present. A 2/3 vot...
	1.6.4.1.3.8 President’s Cabinet: Members of the President’s Cabinet will have voting rights and be counted in the quorum.  However, a motion called by an assembly member and accepted by a majority vote, could excuse the members of the President’s Cabi...
	1.6.4.1.4 Staff Assembly Officers
	1.6.4.1.4.1 The Assembly Officers shall include the Chair, the Vice Chair, and the Secretary-Treasurer.
	1.6.4.1.4.2 The Chair of the Staff Assembly shall be expected to fulfill the following responsibilities and duties:
	 Shall serve as presiding officer for all meetings of the Staff Assembly and the Staff Council.
	 Shall represent Staff Assembly at all Board of Trustee meetings.
	 Shall refer all matters submitted for the Assembly's attention to the appropriate committee(s) or person(s).
	 Shall oversee the creation and distribution of the agenda and minutes of the proceedings and actions of the Assembly and Council.
	 Shall be responsible for the disposition of all recommendations of the Assembly.
	 Shall report regularly to the President of the College on matters pertaining to the staff, Staff Council and the College.
	 The Chair is also responsible for upholding the Bylaws of the Council and conducting all meetings in accordance with the rules of order.
	1.6.4.1.4.3 The Vice Chair of the Staff Assembly shall be expected to fulfill the following responsibilities and duties:
	1. Shall preside over all Assembly and Council meetings when the Chair is not present.
	2. Shall act on behalf of the Chair upon their request or in their absence.
	3. If the Chair position becomes vacant, it will be the responsibility of the Vice Chair to assume the duties of the Chair unless extenuating circumstances prohibit. These circumstances will be reviewed by Staff Council and be agreed upon by a majorit...
	4. If it is agreed that the Vice Chair is unable to assume the Chair position, the Secretary-Treasurer will assume the Chair position through next-in-line succession unless extenuating circumstances prohibit. These circumstances will be reviewed by St...
	1.6.4.1.4.4 The Secretary of the Staff Assembly shall be expected to fulfill the following responsibilities and duties:
	1. Shall assist the Chair in the distribution of all Assembly and Council correspondence.
	2. Shall be responsible for the maintenance of accurate records for Staff Assembly and Council meetings.
	3. Shall oversee the permanent records of the Assembly and Council.  All permanent records will be kept in the Staff Assembly/Council Folder on the Google drive.  The Google drive folder should be shared with all members of the Staff Council and the O...
	4. Shall maintain and update a calendar of events relevant to the Staff Assembly and Council.
	5. If it is agreed that the Vice Chair is unable to assume the Chair position, the Secretary will assume the Chair position through next-in-line succession unless extenuating circumstances prohibit. These circumstances will be reviewed by Staff Counci...
	1.6.4.1.4.5
	The Treasurer of the Staff Assembly shall be expected to fulfill the following responsibilities and duties:
	1. Shall be responsible for maintaining records of all Professional Development Fund requests.
	2. Shall report monthly to Staff Council the allocations and expenditures of the Professional Development Fund.
	3. Shall be responsible for handling all receipts for tracking expenditures, then processing all documents through the Business Office.
	4. Shall be responsible for following with up fund recipients to ensure all paperwork is complete and submitted.
	5. If it is agreed that the Secretary is unable to assume the Chair position, the Treasurer will assume the Chair position through the next-in-line succession unless extenuating circumstances prohibit. These circumstances will be reviewed by Staff Cou...
	1.6.4.1.4.6 Election of Officers: The Officers shall be elected at the April Assembly meeting by an assembly majority. All Officer Positions are one-year terms, and are limited to two (2) consecutive terms. Terms of office will commence on May 1st and...
	1.6.4.1.4.7 Vacancies: To fill vacancies for the Chair, Vice Chair, and Secretary-Treasurer, the assembly will replace the positions with members already serving on the Council. If no one on the Council is able to serve an unexpired term for an Office...
	1.6.4.1.5 Amendment of Bylaws
	1.6.4.1.5.1 These Bylaws may be amended by the Staff Assembly at any meeting thereof, provided that written notice of the purpose of any change shall have been available to all members of Staff Assembly at least thirty (30) days in advance of the time...
	1.6.4.1.5.2 All proposals for amendment to the bylaws must initially be brought to Staff Conditions of Service committee or Staff Council directly by any member or constituency of the Staff Assembly. The proposed amendments will be considered first wi...
	1.6.4.1.5.3 If Staff Council opts not to bring a proposed amendment to the full Staff Assembly, a referendum mechanism for direct access to the entire Staff Assembly will be utilized. The referendum shall contain the exact wording of the proposed amen...
	1.6.4.1.6 Bylaws / Effect
	The Bylaws shall go into effect when ratified by the Staff Assembly by a 2/3 vote of the members present and voting, and upon approval of the Board of Trustees of Blackburn College or its designate.
	Updated Fall 2018
	1.6.4.2 Staff Council
	Membership Staff Council shall be composed of seven elected members, one from each of the seven staff divisions, the three Staff Assembly officers (the Chair, the Vice Chair, and the Secretary-treasurer) and four at-large representatives. Vacancies to...
	The Vice President for Administration and Finance shall serve as an adviser to the Council at their discretion and shall be non-voting member.
	Function
	 Determine Staff Assembly meeting dates and agenda.
	 Interpret the Staff Assembly bylaws.
	 Provide a voice to the administration of the college, particularly the President, in decision-making processes of the college that have a direct impact on non-faculty employees.
	 Provide the means necessary for non-faculty employee recognition for exemplary service and length of service to the campus as well as to Blackburn College; allowing for staff training and development.
	 Support and enhance the overall mission of the college.
	 To initiate and provide means for the exchange of information among BC employees relative to issues of mutual concern.
	 To foster a spirit of unity, cooperation and loyalty among all BC employees.
	 To consider methods and means by which overall working conditions may be improved and operating efficiency increased.
	 To study and to make recommendations to administrative officers concerning problems and policies of mutual concern relating to BC employees and the general efficient functioning of the campus and the College.
	 To be responsible for matters of concern as may be assigned to it by the President.
	 To work with Faculty Assembly, and any other groups, or bodies on all of the College's campuses to fulfill the aforementioned purposes.
	1.6.4.2.1 Staff Council Meetings
	1.6.4.2.1.1
	Regular Meetings: Staff Council meetings shall be open to all members of the College community. The Staff Council Chair may request non-members to introduce themselves.  The Staff Council shall meet at least one week prior to all assembly meetings and...
	1.6.4.2.1.2
	Special Meetings: Special meetings may be called at the discretion of the Chair or President of the College.  Similarly, closed session meetings may be called at the discretion of the Chair or by half of the Council.
	1.6.4.2.1.3
	Agenda: Any staff member may submit an item to be considered for the agenda.  The agenda and speaking limitations for agenda items shall be determined by the Chair.
	1.6.4.2.2 Staff Council Representatives
	1.6.4.2.2.1 There shall be seven elected representatives, one from each of the seven staff divisions, to Staff Council: the three Staff Assembly Officers (Chair, Vice-Chair, and Secretary-Treasurer) and four At-Large Representatives.
	1.6.4.2.2.2
	Participation: Any permanent, full-time employee of Blackburn College in a non-full-time faculty position shall be considered for membership to the Council. All employees are encouraged to participate without penalty from their job responsibilities. C...
	1.6.4.2.2.3 Terms:  Representatives to the Council shall be elected to staggered two-year terms and shall be eligible to serve no more than two consecutive full terms as a Representative. All terms shall begin on May 1st and shall end on April 30th. A...
	1.6.4.2.2.4 Elections: Nominations and elections for representative positions shall be held each year during the month April. The following protocol shall be followed for all elections:
	● Nomination of candidates for election to Staff Council Representative Positions shall result from secret ballot during the month of April prior to the April Assembly meeting. Each division staff member may vote up to one name for each open position....
	● Representative division are divided and subdivided as follows:
	○ Academic Support – Tech Services, Records, Lumpkin Learning Commons, Education Office, Institutional Research, and Enrollment Services.
	○ Administrative I – Financial Aid, Business Office, and Bookstore.
	○ Administrative II – Institutional Advancement, PR and Marketing, Office of the President.
	○ Admissions
	○ Athletics
	○ Physical Plant
	○ Student Life – Student Life Office, Campus Security, Career Services, Work Program,
	● Election shall be prepared by the presiding Staff Council Chair, and shall be distributed no later than 15 days prior to the April Assembly meeting, with a notice of vote being provided for each staff member eligible to vote.
	● The votes shall be returned to the presiding Chair within a designated amount of time to be tabulated.
	● The Staff Assembly Chair will notify the newly elected Representatives.
	1.6.4.2.2.5 Vacancies to Staff Council representative positions will be filled by following regular election protocols; the elected representative will serve the remainder of the term, and the partial term shall not count against the term limits.
	1.6.4.2.2.6
	Council Member Resignations
	If a Council member chooses to resign they must submit a Letter of Resignation to the Council Chair. Once accepted, a resignation cannot be rescinded.
	The Council Chair (or designated substitute) for that campus section must announce any resignations at the next regularly scheduled meeting.
	1.6.4.2.2.7
	Responsibilities of Staff Council members
	● Council members shall seek and gather feedback and input from division staff on issues related to the College employment climate. Council members shall communicate these issues with the Staff Council, and work to resolve the issue and/or find soluti...
	● Council members will attend regularly scheduled monthly meetings, committee meetings, and other special sessions as needed.  Meetings can be attended either in-person or remotely.
	● Council members will report, orally or in writing at each general Council meeting, on the activities and items discussed or reviewed at any other College related committee meeting(s) in which they attended.
	Updated Fall 2018
	1.6.4.3 Conditions of Service (Staff) Committee
	Membership:
	Membership shall consist of elected members–one each from Academic Support, Administrative I, Administrative II, Admissions, Athletics, Physical Plant, and Student Life. The Committee will elect the Chair. No more than one member of the Staff Council ...
	Function:
	● Reviews and recommends policies and procedures concerning compensation and all other conditions of staff employment;
	● Arranges and conducts joint meetings with the Faculty Conditions of Service Committee on all issues determined to have relevance to all College employees. Decisions and recommendations are made to the President upon approval by the Staff Assembly.
	1.6.4.4 Staff Employee Relations Committee
	Membership:
	 Committee members are elected at-large from the staff membership, and appointed by the Staff Council from a list of prospective members ranked by the number of votes they received. Should the Employee Relations Committee be called on to act, it shal...
	Function:
	 Acts as a hearing body for any issue or matter, which involves the rights and welfare of individual staff members or the general welfare of the College. The individual(s) concerned in such matters or the President of the College may refer cases to t...
	If questions are raised concerning the disqualification of an Employee Relations Committee member for serving on a specific case, the Staff Council shall recommend to the President whether or not that person should have been disqualified, and the Pres...
	The decisions rendered by the Committee shall stand as recommendations to the President of the College for resolving the matters in question.
	Procedures:
	Employees are encouraged to work out grievances amongst themselves when conflicts arise. If such attempts fail and an employee feels a situation warrants filing a grievance, a written copy of the grievance must be sent to the President's Office as wel...
	In grievance cases, the individual bringing the case to the Committee will set forth in writing the nature of the grievance and will state against whom the grievance is directed. The statement of grievance shall contain any factual or other data which...
	The parties concerned will be allowed adequate time to prepare for the hearing. The Committee Chair will negotiate a mutually acceptable time for hearing the case. Every effort will be made to handle cases as quickly and expeditiously as possible.
	Hearings will be conducted in private unless the Employee Relations Committee, after consultation with, and the permission of, all parties concerned, should approve a request that it be public.
	During the proceedings, the staff member will be permitted to have an advocate of their own choice.
	The hearings will be audio recorded.
	The staff member will be afforded an opportunity to obtain necessary witnesses and documentary or other evidence, and the administration of the institution will, insofar as it is possible for it to do so, secure the cooperation of such witnesses and m...
	In the conduct of the hearing, the primary purpose will be to determine all the facts relevant to the issue at hand. Every effort will be made to obtain the most reliable evidence available. The Committee will not be bound to strict rules of legal evi...
	Findings of fact and the decision must be based solely on the hearing record.
	The Committee will report its findings and recommendations to the principal parties in the case and to the President of the College. The President will decide. There will be no appeal from the President's decision.
	1.7 Personnel Policies and Procedures
	1.7.1 Employment Verification
	The Office of the President will only release employment verification information upon receipt of a signed release by the employee. See Appendix 1B.
	1.7.2 Equal Employment Opportunity & Nondiscrimination Statements, Policies, and Procedures

	Blackburn College is an Equal Opportunity Employer. Blackburn College does not discriminate against anyone on the basis of sex, race, age, color, religion, creed, ancestry, national origin, marital status, sexual orientation, physical or mental disabi...
	Members of the College community, guests and visitors have the right to be free from all forms of discrimination or harassment based on protected classes listed above. All members of the campus community are expected to conduct themselves in a manner ...
	The College’s discrimination and misconduct policies are not meant to inhibit or prohibit educational content or discussions inside or outside of the classroom that include controversial or sensitive subject matters protected by academic freedom.
	The College uses the preponderance of the evidence (also known as “more likely than not”) as the standard of proof when determining whether a violation of this policy occurred. In campus resolution proceedings, criminal legal terms like “guilt,” “inno...
	1.7.3 TITLE IX SEXUAL HARASSMENT POLICY AND PROCEDURES
	STATEMENT OF NONDISCRIMINATION POLICY
	TITLE IX Coordinator, Deputy Coordinators, & HR Designees
	HOW TO REPORT POTENTIAL VIOLATIONS OF THIS POLICY
	FILING A FORMAL COMPLAINT OF SEXUAL HARASSMENT
	INFORMAL RESOLUTION
	PROHIBITION OF RETALIATION
	Such retaliation shall be considered a serious violation of College policy and shall be independent of whether a complaint of Sexual Harassment is filed or a Respondent found responsible. Encouraging others to retaliate also violates the policy. Any i...
	SEXUAL HARASSMENT GRIEVANCE PROCESS PROCEDURES
	7. Determination of Responsibility
	8. Sanctions and Remedies
	9. Appeals
	Off-Campus Crisis Hotlines (available 24/7)
	Individual and Group Counseling
	Medical Issues
	Hospitals
	Legal Assistance
	Revisions to the Policy Approved by Faculty and Staff Assemblies Spring 2017; additional revisions adopted Spring 2022
	1.7.4 Immigration Reform and Control Act Policy Statement

	The College will employ only United States citizens and aliens who are authorized to work in the United States. These individuals must comply with the Immigration Reform and Control Act of 1986. The College will require that each new employee sign and...
	1.7.5 American With Disabilities Act (ADA)

	Blackburn College complies with the Americans with Disabilities Act (ADA) and with section 504 of the Rehabilitation Act of 1973 regarding its students with disabilities. It is the policy of Blackburn College that no student shall be denied access to ...
	This policy applies to students with disabilities as defined by Section 504 and the ADA. A person is disabled if they:
	 Have a mental or physical impairment which substantially limits one or more of such person’s major life activities;
	 Have a record of such impairment; or
	 Are regarded as having such impairment.
	1.7.5.1 Students With Disabilities
	Procedure for Obtaining Adjustments
	Blackburn College shall, upon request, consider adjustments for students who have been determined to have a disability. An adjustment is defined by this policy as any reasonable accommodation for a student’s disability as required by Federal regulations.
	The Director of Student Success Services serves as the primary contact for students requesting adjustments related to a disability; the Director of Human Resources is the College’s Americans with Disabilities Act (ADA) compliance officer. Students req...
	After the existence of a disability has been confirmed, the Director of Student Success Services will notify appropriate college officials of the adjustment(s) as necessary to implement the adjustment(s) .
	Academic Adjustments
	The Director may confer with the Provost to make specific recommendations regarding academic adjustments, as needed.
	Facilities Adjustments
	The Director will confer with the Director of Physical Plant and the VPAF to make specific recommendations regarding facilities adjustments.
	Work Program
	The Director will confer with the Dean of Work and Work Program General Managers to make specific recommendations regarding work adjustments.
	The student will have two options for implementation of any recommended adjustments: they may deliver the letter describing the recommended adjustments to (and conferring with) the individuals involved in determining the implementation of a recommende...
	If an approved adjustment is not provided or followed as outlined by the Provost, the VPAF, or the Work Program, the student shall report the matter to the Director within fifteen business days of receiving their adjustment letter, or within 3 busines...
	Participation in the Accommodations program is completely voluntary and no student may be forced to participate.
	Students have the right to decline any accommodation afforded to them; however, Blackburn College is not
	liable for any associated consequences should a student be afforded an accommodation and refuse to use it.
	Accommodations requests are not retroactive.
	If a student has followed the procedures identified in this policy and does not agree with the determination of the existence of a disability and/or the recommended adjustment, they may file a grievance by using the grievance procedures listed in this...
	1.7.5.2 Grievance Procedures
	1.7.5.2.1 Civil Rights and ADA Violation Grievance Policy
	 All complaints should be filed with the Dean of Students, in writing, within 15 business days of the alleged violation;
	 The written complaint should briefly describe the alleged violation;
	 An investigation shall be conducted by the Dean of Students. This process will provide an opportunity for the complainant to submit evidence relevant to a complaint;
	 A written determination as to the validity of the complaint and a description of the resolution shall be issued by the Dean of Students no later than fifteen (15) working days after its filing;
	 Appeals may be made to the President, whose decision will be final.
	1.7.5.2.2 Other Grievance Procedures
	A student who has a complaint which falls outside the jurisdiction of the disciplinary system, the harassment policy or academic matters should contact the Director of Residence Life or Dean of Students for guidance in making a written complaint.
	The Director of Residence Life or Dean of Students will offer mediation as an informal means or resolution.  If the student chooses a formal resolution of the matter, the Director of Residence Life or Dean of Students will contact the appropriate hear...
	Major, written complaints submitted by students to the College President, Vice President for Administration and Finance, Provost, and the Dean of Students must by regulation be recorded and shared with the College’s accrediting commission. The identit...
	1.7.6 Harassment Policy

	The College is committed to the principle that each member of the campus community should be free to engage in academic pursuits, learning, work, and play in an environment free from any form of harassment. The College has adopted this policy in keepi...
	1.7.6.1 Definition of Harassment
	Harassment is any act whether oral, written, or physical directed at an individual or group of individuals for the purpose of insulting, stigmatizing, or demeaning the individual or group of individuals on the basis of, but not limited to race, gender...
	1.7.6.2 Definition of Sexual Harassment

	Blackburn College reaffirms the principle that its students, faculty, and staff have a right to be free from gender discrimination in the form of sexual harassment by any member of the College community and by vendors and contractors. Protection from ...
	Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical contact of a sexual nature when (a) submission to such conduct is made either explicitly or implicitly a term of condition for an indiv...
	The College recognizes the right of members of the campus community to obtain redress from sexual harassment.
	1.7.6.3 Harassment - In General
	Because of the sensitive nature of sexual and any other type of harassment charges, and the need to protect the privacy of the parties, the confidentiality of the reporting party and the accused will be observed provided it does not interfere with Bla...
	1.7.6.4 Intent

	The fact that someone did not intend to sexually harass an individual is generally not considered a defense to a complaint of sexual harassment. In most cases, it is the effect and characteristics of the behavior that determine if the behavior constit...
	1.7.6.5 Retaliation

	Retaliation against anyone reporting or thought to have reported sexual harassment behaviors is prohibited. Such retaliation shall be considered a serious violation of the policy and shall be independent of whether a charge or informal complaint of se...
	Examples of retaliation include, but are not limited to:
	 unfair grading or evaluation;
	 unfair assignments;
	 having information withheld or made difficult to obtain in a timely manner, such as class information or grades;
	 ridicule (public or private);
	 oral or written threats or bribes;
	 refusal to meet with the person even though the person has a right to do so;
	 further harassment.
	1.7.6.6 False Charges

	Due to the serious nature of sexual harassment charges, a false charge of sexual harassment shall be considered a serious offense, subject to disciplinary action by the College.
	1.7.6.7 Sanctions

	The possible sanctions for anyone found guilty of harassing behavior have as their primary purpose to end the harassing behavior and prevent its recurrence. Such sanctions, depending on the severity of the offense, range from making an apology to the ...
	1.7.6.8 Time Frame for Filing a Complaint
	A complaint, either informal or formal, should be filed no later than 180 days after the alleged sexual harassment occurred.
	1.7.6.9 Grievance Procedures for All Types of Harassment Cases
	Individuals who believe that they have been harassed may obtain redress through the established informal and formal procedures of the College. The College will respond promptly and equitably to complaints of harassment.
	1.7.6.10 Complaints of Students Against Students

	When a student wishes to bring charges of harassment against another student or group of students, the student should report the incident to any resident director, resident assistant, staff or a faculty member.
	The following procedure shall be followed if a formal complaint is to be filed:
	 Following the initial contact with the charging party, the contact person will request a written statement from him or her, which will then serve as the formal complaint.
	 Upon receipt of the formal complaint, the contact person will notify the President of the College that a formal complaint has been filed.
	 The President will inform the respondent of their rights under the policy, and will ask the respondent to submit a written response to the President within 48 hours.
	 The President will inform both parties of their right to resolve the complaint either informally or formally.
	1.7.6.10.1 Informal Resolution Procedure
	The President will appoint, on a case-by-case basis, a College Hearing Officer, selected from the following: Provost, Dean of Work, Dean of Students, or Chair of the Faculty Professional Relations Committee. An informal resolution shall be a mutually ...
	1.7.6.10.2 Formal Resolution Procedure
	If either party refuses or fails to resolve the matter informally within ten (10) days after notification of the option of informal resolution, the President will convene the Harassment Board to hear the case. The Harassment Board will hear the allega...
	1.7.6.11 Complaints Against Faculty

	A faculty or staff member who has a complaint against, or dispute with, a member of the faculty will normally resolve the problem through informal channels. If this is not feasible or proves unproductive, the faculty or staff member may bring the matt...
	1.7.6.12 Complaints Against Faculty and Staff Members Jointly

	A faculty or staff member who has a complaint against or dispute with both a member of the faculty and staff will normally resolve the problem through informal channels. If this is not feasible or proves unproductive, the procedure outlined previously...
	1. The parties concerned should have a reasonably adequate time to prepare for the hearing. The Committee Chair should negotiate a mutually acceptable time for hearing the case. Every effort should be made to handle cases as quickly and expeditiously ...
	2. During the proceedings, the faculty member would be permitted to have an academic advisor (anyone teaching six hours or more) of their choice.
	3. The hearing will be audio recorded as long as consent is obtained by all parties present.
	4. The faculty member would be afforded an opportunity to obtain necessary witnesses and documentation or other evidence, and the administration of the institution will, insofar as it is possible for it to do so, secure the cooperation of such witness...
	5. In the conduct of the hearing, the primary purpose would be to determine all facts relevant to the issue at hand. Every effort would be made to obtain the most reliable evidence available. The Committee would not be bound to strict rules of legal e...
	6. Findings of fact and the decision must be based solely on the hearing record.
	6. The Committee will report its findings and recommendations to the principal parties in the case and to the President of the College. The President will decide. There will be no appeal from the President’s decision.
	1.7.6.13 Student Complaints Outside Jurisdiction of Harassment or Academic Matters

	A student who has a complaint which falls outside the jurisdiction of harassment or academic matters, but is a violation of a regulation in the Faculty and Staff handbooks, against a member of the faculty or faculty and staff together, may discuss the...
	1.7.6.14 Complaints of Students Against Faculty

	When a student wishes to bring charges of harassment against a member of the faculty, the student should report the incident to any Resident Director, Assistant Resident Director, or any faculty member. When a member of the faculty wishes to bring cha...
	1.7.6.14.1 Formal Resolution Procedure
	If either party refuses or fails to resolve the matter informally within ten (10) days after notification of the option of informal resolution, the President will convene a Hearing Board consisting of three representatives from the Professional Relati...
	1.7.6.15 Complaints of Faculty and Staff Against Faculty and Staff

	When a member of the faculty or staff wishes to bring charges of harassment against another member of the faculty or staff, the charging party should report the incident to the Provost, the College Chaplain, or the College Hearing Officer.
	1.7.6.15.1 Formal Complaint:
	1. Following the initial contact with the charging party, the contact person will request a written statement from him or her which will then serve as the formal complaint.
	2. Upon receipt of the formal complaint, the contact person will notify the President of the College that a formal complaint has been filed.
	3. The President will inform the respondent of their rights under the policy, and will ask the respondent to submit a written response to the President within 48 hours.
	4. The President will inform both parties of their right to resolve the complaint either informally or formally.
	1.7.6.15.2 Informal Complaint
	An informal resolution shall be a mutually agreeable solution, arrived at in consultation with the College Hearing Officer. The College Hearing Officer shall notify the President whether the complaint has been resolved informally. The College Hearing ...
	 If either party refuses or fails to resolve the matter informally within ten (10) days after notification of the option of informal resolution, the President will convene the Professional Relations Committee to hear the case. This Committee will hea...
	 Appeals of the Professional Relations Committee’s decision may be made to the President.
	1.7.6.16 Records

	All complaints and the outcome of all complaints (resolved formally or informally) will be treated as confidential and will not be noted on the student’s or employee’s personal records. However, a confidential record of harassment proceedings will be ...
	1.7.6.17 Titles VII and IX

	The Office of the President has institutional responsibility for monitoring compliance with Title VII and Title IX; any individual who contends that a sexual harassment complaint did not receive prompt and equitable response should contact the Preside...
	1.7.7 Consensual Relations Policy
	Approved September 2023
	1.7.8 Violence in the Workplace

	The safety and security of the College’s employees, students, vendors, contractors, and the general public are of vital importance. Therefore, acts of violence made by an employee against another person’s life, health, well-being, family or property w...
	The College prohibits the following:
	 Any act or threat of violence made by any employee against another;
	 Any act or threat of violence, including, but not limited to, intimidation, harassment, or coercion;
	 Any act or threat of violence which endangers the safety of employees, students, vendors, contractors, and the general public;
	 Any act or threat of violence made directly or indirectly by words, gestures, or symbols;
	 Use or possession of a weapon on the College’s premises;
	 Sexual violence.
	1.7.8.1 Staff and Faculty Sexual Violence Policy
	1. Acts of sexual violence include acts of rape and sexual assault. “Rape” is defined as any act or attempted act of nonconsensual sexual intercourse. “Sexual assault” is defined as any act or attempted act of nonconsensual sexual contact. “Nonconsens...
	2. If any member of the college community believes themselves to have been a victim of sexual violence perpetrated by a member of the faculty or the professional staff, the incident should be reported to a Resident Director, the Dean of Students, the ...
	3. Any such allegation should be reported to the President or their designee, who will then convene an ad hoc committee to informally investigate the matter. All reports will be investigated immediately and kept confidential except where the President...
	2. The ad hoc committee should include the Provost, at least three members of the Faculty Professional Relations Committee or Staff Employee Relations Committee depending on which group the defendant belongs to, and the Dean of Students, if the accuse...
	3. The purpose of the ad hoc committee is to determine whether there is a factual basis for the allegation sufficient to recommend to the President that a formal hearing before the Employee Relations Committee should be held.
	o The ad hoc committee has the authority to review all documents collected after the allegation of sexual violence and speak with any individuals involved in the allegation. When the committee meets with the individual making the accusation and the in...
	o If the ad hoc committee concludes, by a simple majority, that immediate harm to any member of the campus community is threatened pending an ultimate determination of the accused employee’s status, the President may immediately suspend the accused, w...
	o If the ad hoc committee concludes that there is reasonable cause to bring the matter before the Faculty Professional Relations Committee or Staff Employee Relations Committee, the President will convene the committee to consider a recommendation for...
	o A hearing before the Faculty Professional Relations Committee or Staff Employee Relations Committee will follow the procedures for that body as described in handbook section 1.6.2.10 for Faculty or handbook section 1.6.4.3 for Staff.
	o Legal ramifications may include being charged with a misdemeanor or a felony.
	It is a requirement that employees and students report to the administration, in accordance with this policy, any behavior that compromises the College’s ability to maintain a safe work environment. All reports will be investigated immediately and kep...
	1.7.9 Compliance with the Federal Omnibus Drug Initiative Act of 1988

	Unlawful manufacture, distribution, dispensing, possession, or use of controlled substances is specifically prohibited on the campus of Blackburn College, and as a condition of employment, all personnel are required to comply with this regulation.
	Individuals within the College community who are alleged to have violated such prohibition will be referred to civil authorities for appropriate action.
	Such individuals are also subject to disciplinary action by Blackburn College. Procedural due process as specified in this handbook and elsewhere is to be provided in each case.
	Persons concerned about their possible involvement with controlled substances are encouraged to consult confidentially with campus counseling personnel. The College will seek to assist individuals in need of special help.
	All campus personnel are urged to become thoroughly aware of the dangers of drug abuse in the workplace and to utilize appropriate campus programs in order to further their awareness.
	Under federal law, all personnel are required within five days to advise campus authorities of any knowledge they may have concerning criminal drug statute conviction for violations occurring in the workplace. In turn, Blackburn College is required wi...
	1.7.10 Drug-Free Schools and Campuses Act Statement

	Blackburn strictly prohibits the unlawful possession, use, or distribution of drugs and alcohol by students and employees on College property or as a part of College activities. Unlawful is defined in accordance with local, state, and federal laws. Ea...
	Although recreational and medical marijuana use has been legalized in the state of Illinois, it is still not permitted under Federal Law. In order for Blackburn and its students to remain eligible for Federal aid, we are obligated to comply with Feder...
	Individuals found to be in violation of this policy will be subject to judicial action. This action will include a hearing in front of the appropriate board, possibly resulting in referral for drug or alcohol treatment. Individuals found to be selling...
	One of the goals of this policy is to encourage employees to voluntarily seek help with alcohol and drug problems. Therefore, the College will also provide educational programs and referral services for the College community.
	The College will be consistent in enforcing its policies against drugs and alcohol on campus.
	1.7.11 Safety Policy

	A safe work environment and safe work habits are absolutely essential. Safety is the first priority and is everyone's responsibility. Due to the different types of work performed, specific safety guidelines are described in the individual department g...
	1.7.12 Sports-Like Conduct Policy
	Sports-like conduct is defined as:
	 playing fair
	 following the rules of the game
	 respecting the judgment of referees and officials
	 treating opponents with respect
	Some people define good sports-like conduct as the "golden rule" of sports–in other words, treating the people you play with and against as you'd like to be treated yourself. You demonstrate good sports-like conduct when you show respect for yourself,...
	But sports-like conduct isn't just reserved for the people on the field. Cheerleaders, fans, and parents also need to be aware of how they behave during competition. Sports-like conduct is a style and an attitude, and it can have a positive influence ...
	We encourage fans to enthusiastically support their team, recognize the outstanding performance of opponents, and always exhibit good sports-like conduct in their words and actions.
	Blackburn College wholeheartedly embraces the NCAA position that in order for good sports-like conduct to prevail, coaches, student-athletes, and fans must display respect, fairness, civility, honesty, and responsibility before, during, and after all ...
	Code of Conduct for Spectators
	 Spectators are an important part of the games and are encouraged to conform to accepted standards of good sports-like conduct.
	 Spectators should at all times respect officials, visiting coaches, players and cheerleaders as guests in the community and extend all courtesies to them.
	 Enthusiastic cheering for one's own team is encouraged.
	 Throwing of debris, confetti or other objects from the stands is prohibited.
	 Spectators should encourage each other to observe courteous behavior. Improper behavior should be reported to school authorities.
	 Spectators will respect and obey all school officials and supervisors at athletic contests.
	Profanity, racial, ethnic, or sexist comments or other intimidating action or comments directed at officials, student-athletes, coaches, or team representatives will not be tolerated and are grounds for removal from the site of competition.
	1.7.13 Drug Testing
	The College conducts drug and alcohol testing as part of its substance-abuse prevention efforts.
	Employees whose performance or behavior gives rise to a reasonable suspicion that the individual is under the influence of illegal drugs, cannabis, or alcohol in violation of handbook section 1.7.10 may be asked to undergo an immediate evaluation to d...
	Refusing to be tested, failing to sign the required forms, or refusing to cooperate in the testing process in a way that prevents timely completion of the test or evaluation will be regarded as a violation of this policy. Attempting to falsify the res...
	An employee will be subject to discipline, up to and including immediate termination, if they:
	● Test positive for the presence of illegal drugs, at any level;
	● Test positive for alcohol with a blood alcohol level of 0.02% or above; or
	● Are determined to have used or been impaired by alcohol or cannabis during working hours, while conducting any business for the College, in any College vehicle, or while traveling in connection with College business.
	The College is committed to maintaining confidentiality with respect to testing and evaluations under this policy. Access to such information is limited to personnel with a need to know. Please be advised, however, that results may be used in arbitrat...
	1.7.14 Blackburn College Policy on the Protection of Minors on Campus
	I. Statement of Policy and Purpose
	Blackburn College is committed to maintaining a safe and secure environment for minors on campus. Sexual abuse is unacceptable and will not be tolerated at Blackburn College. This policy outlines the responsibilities and expectations for all faculty, ...
	In addition to conduct prohibited under the College’s Title IX Sexual Harassment Policy and the Equal Employment Opportunity & Nondiscrimination Policy, this policy specifically prohibits sexual abuse of minors, which includes serial child molestation...
	 Child molestation means illegal or otherwise wrongful sexual conduct with a minor by a person who is covered by this policy.
	 Serial sexual misconduct is any illegal or otherwise wrongful sexual conduct:
	o with more than one victim
	o committed by or alleged to have been committed by any perpetrator who is covered by this policy.
	Sexual abuse with respect to a minor includes the intent to arouse or satisfy the sexual desires of either the minor or the perpetrator. This policy also prohibits sexual abuse defined by Illinois law as: Criminal Sexual Assault (720 ILCS 5/11-1.20(a)...
	This policy defines minor and child as an individual who has not yet reached the age of majority (18 years old). The terms minor and child are used interchangeably in this policy.
	II. Mandated Reporter Requirements
	Under Illinois law, all employees of Blackburn College are mandated reporters. Mandated reporters are required to call the Illinois Child Abuse Hotline when they have reasonable cause to believe that a child known to them in their professional or offi...
	If you are not sure whether or not to report a situation or incident to the Hotline, it should be reported. Blackburn College’s policy is to err on the side of overreporting.
	Reporters may contact the Illinois Child Abuse Hotline at 1-800-25-ABUSE (1-800-252-2873). The Hotline operates 24 hours per day, 365 days a year. Reporters should be prepared to provide phone numbers where they may be reached throughout the day in ca...
	For more information on making a report to the Hotline, see the reporting instructions in Section V.1 of this policy.
	III. Prohibition on Retaliation
	Blackburn College prohibits retaliation against any individual who in good faith reports an incident of sexual abuse or possible warning signs of sexual abuse.
	Blackburn College prohibits retaliation against a person who engages in activities protected under this policy. Reporting, or assisting in reporting, suspected violations of this policy and cooperating in investigations or proceedings arising out of a...
	IV. Scope of Policy
	All members of Blackburn College’s community regardless of role, tenure, or compensation, including, but not limited to students, student-employees, faculty, staff, medical personnel, volunteers, and independent contractors are subject to this policy....
	This policy does not address sexual harassment or sexual misconduct that is not considered sexual abuse under this policy. That conduct is addressed in the Title IX Sexual Harassment Policy and/or the Equal Employment Opportunity & Nondiscrimination P...
	Please do not let confusion over which policy may apply stop you from reporting. Any report of suspected sexual abuse can be made to the Title IX Coordinator (or designee) who can assist in assessing the application of Blackburn College’s policies.
	V. Reporting Procedures
	1. Emergency Situations
	If a minor is in imminent danger, employees should contact 911 for immediate assistance.
	1. Report to Illinois Department of Children & Family Services
	If an employee has reasonable cause to believe that a child known to them in their professional or  official capacity may be an abused or neglected child, then the employee must make a report immediately to the Illinois Child Abuse Hotline operated by...
	Illinois Child Abuse Hotline can be reached at 1-800-25-ABUSE (1-800-252-2873). The Hotline operates 24 hours per day, 365 days a year. Reporters should be prepared to provide phone numbers where they may be reached throughout the day in case the Hotl...
	The employee should be prepared to give the Hotline as much information as possible, including:
	o Names, birth dates (or approximate ages), races, genders, etc. for all adult and child subjects.
	o Addresses for all victims and perpetrators, including current location.
	o Information about the siblings or other family members, if available.
	o Specific information about the abusive incident or the circumstances contributing to risk of harm—for example, when the incident occurred, the extent of the injuries, how the child says it happened, and any other pertinent information.
	If this information is not readily available, the reporter should not delay a call to the hotline. The reporter should call the Hotline and provide as much information as the reporter can.
	When an employee speaks to the Hotline, the employee should document the date and time of the call, the name of the Hotline worker with whom the employee spoke, and the response from the Hotline (whether a report was taken or not, and any explanation ...
	After the report is made to the Hotline, mandatory reporters must confirm their telephone report in writing within 48 hours using the form provided by DCFS. The required form is available at: https://www2.illinois.gov/dcfs/aboutus/notices/documents/ca...
	2. Report to Title IX
	In addition to reporting to DCFS, all employees must report if they have reasonable cause to believe that a child known to them in their professional or official capacity may be an abused or neglected child to Title IX Coordinator, Deputy Coordinator,...
	Reporting only to the Title IX Coordinator, Deputy Coordinator, or HR Designee does not satisfy an employee’s mandated reporter requirement. Employees must also report to the Illinois Child Abuse Hotline.
	The Title IX Coordinator, Deputy Coordinator, or HR Designee will confirm that the employee has reported to Illinois Child Abuse Hotline. If the employee has not yet contacted the Hotline, the Title IX Coordinator, Deputy Coordinator, or HR Designee w...
	Title IX Coordinator, Deputy Coordinators, and HR Designees may be contacted at:
	 Title IX Coordinator
	217-854-5519
	DCC 125
	titleix@blackburn.edu
	 Deputy Title IX Coordinator (Student Life)
	Director of Inclusive Housing
	217-854-5618
	DCC 133
	 Deputy Title IX Coordinator (Work Program)
	217-854-5536
	DCC 115
	 Deputy Title IX Coordinator (Athletics)
	217-854-5698
	Woodward Athletic Center
	 HR Director
	217-854-5514
	Ludlum 110
	hr@blackburn.edu
	The Title IX Coordinator will be responsible for reviewing all reports to the Illinois Child Abuse Hotline, and any other internal report regarding sexual abuse, and shall maintain documentation of all reports.
	3. Failure to Report
	Under Illinois law, a mandated reporter’s failure to report suspected child abuse or neglect is a Class A misdemeanor for a first violation and a Class 4 felony for a second or subsequent violation. Further, a failure of an employee or volunteer to re...
	VI. Investigation Procedures
	All reported alleged incidents of sexual abuse will be reviewed by the Title IX Coordinator or designee. When necessary and appropriate, the Title IX Coordinator will appoint an appropriately trained investigator(s) to conduct a thorough, impartial in...
	Where reports of sexual abuse fall under the scope of the College’s Title IX Sexual Harassment Policy or the Equal Employment Opportunity & Nondiscrimination Policy, any investigation will be conducted pursuant to those policies.
	VII. Prevention Efforts
	1. Background checks/screening
	Blackburn College performs pre-employment background checks on all new employees, including temporary employees, as a condition of employment. The College also performs background checks for all volunteers. Current employees have an on-going obligatio...
	This policy defines background checks as including, but not limited to, the following:
	o A search for sex-related offenses in an individual’s counties of residence for the past seven years;
	o A search of the Department of Justice National Sex Offender records of sex offenders; and
	o A database search for criminal activity in the individual’s states of residence for the past seven years
	2. Acknowledgement of Mandated Reporter Status
	Under Illinois law, all individuals who become mandated reporters by virtue of their employment shall sign statements acknowledging that they are mandated to report suspected child abuse and neglect pursuant to Illinois law. All employees of Blackburn...
	3. Training requirements
	All employees must complete mandated reporter training within three months of their hire and at least every three years thereafter.  All employees will also have training on the requirements of this policy. Additional training may be required of emplo...
	For more information on the requirements for mandatory reporters, employees should review the Illinois DCFS Manual for Mandatory Reporters, available online at: https://www2.illinois.gov/dcfs/safekids/reporting/documents/cfs_1050-21_mandated_reporter_...
	1.7.15 Family Education Rights and Privacy Act [FERPA]
	1.7.15.1 Family Educational Rights and Privacy Act of 1974
	FERPA deals specifically with the educational records of students who reach the age of 18 or who attend a postsecondary institution, granting them certain rights with respect to these records.  The student has a right to:
	 Inspect and review their educational records;
	 Seek to amend their educational records if appropriate;
	 Have some control over the disclosure of information from those records.
	1.7.15.2 Applicable Educational Institutions
	FERPA applies to all educational agencies and institutions that receive funds under any program administered by the Secretary of Education.
	1.7.15.3 Student
	A student is any person who attends or has attended Blackburn College.
	1.7.15.4 Educational Records
	Records containing a student’s name, social security number, student number, or other personally identifiable information are covered by FERPA unless identified in the Act’s excluded categories. An educational record is any record in whatever form (ha...
	 Personal records kept by a College employee if the records is not revealed to others and is kept in the sole possession of the employee;
	 Student employment records that relate exclusively to the student in the capacity of a College staff employee (does not apply to Work Program records);
	 Records maintained separately from educational records solely for law enforcement agencies of the same jurisdiction;
	 Counseling records maintained by the College Chaplain, the Director of Counseling Services, or a College Counselor.
	 Medical records maintained by the College solely for treatment and made available only to those persons providing treatment;
	 Alumni Office records.
	1.7.15.5 Disclosure of Student Educational Record Information
	The College will disclose non-directory information contained in a student’s educational record only with written consent of the student, with the following exceptions:
	 To school officials, including instructors, who have a legitimate educational interest in the records;
	 To officials of another school in which the student seeks or intends to enroll;
	 To federal, state, and local agencies as provided under law;
	 To the parents of an eligible student if the student is claimed as a dependent for income tax purposes;
	 To accrediting organizations;
	 To comply with a judicial order or lawfully issued subpoena;
	 In case of emergencies affecting the health or safety of the student or other persons.
	1.7.15.6 Directory Information
	Disclosure of directory information may not be made without the student’s consent. Directory information includes the student’s name, school and full-time home address, campus extension and full-time home telephone number, campus housing assignment an...
	A housing roster is distributed to College offices and is for internal use only.
	1.7.15.7 Release of Directory Information
	A student who wishes to have directory information withheld must complete a Registration Information Card each semester. The student will have the option of withholding or releasing directory information and Dean’s List information. Students who do no...
	1.7.15.8 Disclosure
	Upon request, faculty and staff may disclose only Directory Information providing they have evidence that the student has not restricted the release of information. Faculty and staff must check the CAMS system prior to releasing any directory informat...
	1.7.15.9 Release of Non-Directory Information
	Other information may be released with the student’s written consent. Such written consent must specify the records to be released, state the purpose of the disclosure, identify the party or class of parties to whom disclosure may be made, and be sign...
	1.7.15.10 Penalties for Non-Compliance
	Non-compliance may terminate the institution’s eligibility to receive Federal funding
	1.7.15.11 FERPA Information Availability
	The text of the Blackburn College FERPA Policy may be found in the Student Handbook, the Registrar’s Office, and the Dean of Students' Office.
	1.7.16 Blackburn College Hiring Policy
	1.7.16.1 The Vacancy and the Position Analysis
	1.7.16.2 Job Description and Advertisement
	Once the need for a position is determined via the position analysis, each position requires a job description authorized by the President. The specification of responsibilities and qualifications of a job description is one of the substantial outcome...
	1.7.16.3 The Search Committee
	Part-time Staff Searches: The search committee will be composed of the direct supervisor and department director for the area in which the vacancy exists.
	1.7.16.4 The Search
	The following decisions need to be made at the outset of a search:
	1. Is an external search required?  The answer to this question depends on:  availability of candidates, timing, position level, affirmative action and other regulations, and executive preference. All vacancies should be advertised on campus.
	2. If an external search is pursued, decisions need to be made during the task analysis about advertising the position (what the advertising copy says and where it will appear). In the case of faculty hires, efforts should be made to announce the sear...
	1.7.16.5 The Application
	All candidates must submit an updated resume, names of three to five references (with physical and e-mail addresses and phone numbers), and a cover letter.  The search committee can decide whether or not to require letters of reference on the basis of...
	Faculty Searches
	The search committee should request letter from the candidate describing teaching philosophy, and a work sample (e.g., course syllabus).
	1.7.16.6 Screening Applications
	The committee may find it useful to have the major qualifications/expectations of the job on a check list and to ask each member to individually rate each candidate on the checklist before the committee meeting. The committee may establish a set of cr...
	1.7.16.7 Interview Arrangements
	1.7.16.8 Interviews
	The committee should agree in advance on what questions are to be asked. Only job-related questions can be asked. Questions and/or discussions about family members, religion, national origin or ethnic background, age, or marital status cannot be initi...
	Faculty Searches
	In the case of faculty members a “teaching presentation (varying by discipline, e.g., a choral-directing session for faculty in music) will be required.  All faculty as well as students majoring in the department are to be advised of the time and pla...
	Staff Searches
	Candidates applying for certain leadership positions may be required to do a presentation on a specific topic related to their professional field.
	1.7.16.9 The Appointment
	The search committee makes its final recommendation to the appointing officer. In the case of faculty, the recommendation may be with or without a specific ranking of up to three candidates. The appointing officer (the Provost) may have a different ra...
	1.7.16.10 Offer Letter
	Faculty Appointments
	The offer letter will include: title, salary, fringe benefits, exact start date and length of term, work hours, reporting and supervisory responsibilities, criteria for performance evaluation (granting of tenure), other expectations or conditions, suc...
	Staff Appointments
	1.7.16.11 Follow up
	After the appointment has been accepted and confirmed, unsuccessful interviewed candidates should be notified by the appointing officer, and should be informed by letter sent by the human resources designee thanking the candidate for their interest on...
	1.7.16.12 Interim Hiring Policy "Interim" is a temporary assignment of position and duties to fill a vacant position at the college. Whenever possible, interim positions should be filled with current employees. If not possible, the Board of Trustees o...
	Revision 1-10-2024
	1.8  Benefits
	1.8.1 Relocation Expenses

	Blackburn College will reimburse one-half of approved household moving expenses (up to a total reimbursement of $1,000.00 for physical residence moves 500 miles and under and up to a total reimbursement of $1,500 for physical residence moves 501 miles...
	1.8.2 School Visitation Rights Act

	Under the School Visitation Rights Act, 820 ILCS 147/1-49, of July 1993, employees have the right to take up to eight hours of unpaid leave in each school year to attend school conferences or classroom activities involving their children. If employees...
	There are several conditions:
	 Employees are not entitled to more than four (4) hours of school visitation leave on any single day;
	 Employees are entitled to the leave only if the conference or classroom activity cannot be scheduled during non-working hours;
	 Before school visitation leave is available, employees must first have exhausted all accrued vacation leave (when eligible for paid vacation days);
	 Employees must give at least seven days’ advance notice to their supervisor, although 24 hours will suffice in case of an emergency;
	 Employees are required to consult with their supervisors about scheduling the leave to avoid disrupting normal operations;
	 School visitation leaves are unpaid, but when possible, you may be given the opportunity to make up the leave time on a different day as long as the make-up time is made during the same pay week;
	 Employees may be asked to submit verification of the school visit. The school administrator can provide verification for this purpose. When required, such verification must be submitted within two days after the visit. Failure to provide required ve...
	Employees' request for School Visitation Leave must be submitted in a handwritten or e-mailed request to their supervisor.
	1.8.3 Jury Duty

	When a full-time employee is called for jury or witness service, the person shall be granted a paid leave less any pay received from the court for the performance of these duties. The time absent from work will not be deducted from time allowed for va...
	1.8.4 Military Leave

	Employees should notify their supervisor immediately after notification of orders for active duty. A copy of the military notice or orders should be submitted to your department head. Upon return from such leave, the employee should be offered back th...
	Employees who belong to the National Guard or reserves will be allowed to take time off from their employment duties to attend training seminars scheduled by the National Guard or Reserves. When the employee has any choice as to the time of service, t...
	Military Leave is unpaid unless the employee chooses to use any unused vacation time.
	1.8.5 Family and Medical Leave

	In compliance with the federal Family and Medical Leave Act (FMLA) of 1993, the College will grant a leave of absence to any eligible employee:
	1. For the birth of a child or placement of a child for adoption or foster care;
	2. To care for an immediate family member with a serious health condition (“Immediate family member” in this policy only includes the employee's spouse, child, or parent. The term “parent” does not include a parent "in-law." The term “child” refers to...
	3. To take medical leave when the employee is unable to work because of a serious health condition. A serious health condition is an illness, injury, impairment, or physical or mental condition that involves:
	o Any period of incapacity or treatment connected with inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility; or
	o A period of incapacity requiring absence of more than three calendar days from work, school, or other regular daily activities that also involves continuing treatment by (or under the supervision of) a health care provider; or
	o Any period of incapacity due to pregnancy, or for prenatal care, or
	o Any period of incapacity (or treatment thereof) due to a chronic serious health condition (e.g., asthma, diabetes, epilepsy, etc.); or
	o A period of incapacity that is full-time or long-term due to a condition for which treatment may not be effective (e.g., Alzheimer's, stroke, terminal diseases, etc.); or
	o Any absence to receive multiple treatments (including any period of recovery therefrom) by, or on referral by, a health care provider for a condition that likely would result in incapacity of more than three consecutive days if left untreated (e.g.,...
	o Depending on the condition, leave may be granted on a continuous, intermittent, or reduced schedule basis according to a doctor's leave specifications on the required medical certification.
	To be eligible for family or medical leave, an employee must be employed at the College for at least 12 months and have worked at least 1,250 hours during the preceding 12 months. The maximum time allowed for family or medical leave is a total of 12 w...
	Whenever possible, employees must notify the Office of the President at least 30 days prior to the leave so Blackburn can arrange for the necessary approval and find someone to perform the employee’s work during the employee’s absence. The employee is...
	While an employee is on FMLA leave, the employee must contact the Office of the President to report the status of their situation and intent to return to work. Certification of fitness for duty may be required prior to the employee’s return to work. F...
	Employees must use any earned vacation and/or paid leave in conjunction with any family and medical leave. Family and medical leave begins on the first day missed, regardless of whether any of the time missed is covered by a form of paid leave. A fami...
	Any absence for FMLA purpose, whether paid or not (including absences paid by worker's compensation), will automatically count against the employee’s 12-week FMLA allowance, if the employee is otherwise eligible and has not exhausted his/her allowance...
	If applicable, the College will continue to provide health insurance benefits for employees on family and medical leave on the same terms as such benefits are provided to other employees.
	Under normal circumstances, employees returning from family or medical leave will return to their former position or an equivalent position.
	This is only a summary of the policy. For more information, employees should contact the Director of Human Resources.
	1.8.6 Victim Leave Policy

	In order to comply with the Victim's Economic Security and Safety Act, Illinois Public Act 93-591, the College will allow up to 12 weeks of unpaid leave to employees who are victims of domestic or sexual violence or family members who are victims of s...
	Valid reasons for requesting such leave include:
	 To seek medical attention for, or recovery from, physical or psychological injuries caused by domestic or sexual violence;
	 To obtain services from a victim services organization;
	 To obtain psychological or other counseling;
	 To participate in safety planning, to temporarily or permanently relocate, or to take other actions to ensure the safety of the employee from future domestic or sexual violence or to ensure economic security;
	 To seek legal assistance or remedies to ensure the health and safety of the employee, including preparing for or participating in any civil or criminal legal proceeding related to or derived from domestic or sexual violence.
	Employees may also take such leave to help a family or household member who is a victim of domestic or sexual violence. Employees are entitled up to 12 weeks of such leave during a rolling 12-month period and are entitled to take leave with at least 4...
	Employees who take such leave are entitled to be restored to the same or an equivalent position with equivalent benefits, pay and other terms and conditions of employment after the completion of the leave as long as the leave does not extend beyond th...
	If an employee fails to return from leave, the College will require the employee to pay the premium the College paid for health insurance during their leave, provided the reason the employee has not returned does not include the continuation, recurren...
	1.8.7 Retirement Plans
	1.8.7.1 Blackburn Retirement Plan


	Employee contributions are made through payroll deduction, and may be deducted before application of federal or state income tax, at the employee’s election. The plan is funded through Teachers’ Insurance Annuity Association and Colleges Equities Reti...
	Eligibility
	All full-time employees of the College who have completed one year of full-time service to the College may participate in the Blackburn Retirement Plan. New employees who have come to Blackburn from employment at another College may receive credit for...
	Contributions
	The employee contributes an amount equal to 2.5% of their gross salary, while the College contributes 5% for a total contribution equal to 7.5% of the employee’s gross salary.
	1.8.7.2 Supplemental Retirement Annuity (SRA)

	Employee contributions to SRA are made through payroll deduction on a pre-tax basis only; the College makes no contribution. The plan is funded through TIAA-CREF. All employees may participate in the SRA without regard to full/part-time status, length...
	1.8.8 Insurance and Income Continuation Insurance Coverage
	1.8.8.1 Workers’ Compensation Insurance


	Workers’ compensation is a mandated benefit paid entirely by the College. It provides for payment of medical expenses and partial lost wages resulting from injuries or illnesses suffered as a direct result of an on-the-job employment-related incident....
	On-the-job injuries should be reported to the employee's supervisor, even if the injury does not require medical treatment. An approved incident report should be filed with the person designated as the coordinator for Workers’ Compensation claims (cur...
	Personnel who are unable to resume their regular duties due to employment-related injuries may be assigned alternative duties (as possible, with the permission of the attending physician) until able to resume regular duties.
	In compliance with Illinois House Bill Number 3528, addresses and phone numbers are provided in Appendix 1C.
	1.8.8.2 Group Health Insurance Plan (GHIP)
	The College provides a voluntary GHIP through a commercial insurance carrier as a non-mandated voluntary benefit available to eligible employees. Only full-time employees are eligible to participate in Blackburn College’s GHIP(s).
	Three GHIPs are offered; eligible employees may choose any of the plan options. The plans are a PPO low deductible plan, an EPO mid deductible plan, and a HSA high deductible with a Health Savings Account option.
	Effective January 1, 2006, Domestic partners may be covered under an eligible employee's GHIP if certain criteria are met. [Questions about this benefit may be addressed to Matt Dowland at Dowland Financial, 854-9213.]
	To select GHIP coverage, eligible employees must complete enrollment forms both with the HR Office and through the Board of Pensions Online Portal during the first 30 days of employment. If GHIP coverage is not selected within the first 30 days of emp...
	Under federal law, pre-existing medical conditions may not be covered by the GHIP for up to one year unless the employee can provide proof of coverage under another health insurance plan immediately prior to commencement of coverage under Blackburn’s ...
	When both spouses of a legally married couple are employed by the College, and both are otherwise eligible to participate in the GHIP, each may enroll as a “single” participant. However, if “family” (or “employee and spouse”) coverage is chosen, only ...
	Effective January 1, 2019, Blackburn College Employee Health Plans will no longer permit working spouses with available ACA compliant employer sponsored coverage to be covered on the Blackburn College Employee Health Benefit Plans. Employee Spouses wh...
	Visit the HR Office for a summary of benefit levels, premium rates, broker, forms, and other information about the current GHIP.
	1.8.8.3 Other Health-Related Insurance

	Cancer, dental, vision, and long-term and short-term care insurance are offered on a voluntary basis through payroll deduction. The College makes no contribution.
	1.8.8.4 Supplemental Health Insurance Premium for Retirees
	The College will pay a 50% contribution for a basic individual supplemental health insurance premium for retirees who have served the College for at least 15 years. The participating retirees will pay the remaining 50% of the premium.
	See the College Business Office Manager for more information.
	1.8.8.5 Health Care Continuation
	Medical Plan coverage is available to certain persons who are no longer otherwise eligible to participate in the organization's group health plan due to termination of employment, dissolution of marriage, dependent age limit, etc.
	Visit the HR Office for more information.
	Medical Plan participants should notify the Business Office of any changes in personal or family situations that may affect an employee’s or dependent's eligibility for coverage.
	Employees whose Medical Plan coverage is ending may enroll in medical continuation coverage for themselves (and their eligible family members). This coverage is available for a limited time and the College does not pay anything toward the cost of this...
	Surviving and former covered spouses, children losing their eligibility status, and employees who retire before they are Medicare-eligible also may be eligible to enroll in medical continuation coverage.
	To enroll in or waive medical continuation coverage, return the completed Medical Continuation Enrollment or Waiver form to the Board of Pensions within 60 days of the event that caused coverage to end. If enrolling for coverage, include the initial m...
	Medical continuation coverage for terminated employees typically lasts up to 18 months. Former spouses, and children who lose their eligibility at age 26 (or later, if disabled), may elect medical continuation coverage for up to 36 months.
	This medical continuation coverage from the Board of Pensions is based on special rules that apply to plans sponsored by churches and church-related entities and is not subject to federal rules governing COBRA coverage.
	1.8.8.6 Section 125

	This program allows the participant to elect to pay group health, life, and disability insurance premiums, and/or set aside funds for unreimbursed medical and child care expenses before application of federal or state income tax, at the employee’s ele...
	See the College Business Office Manager for more information.
	Participant eligibility requirements are the same as for the group health coverage.
	All funds set aside must be through payroll deduction. Funds set aside must be used during the calendar year and claimed by March 1 of the following year or they will be forfeited.
	Participants can enroll only during the enrollment period in December of each year, or for new employees, during the first month of employment.
	By IRS regulations, this is an irrevocable annual election, unless there is a change in family status.
	1.8.8.7 Life Insurance

	The College offers a $15,000 voluntary term life insurance plan to full-time employees. The premium is paid one-half by the College and one-half by the employee through payroll deduction. Additional employee life insurance coverage and spouse and/or c...
	Visit the HR Office for more information.
	1.8.8.8 Disability Insurance
	Voluntary short-term and long-term disability insurance plans are available. All full-time employees with one year of service to the College are eligible to participate. New employees who have come directly to Blackburn from employment at another Coll...
	After a period of 6 months of disability, a monthly income benefit provides for a portion of the employee’s salary to be paid through the remaining disability period. If the disabled employee also participates in the Blackburn Retirement Plan, contrib...
	For further information regarding Disability Benefits, see the Human Resources Office.
	1.8.9 Social Security

	All Blackburn College personnel are covered by the Federal Social Security Act. This means that deductions are made from each paycheck and these are matched by an equal contribution from the College. The total is credited to the employee's social secu...
	1.8.10 Unemployment Compensation

	Unemployment compensation is a mandated benefit, paid entirely by the College. It provides persons who have been terminated under certain conditions with a weekly benefit through the State of Illinois for a limited period of time.
	As a not-for-profit organization, Blackburn College has chosen to make no regular unemployment tax payments to federal or state unemployment funds. Instead, the College makes payments only when unemployed former Blackburn employees receive benefits th...
	Illinois Department of Employment Security
	116 South Plum, Carlinville, IL 62626
	(217)854-6115
	1.8.11 Waiver of Tuition for Employees, Their Spouses and Dependent Children
	1.8.11.1 Full-Time Employees


	Blackburn College will waive the cost of tuition for full-time employees, their spouses, and dependent children who attend classes at the College with the following restrictions:
	 A dependent child is defined as a child who is a dependent of the employee by Internal Revenue Service rules at the time of attendance;
	 If tuition is waived while the employee is on leave of absence and the employee does not return to full-time service to the College, the waived tuition becomes a charge to the employee due and payable to the College;
	 The student must apply for any state and/or federal grants through the Financial Aid Office in a timely manner. Failure to apply in accordance with standing financial aid policies for filing will result in full tuition being charged to the student;
	 The tuition waiver pays tuition charges that are not covered by a combination of Pell grants, MAP grants, and other outside grants and scholarships (state, federal, etc.); Work Program tuition credits; and Blackburn Merit Scholarships/BC Scholarship...
	 Other costs of attendance not paid for under the previous bullet (books, student activity fees, room and board charges, etc.) will be the responsibility of the student. Loans may be available for those charges.
	1.8.11.2 Part-Time Employees

	Part-time employees may also receive tuition waivers for themselves, their spouses, and/or their dependent children. Waivers will be proportional to the employee's service, i.e., a one-half time employee could receive 6 credit hours (1/2 time) of waiv...
	1.8.11.3 Death of Full-Time Employee

	In the event of the death of a full-time Blackburn employee who has ten (10) years or more of continuous full-time service with the College, the College will waive the cost of Blackburn College tuition for the deceased employee’s dependent children an...
	 A child(ren) must be a dependent at the time of the death of the eligible employee. Tuition may be waived for that child(ren) for a period not to exceed five (5) years, or until the child(ren) reaches the age of 23, or until the child(ren) has earne...
	 Tuition will be waived for a legal spouse for a period of five (5) consecutive years commencing with the first term following the date of the employee’s death or until the spouse has earned a College degree, whichever occurs first. Restrictions list...
	1.8.11.4 Dependent Children

	Dependent children of full-time employees may also be eligible to participate in either of two tuition exchange programs: Presbyterian Colleges program or the Council of Independent Colleges (CIC) program.  Dependent children are defined in the full-t...
	1.8.12 Paid Leave for All Workers Act
	In March 2023, the Illinois Governor signed the Paid Leave for All Workers Act into law to mandate that all employees receive a certain minimum amount of paid time off to be used for any reason. This new Act will take effect as of January 1st, 2024. B...
	1.8.12.5 Other Key Provisions
	Employees may take leave under this policy for any reason of their choosing. Employees are not required to provide a reason or supporting documentation for this leave. If use of leave is foreseeable, the employee must provide 7 calendar days’ notice b...
	Requests for sick leave, vacation, or any other leave beyond the leave provided under the Paid Leave For All Workers Act will remain subject to the College’s existing policies and procedures.
	Contact Marshall Petty, Director of Human Resources if you have any questions regarding this policy.
	1.9  Other Employment Policies
	1.9.1 Access to Employee Personnel Files


	Upon reasonable written notice, all faculty and staff shall have access to their personnel files retained in the Office of the President within 7 business days. This request can be made up to twice per academic year. This right to access excludes lett...
	1.9.2 Resignation

	A faculty member who does not plan to continue their services at the College for the succeeding year is asked to notify their department chair and the Provost of the College as soon as possible. Generally, the expectation is the prior academic year fo...
	A staff member who does not plan to continue their services at the College is asked to notify their supervisor, the Director of Human Resources, and the Provost or President of the College (as appropriate) as soon as possible. Generally, the expectati...
	1.9.3 Volunteer Policy
	The purpose of this policy is to provide clarity of the role of those who are appointed to act as volunteer workers for Blackburn College. Volunteer applicants must complete and submit to the President’s Office the Volunteer Application Form and Backg...
	Volunteers:
	 Will work for a specific term;
	 Receive no salary or benefits;
	 Will be provided with a shared space to do the assigned work and access to a telephone and a computer (if the position requires these amenities);
	 Receive a faculty/staff parking permit for their personal vehicle;
	 Will be covered by the College's liability and workers' compensation insurance as long as they are acting within the scope of their duties as a volunteer when the occurrence takes place;
	 Are recognized as an agent of the College and for that reason must abide by all College policies, regulations, and practices, including such things as being approved as a driver, if they are going to operate any College motor vehicle while conductin...
	 Will be provided copies of all relevant College handbooks;
	 Must not make arrangements with other entities on behalf of the College or engage in development work without discussing (and receiving approval for) such proposed arrangement(s) with the Director or Chair of the department under which the volunteer...
	Each volunteer's charge letter must contain the following:
	 The name of the person or persons to whom the volunteer will directly report;
	 A detailed and comprehensive list of tasks and requirements the volunteer will assume.
	1.9.4 Professional Internship Policy
	At Blackburn College, professional internships are working situations in which an individual who has already completed at least a baccalaureate degree at an accredited institution commits to full or part-time work for a period of time of no more than ...
	All policies governing the conduct of employees and agents of the college pertain to interns.
	A formal plan must be prepared for professional learning and development, including plans for mentoring, specific learning goals and evaluation of the same, and long-term career direction and placement assistance. The plan must be signed off on by the...
	Professional interns who agree to a full-time internship experience will be offered a total compensation arrangement consistent with prevailing norms at peer institutions, and will not be eligible for benefits available to full time employees.
	Time commitments for tasks to be completed by professional interns will not exceed 40 hours per week for full time interns.
	Internships will be reviewed at the end of each semester. At the end of the first semester, a long-term recommendation may be made for renewal of the internship up to a maximum of four consecutive academic semesters.
	Offices wishing to set up such internships must prepare a written statement of the purpose, benefits, costs and how they will be managed within existing budget resources, and the expected duration of the internship.  This statement must be submitted t...
	1.10 Campus Facilities, Services, and Routines
	1.10.1 Use of College Facilities and Buildings

	Scheduling College rooms and facilities for special meetings or activities needs to be arranged through Auxiliary Services (see handbook section 1.11.4.3)
	Notice of all activities including athletic and cultural events, conferences, guest lectureships, exhibitions, music programs, meetings, etc., should be registered on the College’s master activities calendar by contacting Auxiliary Services and by fil...
	Auxiliary Services Office can be found in Demuzio Campus Center in the Bookstore/Mailroom, phone ext. 5577.
	1.10.2 Lumpkin Library and Student Success Center

	During campus holidays and the summer months, Lumpkin will be open for faculty and staff use on a limited schedule as posted at the Library.
	Faculty and staff members are requested to sign out library books and periodicals for their use. While customary time restrictions do not apply except in special circumstances, faculty members should expect to receive and honor requests for return of ...
	The Student Success Center provides a variety of resources to support students and help them be successful, including:
	 Mental health counseling
	 Disability Services (see handbook section 1.7.5)
	 Holistic success coaching
	 Subject tutoring (provided through a partnership with Academics)
	 The Writer’s Block
	 Library assistance and research support
	 Workshops and other programing related to student success and retention
	Faculty and staff are encouraged to refer students to the Student Success Center for any of the above resources except Disability Services (students must self-disclose in order to seek accommodations and support from Disability Services). Questions ab...
	1.10.3 Student Absence from Class and Work

	The College may grant excused absences for certain co-curricular and extra-curricular activities. Field trips involving students who would be absent from other classes are to be arranged through the Provost. Students are not to use their personal cars...
	The Provost is to be notified of field trips or any events requiring students to miss class or work assignments during the first 10 days of class each semester. Dates, location, and names of participants are to be included in the notification. This co...
	1.10.3.1 Rationale
	The faculty and administration of the College have recognized the value of permitting individuals and groups of students to participate in activities, which enrich their education and their overall College experience.  Historically, the College policy...
	It is inevitable that there will be conflicts between class schedules, Work Program schedules, and schedules for co-curricular and extra-curricular events. The College’s primary purpose is to deliver the curriculum.  In recognition of the primacy of t...
	1.10.3.2 Athletic Competitions
	In the case of athletics, the Athletics Committee has had as its long term charge the responsibility of approving all sports practices and competitions. Therefore, all proposed sports schedules must conform to committee guidelines which set forth the ...
	1.10.3.3 Course-Related Trips and Performances
	Faculty who require students to participate in field trips and performances that will cause conflicts with the class schedule, must first receive approval of their academic division. The Provost will evaluate and approve recommendations received from ...
	1.10.3.4 Official College Representation at Non-Course Related Non-Athletic Events
	When students are selected to represent Blackburn College in an official capacity, (i.e., Work Program conferences, meeting with government officials, alumni functions, etc.) that takes these students out of class, the sponsor of that event must reque...
	1.10.3.5 Student and Faculty Response to Officially Excused Absence Statements issued by the Provost
	In all of the above instances, students are obliged to inform their instructors and work supervisors of upcoming absences. Within the first ten calendar days of the semester, it is the student’s responsibility to notify the instructor of all classes t...
	1.10.4 Work Requisitions

	Requests for repair to physical facilities should be submitted to the Physical Plant Office using the School Dude system and not via email or phone. Direct communication to Physical Plant Supervisors regarding work orders will not be accepted. Emergen...
	1.10.5 Public Relations

	Faculty and staff should approach the news media through the Public Relations Office rather than making direct contact with news personnel to enable that office to maximize press coverage for any given news item.
	Drafts of all releases and features are to be sent to the Public Relations Office for editing and distribution. Absolutely no material will be released to any media except by the Public Relations Office. The Public Relations Office will not process an...
	Faculty and staff are encouraged to keep the Public Relations Office informed of topics on which they could present talks to organizations and service clubs, etc.
	1.10.6 Advisors of Student Organizations

	All student organizations and clubs, including class organizations, require a faculty advisor or sponsor. Names of faculty advisors or sponsors are to be submitted to the Student Life Office annually. The Student Life Office is to issue an official li...
	1.10.7 Smoking

	The Blackburn campus has been designated a smoke-free campus with the exception of individual residence hall rooms and faculty/staff offices with the doors closed except when an entire building has been designated tobacco-free. Smoking is not allowed ...
	1.10.8 Persona Non Grata Policy
	Persona non grata (“PNG”) status shall be given to an individual internal or external to the Blackburn College campus who has exhibited behavior that has been deemed harmful to the Blackburn College community and is no longer welcomed on campus or spe...
	The Director of Campus Safety has full authority to execute PNG notices to any person (student or non-student) who poses a safety risk and/or threat to the community. The President, Provost, and Dean of Students also have full authority to execute PNG...
	Notification of PNG Status
	1. Notification shall occur at the first opportunity by the best means possible and shall include full explanation and meaning of the status. The effective date, purpose of the restriction, code violation, and individual’s descriptive data will be inc...
	2. Notification shall, when possible, be acknowledged by the individual’s signature. If not acknowledged by such individual's signature, the signature of the official implementing the barring notification must appear on the notice. A copy of the notic...
	Violation of PNG Status
	If an individual designated as PNG is found/reported on campus in violation of the terms of the restrictions, local law enforcement may be summoned to remove the individual from campus.
	Appeal Process
	A written request for appeal to lift an individual’s PNG status shall be made to the office that issued the notice.
	1. The written request should come from the barred individual and include reasoning and objectives to re-enter the campus community. One request per year may be made to lift the PNG status.
	2. Depending on the circumstances, the Director of Campus Safety will collaborate with internal personnel to consider the appeal. The Director will remain in contact, when possible, with the individual during the review process.
	3. The PNG status shall remain in effect pending the decision of the review. The Director of Campus Safety shall render a decision within ten working days of receipt of the request for review. Depending on the circumstances and dialogue, the decision ...
	Recordkeeping
	Records are maintained and regularly updated by the Director of Campus Safety.
	1. Individual records will include the following information: (i) name; (ii) date PNG status issued; (iii) status (e.g., suspended student); (iv) rationale; (v) duration; and (vi) documentation provided.
	2. Names currently on the PNG list will be flagged (i) “do not hire” in Human Resources; (ii) “do not enroll” in the Office of Admissions; and (iii) in the Alumni database.
	3. The following administrators will have standing access to the PNG list: (i) Provost; (ii) Dean of Students; and (iii) Vice President for Institutional Advancement.
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	1.10.9 Service Animal Policy

	Definition: A service animal is any dog (or, in some cases, a miniature horse0F ) that is trained, or in training, to do work for the benefit of a person with a disability, including a physical, sensory, psychiatric, intellectual, or other mental disa...
	Types of service animals include, but are not necessarily limited to:
	1. Guide Dogs: carefully trained dogs who serve as a travel tool by persons with severe visual impairments
	2. Hearing Dogs: dogs who have been trained to alert a person with significant hearing loss when a sound (such as a knock on the door) occurs
	3. Service or Assistance Dogs: dogs that have been trained to assist a person who has a mobility or health impairment by carrying, fetching, opening doors, ringing doorbells, activating elevator buttons or steadying a person while walking
	4. Seizure Alert/Response Dogs: dogs trained to assist a person with a seizure disorder. The dog may stand guard over the person during the seizure, indicate to their handler in advance of a seizure, or the dog may go for help.
	5. Psychiatric Service Dogs: dogs trained in helping persons with psychiatric and neurological disabilities by preventing or interrupting impulsive or destructive behaviors
	6. Miniature horses trained as a service animal
	A requesting individual must have a disability as defined by the ADA, and the work that the animal has been trained to do must be directly related to the person’s disability. Service animals are not “pets.” Animals that only provide comfort or emotion...
	Generally, no inquiries will be made when it is readily apparent that the animal is trained to do work or perform tasks for a person with a disability.  However, when it is not readily apparent, staff and faculty may ask two questions: (1) is the serv...
	If you utilize a service animal and would like to bring it on campus, please contact the Office of Disability Services at blackburn.accomodations@blackburn.edu. We will need to set up a brief appointment with you to collect some information about your...
	RIGHTS & RESPONSIBILITIES OF STUDENTS WITH SERVICE ANIMALS
	Students, faculty, and staff with service animals have the following rights on Blackburn’s campus:
	 The right to have their service animal present for any events or activities on campus, including classes, work, meals, living in the residence halls, and at special events, EXCEPT in restricted areas (see below)
	 The right for other members of the campus community (including students, faculty, staff, and campus visitors) to refrain from approaching, touching, or feeding their service animal without asking for and receiving permission from the animal’s handle...
	 The right for other members of the campus community (including students, faculty, staff, and campus visitors) to refrain from deliberately startling or distracting the service animal OR attempting to separate the animal from the student or handler
	RESTRICTED AREAS

	Blackburn College may prohibit the use of service animals in certain locations, on a case-by-case basis, because of health and safety restrictions (e.g., when the animal’s presence could present a health or safety risk, or activities that take place i...
	All students, faculty, staff, and visitors to the College who utilize a service animal and believe they will need to access a restricted area must first request access by contacting the Disability Services office (for students and visitors) or Human R...
	Students, faculty, and staff with service animals have the following responsibilities on Blackburn’s campus. Failure to fulfill any of these responsibilities may result in the animal being removed from campus until such time as these responsibilities ...
	 The owner/handler is responsible for the overall health and well-being of the animal, including all costs associated with the animal’s care, living arrangements, and any property damage caused by the animal.
	 Service animals on campus must:
	o be current on all vaccinations;
	o wear an owner identification tag at all times;
	o be housebroken;
	o be licensed per local laws and ordinances;
	o be in good health;
	o be under the full control of the owner/handler at all times.
	 The owner/handler is responsible for cleaning up the service animal’s waste, unless the individual’s disability prevents them from being physically able to clean up the animal’s waste.
	 Service animals must be harnessed, leashed, or tethered, unless these devices interfere with the service animal’s work or the individual’s disability prevents using these devices.  In that case, the individual must maintain control of the animal thr...
	 If a service animal is behaving out of the owner’s or handler’s control (i.e. jumping on, barking/growling at, or sniffing others), the animal may be removed until such time as the owner/handler is able to maintain control over the animal. (An isola...
	RIGHTS & RESPONSIBILITIES OF ALL BLACKBURN STUDENTS, FACULTY, AND STAFF (with respect to service animals)
	Students, faculty, and staff have the following rights on campus with regard to service animals:
	 The right to not be jumped on, growled/barked at, or distracted by the behavior of a service animal (note that this right involves the animal’s behavior - not simply their presence)
	 The right to politely ask an animal’s handler to better control the animal’s behavior, if the animal is behaving in an uncontrolled or boisterous manner
	 The right to share any concerns about a service animal’s behavior with Disability Services
	Students, faculty, and staff have the following responsibilities on campus with regard to service animals:
	 The responsibility to recognize that a service animal is a working animal, not a pet
	 The responsibility to refrain from approaching, touching, or feeding a service animal without asking for and receiving permission from the animal’s handler. As a general rule, if an animal is wearing a vest or badge denoting it as a service animal, ...
	 The responsibility to refrain from deliberately startling or distracting the service animal, or attempting to separate the animal from the student or handler
	 Failure to adhere to these responsibilities may result in disciplinary action.
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	1.11  Special Offices
	1.11.1 College Marshal


	Appointed by the President, the College Marshal shall plan and supervise the processional and other arrangements relevant to Commencement, Baccalaureate, and official convocations. They shall be assisted by a Student Marshal, who shall be elected by f...
	1.11.2 International Student Advising

	The Director of Intercultural Programs and Services performs international student advising. This advising seeks to assist international students in their adjustments to life in the United States and also provide them with information about legal regu...
	1.11.3 Career Development Center

	The Career Development Center provides one-on-one career counseling and job-related services for students and alumni of Blackburn College. In addition, pathways to such career events as career fairs, virtual and on-campus interviews, resource material...
	1.11.4 Campus Bookstore/Mailroom/Auxiliary Services

	The campus store provides supplies to the college departments. All college departments have accounts for faculty and staff to charge supplies. Most commonly used items are stocked. If there is an item they do not have, it can be ordered.
	1.11.4.1 Mailroom

	Full-time faculty and staff are assigned mailboxes. The bookstore/mailroom staff will be happy to issue you a key. Part-time faculty and staff generally get their mail through their department.  If you receive mail or packages too large for your mailb...
	Blackburn College
	(your name)/ (Department)
	700 College Ave.
	Carlinville, IL 62626
	Mail pickup is generally around 11a.m. Mon. thru Fri. Any package or mail requiring special attention needs to be at the mailroom by 10:00 a.m. We utilize USPS, UPS and Fed-Ex. The cost for mail or package shipments will be billed to their respective ...
	For employees not required to be on campus during the summer months, first class mail will be forwarded if a written request is left with the manager of the Bookstore. Other mail will be held for returning employees. Written authorization should be re...
	1.11.4.2 Campus Calendar

	The campus calendar is organized by staff in the mailroom. This calendar is a conglomeration of each department’s calendar in an effort to avoid double bookings and incompatible events. To ensure a successful event with a clean room and comfortable en...
	1.11.4.3 Auxiliary Services
	1.11.4.3.1 Auxiliary Services - Facility Requests

	The following are the procedures that should be followed when anyone needs to book a space for any type of meeting or event held on the Blackburn Campus.
	1. Contact the Bookstore staff to reserve the space at bookstore@blackburn.edu or x5577.
	2. An event registration form (see Appendix 1E) needs to be filled out for the event.  Please make sure that all relevant information is included. *this includes date, event start time, set-up and tear down time, equipment that will be needed, room fl...
	3. Auxiliary Services will contact the necessary departments (i.e. physical plant, tech services, etc.) in order to fill the physical or technical needs given in the original discussion.
	4. If an event occurs after college business hours (8:00am-5:00pm) and is an inside event (individuals or groups associated with the college), the individual requesting the space will need to go to Physical Plant to request any keys that might be need...
	5. The Individual requesting the event is responsible for returning the keys to the Physical Plant when the event is finished.
	6. You are responsible for the condition of the space.  Any materials brought into the space must be removed completely, and all furniture should be put back the way it was.  All spills (water, food, paint, etc.) must be cleaned.  No food should be le...
	1.11.4.3.2 Auxiliary Services - Equipment Reservations

	The following are the procedures that should be followed when anyone needs to check out A.V. equipment for use on the Blackburn Campus. (No help in setup or operation is needed)
	1. Faculty or staff just wanting to check out AV equipment for use should contact Kim Peterson to make arrangements.  Equipment can be picked up in the Bookstore during normal business hours 8am-5pm.
	2. The person requesting the equipment from Auxiliary Services is responsible for taking care of the equipment and for returning it on time.
	1.11.4.3.3 Conference Rooms/Event Spaces

	See Appendix 1K for a list of campus conference rooms, their capacity, and what building they are located in. Please ensure you contact Kim Peterson (kim.peterson@blackburn.edu) if you want to reserve a room.
	Bookstore Staff   Kim Peterson, Manager of Auxiliary Services                                                                              bookstore@blackburn.edu  kim.peterson@blackburn.edu
	(217)854-5577   (217) 854-5577
	1.11.5 Physical Plant
	1.11.5.1 Location and Contacts

	The office and shops are located on the east side of campus behind Lumpkin Learning Commons in a large tan and green metal building. The main office is on the north end.
	To request service/repairs
	Non-urgent requests should be made via the School Dude Work Order system (see Appendix 1J)
	Urgent requests, e.g. overflowing toilet, smell of smoke inside a building, etc., Physical Plant Office, ex.5503 or 854-5503.  If no answer, leave a voicemail and follow up with an email to Gena Ober at gena.ober@blackburn.edu
	To request a College vehicle
	Reservations should be made by contacting the Motor Pool Department located in the Physical Plant at motorpool@blackburn.edu (see section 1.12.5 for more information).  Each campus vehicle is assigned a fuel card.
	To be issued College keys
	In person only at the Physical Plant Office, located at the north end of the Physical Plant building that is the large tan and green metal building behind Lumpkin Learning Commons. Open hours are 8:30 am-Noon and 1:30-4:30 pm Monday-Friday. A signed k...
	To report an emergency
	 Physical Plant Office: x. 5503 or 217-854-5503 after hours the Physical Plant Staff on call cell 217-556-1211
	 Security Office: x. 5550 or security on-call phone number 217-825-3042
	 If no answer at above numbers: Dial 911 and stay on the phone until the 911 operator says you can hang up (Note: When calling 911 from a campus phone you must dial 7-911)
	1.11.5.2 Physical Plant Staff and Offices

	Nick McKorkle, Director of Physical Plant, P-Plant 107, x. 5617
	Gena Ober, Physical Plant Coordinator, P-Plant Main Office, x. 5503
	Michael Troutt, Campus Services Supervisor, P-Plant 115A, x. 5624
	Mike Jones, Utilities Supervisor, P-Plant 105, 5649
	Cody Dunn, Grounds and Events Supervisor, P-Plant 106, 5581
	Jorge Stewart, Building Maintenance and Carpentry Supervisor, P-Plant 117A, 5583
	1.11.5.3 General Information

	Physical Plant is the department of the College administration that oversees all facilities operations, maintenance and housekeeping. It is the largest employer of student labor. Two student work program departments serve the Physical Plant Department...
	1.11.5.4 Standard Services Provided

	Campus Services
	General cleaning of all public areas and heavy floor maintenance for all public areas. (Note: general cleaning of offices and residence rooms is the responsibility of the occupant(s). Cleaning of window blinds, carpets or hard floors can be arranged w...
	Campus Maintenance
	Painting, general carpentry, masonry and roofs, electrical, plumbing, heating/ventilation/air-conditioning, roads and grounds care, snow removal, set-ups for special events and convocations.
	1.11.6 Duplicating

	Photocopier/printers are located in most buildings on campus, including Ludlum, Hudson, Jaenke, Stoddard, Bothwell, Dawes, and Lumpkin. They are actuated by departmental access codes, which are programmed by Technology Services.
	It is the responsibility of all employees to be familiar with copyright laws and to be certain that copying for classroom use is not in violation of the law. Blackburn holds the users of its facilities and equipment responsible for their appropriate use.
	1.11.7 Technology Services

	Blackburn College provides information technology for educational, research, and administrative applications used by its students and employees. For help with instructional technology and support, individuals should contact Technology Services; for as...
	The following Acceptable Use Policy stems from Blackburn's more general policies and procedures governing employees, students, and facilities. With only a few exceptions, the present policy simply applies these larger policies and procedures to the na...
	Acceptable Use Policy
	1.11.7.1 Definitions

	College Information Technology: Any computer, networking device, telephone, copier, printer, fax machine, or other information technology which is owned by Blackburn or is licensed or leased by Blackburn is subject to College policies. In addition, an...
	Users: Three broad classes of potential users have different privileges:
	 Regular Users, who are entitled to use all or most College technology and services, in general, only current students and employees of Blackburn. This status does not extend to family members or colleagues who are not themselves Regular Users.
	 Special Users, who are entitled to use specific limited services for specific purposes under specific conditions, to which Blackburn provides a limited subset of College information technologies and services. Library patrons, persons at Blackburn fo...
	 Excluded Users, who are not entitled to use College information technology. These are all individuals or organizations that are not Regular Users or Special Users.
	Applications:  Here again three distinct categories are important:
	● Core applications support College instruction, research, service, and administration. Classroom use, computer-based assignments, research applications, communication among faculty, students, and administrators, administrative applications, access to...
	● Restricted applications, those clearly unrelated to Blackburn's core purposes, or which violate general College policies, jeopardize its tax-exempt or other circumstances, or otherwise interfere with core applications, including:
	○ Those that threaten Blackburn's tax-exempt status, such as certain kinds of political activity and those whose purpose is to generate profit or other personal gain for individuals, those that are illegal, such as fraud, harassment, copyright violati...
	○ Those that deprive other users of their fair share of College information technology or interfere with the functioning of central networks and systems, such as mass mailings, chain letters, unauthorized high-bandwidth applications, or denial-of-serv...
	○ Those that violate more general College statutes, bylaws, and policies.
	● Ancillary applications, which are those neither explicitly permitted nor explicitly restricted, and with one other essential attribute: they are invisible to other users, to network and system administrators, and to other College offices. The Window...
	Where definitions of user or application status are unclear or where patterns of use appear to be out of compliance with this policy, the Director of Technology Services provides interpretations or direction as appropriate on behalf of the President a...
	1.11.7.2 Agreement
	Blackburn College supports networked information resources to further its mission of research and instruction and to foster a community of shared inquiry. All members of the Blackburn community must be cognizant of the rules and conventions that make ...
	● Using resources efficiently, and accepting limitations or restrictions on computing resources–such as storage space, time limits, or amount of resources consumed–when asked to do so by system administrators;
	● Protecting passwords and respecting security restrictions on all systems;
	● Backing up files and other necessary data on their computers regularly, since these are not part of the College’s system of backing up data on file servers;
	● Preventing unauthorized network access to or from their computers or computer accounts;
	● Recognizing the limitations to privacy afforded by electronic services;
	● Respecting the rights of others to be free from harassment or intimidation, to the same extent that this right is recognized otherwise on campus;
	● Honoring copyright and other intellectual property rights.
	When any use of information technology at Blackburn presents an imminent threat to other users or to Blackburn's technology infrastructure, system operators may take whatever steps are necessary to isolate the threat, without notice if circumstances s...
	Use of information technology that violates this Policy and rules based on it may result in disciplinary proceedings and, in some cases, in legal action. Disciplinary proceedings involving information technology are the same as those for violations of...
	Proposed by the Technology Users’ Group–October 2002; ratified by the All-College Assembly—February 2003; reviewed by Technology Services July 2021.
	Modeled after the Eligibility and Acceptable Use Policy posted on the University of Chicago’s Website.
	1.12 Business Procedures
	1.12.1 Salary Payments

	Salaries are paid in semi-monthly installments as indicated on employees' hire letters or annual contracts. Each year, the Office of the President issues a schedule of pay dates and holidays. This is sent out with the June paychecks. It is also includ...
	Individuals may elect to have their paychecks direct deposited at any bank.  Forms are available in the Business Office. If checks are not electronically deposited, they must be picked up in the Business Office.
	1.12.2 Payroll Deductions

	With appropriate authorizations completed by each employee, the Business Office handles deductions from each paycheck for employee contributions to Social Security, Medicaid, Illinois Income Tax, Federal Income Tax, Retirement, Dependent Medical Insur...
	1.12.3 Departmental Budget Cycle

	Around the first of October each year, the Business Office sends out to department heads/chairs the forms on which they will request their operating budget for the following academic year (July to June). These forms are due to the appropriate chair fo...
	1.12.4 Purchase of Materials, Equipment and Supplies

	PURCHASING
	Departmental Policy
	Communication is required for each purchase in order to obtain consent from the corresponding approver, based on the limits listed directly below.
	Limits for purchases and approvals

	1. All purchases over $5,000 must be approved by the appropriate budget manager, cabinet member and the Vice President of Administration & Finance.
	2. Purchases between $500 and $5,000 must be approved by the appropriate budget manager and cabinet member.
	3.  Purchases less than $500 must be approved by the appropriate budget manager.
	All purchases must be made for the purpose of College-related activities.  Purchasing goods or services for personal use is prohibited.
	GENERAL POLICIES
	A. Categories

	1. Fuel: Wright Express (WEX) fuel cards must be used to purchase fuel.  Fuel purchased by the College is only to be used in College owned or rented vehicles/equipment.
	2. Office supplies: Office supplies must be purchased online at Staples or at Wal-Mart with use of a Wal-Mart card.
	3. Wal-Mart purchases: Corporate credit cards cannot be used at Wal-Mart and items purchased at Wal-Mart will not be reimbursed as they must be made with the Wal-Mart credit card for tax-exempt purposes. Exception: Corporate credit cards can be used a...
	4. Furniture purchases: Furniture purchases must be coordinated through the Physical Plant Director even if they do not rise to the level of capitalization. Furniture purchases can only be approved and made by the Physical Plant Director. Department b...
	5. Technology purchases: Technology purchases must be coordinated through the Director of Technology Services.  Only the Director of Technology Services can approve and purchase technology, including but not limited to computers, printers, and softwar...
	C. Capitalization

	1. Items costing more than $5,000 with a life expectancy of seven years or greater must be capitalized. Purchase of such items must be pre-approved by Facilities and/or the VPAF. The $5,000 limit is per item, not in aggregate. For example, 50 chairs c...
	2. An item costing less than $5,000 or with a life expectancy of less than seven years is an operating expense and will come from the department’s operating budget.  These purchases must be approved by the head of the department.
	D. Receipts – Receipts must be itemized and any guest name must be included.
	E. Contracts

	1. Services performed by outside services, vendors, individuals, etc. must be formalized with a contract. Per Blackburn’s by-laws, the VPAF, the Provost, and the President are the only employees allowed to enter into contracts on behalf of Blackburn. ...
	2. Employment contracts require approval from the President’s Office prior to any agreement.
	F. Year End

	1. If you order an item and it is delivered prior to 6/30, the expense belongs in this fiscal year no matter when you actually pay for the item. If it is not paid for, it is a payable and the expense is recorded to your current year operating budget. ...
	2. All current year transactions must be submitted to the Business Office by 7/10 in order for audit preparations to begin. Anything submitted after 7/10, will be recorded in the following fiscal year.
	G. Tax-exempt certificates – tax-exempt certificates will be provided and must be used for all College-related purposes.  Sales tax paid in error will not be reimbursed.  Tax-exempt certificates cannot be used for personal purchases.
	H. Corporate credit cards – can only be used by the person named on the front of the card. The back of each card should be marked “Ask for ID” so the cashier is required to see identification matching the name on the card.
	DEPARTMENTAL OFFICE SUPPLY PURCHASES
	Policy

	All College Departments are required to purchase office supplies through the institution’s preferred vendor to maximize our ability to manage inventory and cost.  The current vendor is Staples. See the Accounts Payable Supervisor to set up access.
	Procedure

	Each department has access to create their orders online and submit them for approval electronically through Staples at https://www.staplesadvantage.com.  The Department Head is responsible for placing the order. A copy of the packing slip needs to be...
	CHECK REQUESTS
	Policy

	Check requests are used to request reimbursement for travel, advance for expenses or payment for supplies and services.
	Procedure

	Travel Reimbursement (If a corporate credit card is not used)
	For additional information see the Travel Policy

	1. Complete a Travel Expense Report and attach all receipts to support the expenses.  MapQuest is preferred, but odometer readings are accepted, to document mileage and should be calculated by using the lesser of mileage to and from Blackburn or home....
	2. Allow two weeks for a reimbursement check.
	Advance for Expenses

	1. Employees who are traveling on official College business may request an advance for their expenses.  Employees who have corporate credit cards should use them for traveling expenses. Gas cards must be used for fuel purchases.
	2. Complete a Cash Advance Form and attach all details for the request including the dates of travel, purpose of travel, destination, expected expenses and budget account number(s).
	3. The Cash Advance Form and documentation must be signed by the employee and supervisor and submitted to the Accounts Payable Office at least two weeks prior to departure. Late requests will not be processed. Limits and approval requirements apply.
	4. Subject to budget approval, the Accounts Payable Office will process a check.
	5. Upon return, a Travel Expense Report must be completed and all receipts and supporting documentation submitted to the Accounts Payable Office for reconciliation within 5 business days. The person given the advance is responsible for returning the r...
	6. Additional Advances will not be provided until the current one is reconciled.
	Payment for Supplies

	Blackburn College is a not-for-profit organization and not subject to Sales Tax. Employees will not be reimbursed for tax on supplies and therefore, we highly encourage you to use the preferred provider (Staples) or Wal-Mart.
	Wal-Mart cards can be checked out for one day at a time, unless other arrangements are made in advance.  The card and the receipts are due back the next day.  There is a $5 charge for every business day the card is late.
	Tax-exempt letters are available in the Accounts Payable Office and at the counter in the Business Office.
	Payment for Services

	Payment to individuals or vendors for services MUST begin with a formal contract, prior to the rendering of services.  The President, Provost, or VPAF must sign all contracts BEFORE services are received. You do not have authority to enter the College...
	Payment to individuals and new vendors requires a completed W-9 Form; a blank form is available in the Accounts Payable Office or on the shared drive in the Business Office, Public, Forms folder. The completed W-9 must be attached to the check request...
	PETTY CASH REIMBURSEMENT OR ADVANCE
	Policy

	Petty cash advance or reimbursement forms can be used instead of a check request form to request small amounts for emergency purchases or reimbursement subject to cash on hand.
	Procedure
	A Petty Cash reimbursement or advance form is available at the counter in the Ludlum Business Office.
	The form must be filled out and signed for approval by a Department Supervisor or Advisor on the “approved by” line at the bottom of the form. The “requested by” line will be the person requesting the reimbursement or cash advance. The left side needs...
	CORPORATE CREDIT CARD PURCHASES
	Policy

	Corporate credit cards may be used for qualifying expenses. An interface has been established with US Bank to allow you to review, approve or dispute your credit card purchases.  Receipts must be attached as a PDF to the same interface. You will also ...
	Personal expenses are prohibited, even with intention to reimburse the College.
	Credit card purchases without receipts will be treated as personal charges and the cardholder must repay the College for those charges.
	Fuel purchases should not be paid for using the corporate credit card. All fuel purchases must be purchased using the WEX fuel card, which allows for a discount of federal excise tax that the corporate credit card does not provide.
	Corporate credit cards are a privilege and procedures must be followed. If the policies and procedures are not followed, the card will be revoked.
	Procedure

	You will sign into your credit card via access on-line. You can review, code, approve, dispute, attach receipts, and request approval using this site.
	Further instructions will be provided later.
	ACCOUNT NUMBER FORMAT
	In regards to corporate credit cards, the account numbers will default to supplies and your department. You can change the default if necessary. There will be a drop-down menu to assist you in choosing the correct expense code.
	The account number format used to record expenses includes a sequence of identifying numbers in four sections.  The first section is a 3-digit number that represents the fund to which the expense will be charged.  All departments will normally use fun...
	TRAVEL
	Policy

	Travel at the expense of the College must be in connection with official College business.  Travel by employees on College business or by students traveling for official purposes must be approved in advance by the Department Director or equivalent sup...
	Coverage begins at the actual start of the trip, whether it is from the traveler’s home or the College campus.  It terminates when the traveler reaches either home or the campus.
	Travel should be by the most economical means, considering travel time, costs, and meeting agenda. Unless a corporate credit card is used, a properly completed Travel Expense Report and receipts must be submitted within a week of returning to campus.
	Expenses for spouses and/or dependents are personal expenses and are not reimbursable.
	Approved volunteers for Blackburn College can travel with an employee for business purposes.
	Purchases without receipts will not be reimbursed.
	AIR/TRAIN TRAVEL
	When the most efficient means of transportation is air travel, reimbursement will be limited to coach fare.  The traveler will be reimbursed for the cost of one checked bag.  Please contact the Administrative Assistant to the Provost and VP for Admini...
	FOREIGN TRAVEL
	Foreign travel requires specific review and prior approval by the VP for Administration and Finance. Additional considerations may be required under the College’s insurance company.
	USE OF COLLEGE VEHICLES FOR TRAVEL
	Travelers should make every effort to request the use of a College vehicle for travel.  Reservations should be made by contacting the Motor Pool Department located in the Physical Plant at motorpool@blackburn.edu.  Each campus vehicle is assigned a fu...
	USE OF PERSONAL VEHICLES FOR TRAVEL
	In the event that a College vehicle is not available for the extent of the trip, a personal vehicle may be used.  Travelers will be reimbursed at the College’s current mileage reimbursement rate not the purchase of gas.  MapQuest or actual mileage doc...
	Employees, such as Physical Plant staff, who use personal vehicles on campus and around town on a regular basis may submit reimbursement requests with starting and ending miles per day without delineating every trip as long as the Physical Plant Direc...
	AUTOMOBILE RENTALS FOR TRAVEL
	Automobile rentals should be limited to situations where other means of transportation are not practical, economical, and available, or an emergency situation exists.  The most economical car should be used.  Travelers should present the College’s aut...
	If a vehicle must be rented, the preferred rental company is Enterprise. Contact the Administrative Assistant to the Provost and VPAF for account and booking information.
	TAXI/BUS TRAVEL
	Appropriate expenses for taxi and bus transportation will be reimbursed, as long as receipts are provided.  Please contact the Administrative Assistant to the Provost and VP for Administration and Finance in securing tickets with a corporate credit card.
	LODGING
	When traveling overnight, travelers are expected to stay in the most economically appropriate lodging, unless the travel is for a conference/meeting/event hosted at a specific hotel.   The Business Office or the Administrative Assistant to the Provost...
	Please make sure to get a copy of the hotel bill when checking out; this shows what is actually charged to your credit card. The email you usually get when making your reservations may change due to taxes, meals, parking, etc., so it will not be accep...
	ENTERTAINMENT
	Reimbursement will not be made for entertainment expenses not related to College business, such as, but not limited to, in-room movies, theatre, or optional conference-related side trips.
	MEALS
	The College will reimburse meal expenses, including tips, according to the actual costs, up to the following limits.   Reimbursement ONLY applies when the employee is actually on official business or is entertaining a guest of the College.
	Appropriate guest meals will also be reimbursed, as long as their name and professional affiliation is provided on the travel reimbursement request.
	Alcoholic beverages are not reimbursed unless approved in advance by the appropriate cabinet member.
	GRATUITIES
	The reasonable costs of gratuities to porters, bellhops, and other services will be reimbursed.
	TELEPHONE CALLS AND INTERNET CHARGES
	When possible, travelers should use their College issued cell phone for calls.  If necessary, the College will reimburse travelers for telephone calls related to College business. International travel requires a change in cell phone plans. Please cons...
	Travelers that are required to check their email and/or access the internet for their job duties will be reimbursed for related internet charges while traveling.
	TRAVEL EXPENSE REPORT
	Upon your return from traveling, and no later than one week after travel, a travel expense report and request for reimbursement must be completed.  Receipts are required for ALL expenses except for personal mileage reimbursement, tolls, parking, and o...
	When completing the Travel Expense Report include your name, your department, and travel dates in the top left section of the form and your department number in the top right section of the form.
	Include the date(s) the charges were incurred, the description of the travel (include purpose and the destination in the body of the report). If using your own vehicle, fill in the mileage using MapQuest (must attach copy to report) or write your odom...
	Enter the dollar amount in the appropriate column box. Total each line in the last column. Total the report at the bottom. You will be compensated for your mileage in your personal vehicle at $.50 per mile.
	Make sure to sign your report and have it approved by the appropriate Department Supervisor.
	Attach all receipts to the expense report. Complete a separate report for reimbursement requests.
	The GL expense number has been provided for each of the columns except “other”.  A specific description for “other” items must be given so we can charge the item to the appropriate GL expense. You may also note the account number on the report.
	If you have any questions, please contact the Accounts Payable Office at ext. 5682.
	THIRD PARTY REIMBURSEMENTS, REBATES, PROMOTIONS
	When an employee’s travel has or will be paid by another party and the employee’s travel costs are also reimbursed by the College, the third party reimbursement becomes the property of the College.   Similarly, any discounts, rebates, promotions, or s...
	1.12.5 Vehicles

	The College maintains several motor vehicles, which are intended to serve the transportation needs of its employees. College departments and organizations are charged 50 cents per mile (including fuel) for van usage. The Physical Plant is responsible ...
	Anyone driving a College vehicle must be an approved driver. To be approved, a Motor Vehicle Report (MVR) is obtained for the prospective driver. This report shows the person’s driving record for the past four years. Driving records and/or the age of ...
	When personal vehicles are used for College business, reimbursement will be made at the rate of 50 cents per mile. Even though the College carries liability insurance, which covers privately owned vehicles used for College Business, the vehicle owner’...
	Vehicle Use Policy
	1. All persons who drive college-owned, rented, leased or borrowed vehicles for college-related business must be an approved driver. To become an approved driver a person must first apply to become an approved driver by contacting Human Resources and ...
	2. Upon completion of the background check, Motorpool will provide you with online training modules to complete. All training modules must be completed prior to driving a College Vehicle.
	3. Any person driving a personal vehicle on college-related business must:
	a. Have a valid driver’s license;
	b. Show proof of insurance for the vehicle to be driven;
	c. Sign and have on file in the Motor Pool Office (Physical Plant) a Private Vehicle Use Permission Form.
	d. Use of a personal vehicle for college related transportation is strongly discouraged and should only be approved for extenuating circumstances.
	4. If 15 passenger vans are to be utilized, the following policies will be enforced regarding the operation of the said passenger vans:
	a. No more than 15 people, including the driver, may ride in the van
	b. All passengers must wear seatbelts while traveling in vans – there are no exceptions, and no van should move from its spot until all passengers are buckled up.
	c. Safe following distances and speed limits are to be strictly adhered to.
	5. College-sponsored activities with more than 15 (including the driver) passengers should utilize either the 32-passenger bus or the 46-passenger bus. If the number of passengers exceeds 15 but is less than 20 and if the college bus is unavailable, t...
	6. Commercial transportation should only be considered if:
	a. A single day trip will exceed five hours driving time each way (ten hours’ round trip);
	b. The total number of participants exceeds 46, regardless of distance or time.
	c. College owned vehicles are unavailable for use at the time of the trip.
	7. Blackburn College faculty, staff, students, or volunteers driving vehicles carrying passengers on college-sponsored trips will be limited to four hours of continuous driving time. After four hours, the driver should be relieved by another approved ...
	8. Bus drivers are required to adhere to federal laws regarding drive time, if your total trip time is 14 hours or more, you will need to arrange a hotel room, if necessary, for bus driver rest.
	9. Drivers shall not utilize cell phones, PDA’s or any other electronic device while operating a vehicle. Hands free devices which may be legal according to state law. The only acceptable electronic device is one used for GPS navigation and it MUST be...
	10. If you are traveling on Blackburn business and are involved in an accident you must immediately contact the local police, and notify the Director of Physical Plant (636-582-0355), if he is unavailable, then contact the Physical Plant Professional ...
	11. If you are in a vehicle that is part of the Blackburn Motor Pool Fleet and experience mechanical issues notify the Director of Physical Plant (636-582-0355). If he is unavailable, then contact the Physical Plant Professional on call (217-556-1211).
	12. It is the responsibility of the requester to ensure that all trash/debris is removed from the vehicle. If the vehicle is found to be excessively dirty, Motorpool has the right to charge your department up to $50 to clean the vehicle.
	13. Return vehicles to the Motorpool location.
	14. Departmental Policies may exist; however, this policy is to be recognized as the College policy and will prevail unless the departmental policy is stricter in its requirements in which case the departmental policy would be followed. The on-line po...
	The following rules apply to users of college vehicles:
	Reserve vehicles early.  Priority for use of vehicles will be in the following order:  Academic, Athletic, Other, College Use, Student Organizations, and Off Campus Organizations.  Within that priority structure, a first-come, first-serve basis will b...
	Vehicles will be checked out to approved drivers only.  The driver will sign out for a vehicle and no other driver will be authorized to operate the vehicle during that trip.  Blackburn College reserves the right to refuse any individual for driving c...
	Vehicle drivers will observe all speed limits and other laws regarding the operation of motor vehicles.  The maximum capacity of the vehicle will not be exceeded.  Maximum capacity of the 12-passenger vans is 10 if athletic equipment is being transpor...
	Persons will not operate college vehicles if they have been consuming alcoholic beverages or using intoxicating drugs (legal or otherwise).  Alcoholic beverages or illicit drugs will not be consumed or transported in any college vehicle at any time.  ...
	Upon return, the driver must park and lock the vehicle in the designated location of the college parking lot; then complete a mileage slip and bring it along with the keys to the Security Office.  If the driver has taken the van for 1 mile or 1000 mil...
	Every attempt must be made to keep the vehicles clean - inside and out.  The cooperation of all vehicle users is requested.  A $15 clean up charge will be assessed to any department, organization, or person returning a vehicle, which has not been clea...
	If all college vehicles have been booked and we have to rent a vehicle, we will only rent vehicles if the person requesting the vehicle makes arrangements to pick up and return the vans to the rental company.  Generally, the vehicles must be returned ...
	1.12.6 Reimbursement for Official Travel

	It is the policy of the College to reimburse travelers for every legitimate expense incurred in traveling on College business. Travel should be the most economical means, considering travel time, costs and meeting agenda.
	Travel expense forms are available in the Business Office. The purpose of the travel must be stated; this allows the College to justify travel reimbursements (as non-taxable income) in the event of an IRS audit. Travel advances are available through a...
	1.12.7 Blackburn Credit Cards

	College credit cards are to be used for College business related to travel expenses. Personal use of the card, even with the intention to reimburse the College, is unacceptable; this includes the purchase of fuel for non-College vehicles. It is not ac...
	When submitting credit card statements for payment, employees are to note charges that are to be applied to departments other than their own (e.g., charges for fuel used by a College-owned vehicle).
	Credit card statements are sent monthly to the individual cardholder. To ensure the cards will be paid on time, statements (and receipts) must be sent to the Business Office at least ten business days before the due date using the credit card reimburs...
	1.12.8 Fundraising

	Many clubs and organizations on the Blackburn campus have a need for funds to support their activities during the year. In some cases, the Student Senate allocates funds (collected as part of the student activities fee) to organizations, but organizat...
	1.12.8.1 Application Process
	All organizations seeking to begin a fundraising project must obtain an application form from the Business Office (see Appendix 1F).  The form requires a full description of the project and a detailed budget for both the project itself, and a budget f...
	1.12.8.2 General Guidelines

	The application for fundraising will constitute agreement, on behalf of the club or organization and its members, to conduct all fundraising activities in accordance with Blackburn College policies, procedures and guidelines.
	 All fundraising activity will be in good taste and reflect the high standards of Blackburn College.
	 Products and services will be of high quality and good value.
	 Individuals working with the project will conduct themselves in a manner consistent with generally accepted standards of appropriate behavior.
	 All business/financial matters will be conducted through the College Business Office.
	Purchase of supplies, etc. will be handled through normal College purchasing procedures. If the organizer(s) are not familiar with those procedures, they must contact the Business Office.
	o All contracts with companies or individuals must be signed by the Vice President for Administration and Finance.
	o All funds raised by the group’s activity will be deposited into appropriate revenue accounts.
	1.12.8.3 Food Sales

	Projects involving food require adhering to approved food handling and sanitation standards. The Food Service Director will assist the organization with the information, equipment, and/or supplies. For the protection of the consumer and the College, a...
	1.12.8.4 Raffles

	Activities involving “chance” require additional information and may even require additional licensing and fees. Organizations must meet with the Vice President for Administration and Finance to discuss the scope of the project in detail.
	1.12.8.5 Solicitation of Gifts
	Groups who wish to solicit funds in the form of gifts (cash, services or physical items), must complete the application process outlined above. In addition, all funds received must be turned into the Institutional Advancement Office for proper recordi...
	Groups/organizations that deviate from acceptable fundraising practices may be barred from future fundraising activities and risk forfeiture of all funds raised.
	1.13  Social Activities
	1.13.1 Regular Meals


	Employees are welcome at other meals served in the College dining hall, but they are expected to pay the rates established by the College food service for employees. Employees may bring guests and pay the rates established for guest meals.
	1.13.2 Public Programs and College Events

	Employees and their families may attend without charge all public lectures and concerts and other events sponsored by the College such as convocations, musical programs, theater productions, athletic contests, dances, and other occasions not restricte...
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	In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College communi...
	2.1  Faculty Organization and Regulation
	2.1.1 Duties of the Faculty


	The duties of the faculty shall be to instruct students of the College in the arts and sciences and in other branches of liberal education, according to accepted standards and procedures; to regulate the course of studies, subject to the approval of t...
	 Recommendations for consideration by the President and the Board of Trustees on academic standards and policy for admission, advancement, and graduation of students;
	 Recommendations for consideration by the President and the Board of Trustees on policies concerning faculty employment, promotion, tenure, salary increases, leaves of absences (including sabbatical leaves), and grants for faculty travel or research;
	 Formulation of general regulations obligatory upon themselves, provided such regulations are not inconsistent with the Bylaws of the Board of Trustees;
	 Formulation of policies and regulations for intercollegiate activities, provided such regulations are not inconsistent with the Bylaws of the Board of Trustees;
	 Recommendations for consideration by the Board of Trustees of persons deemed worthy to receive honorary degrees;
	 Recommendations for consideration by the President and the Board of Trustees of measures requisite or useful for the effectual discharge of the functions of the Faculty and for the advancement of the academic life and general welfare of Blackburn Co...
	 Academic advising, as assigned.
	When cases may arise not expressly provided for in the Bylaws, the Faculty Assembly is authorized to adopt such additional regulations, not inconsistent with the Bylaws of the Board of Trustees, as are deemed necessary for the good order of the Colleg...
	2.1.2 Operations of the Faculty Assembly
	2.1.2.2 Membership


	The membership of the Faculty Assembly shall consist of all faculty who teach at least 6 hours per semester or 12 hours per year. All members are expected to attend regularly.
	2.1.2.3 Voting Rights

	All members shall vote on all matters.
	2.1.2.4 Procedures

	All matters shall be decided by a quorum of the faculty. A quorum shall consist of the majority of the total membership of the Faculty Assembly, not including those on sabbatical or other leaves of absence. Meetings shall be conducted in accordance wi...
	For Faculty Assembly meetings, any member of the Assembly may request a secret ballot on a formal vote. If a member would like to make their request for a secret ballot anonymous, they must do so at least 48 hours in advance of the meeting. “Secret” m...
	Courses approved by CAP shall not be considered approved by the faculty until after CAP has reported their recommendations for approval at the Faculty Assembly meeting, which is subsequent to CAP's discussion and approval.
	Any motion receiving a majority vote is sent to the President as a recommendation of the Faculty Assembly, except for curricular issues, which, as required by policy, shall go to the Board of Trustees through the Office of the President with comment b...
	Updated 11-2022
	2.1.2.5 Chair and Vice Chair of Faculty Assembly

	The Chair and the Vice Chair of the Faculty Assembly shall be members of the faculty elected annually by the Faculty Assembly at the last regular meeting of the academic year. The terms of office shall begin immediately following the meeting at which ...
	2.1.2.6 Meeting Schedule

	Faculty Assembly will meet on the third Thursday of each month and on the Friday preceding the beginning of fall classes. Special meetings may be called by the Chair or by 20% of the members of the Faculty Assembly. Meetings of the Faculty Assembly ar...
	2.1.2.7 Faculty Assembly Agenda

	The Chair, in consultation with the Vice Chair, shall set the agenda. The agenda should reflect major issues and concerns of the faculty, including any appropriate item(s) from the President, the Provost, and/or 20% of the membership of the Faculty As...
	On the Monday of the week before the Faculty Assembly meeting, the Chair shall solicit items and announcements for the agenda from the College community. Announcements may be brought by individuals or committees and generally should be brief. Faculty...
	The Office of the Provost will be secretary and custodian of all official records for the Faculty Assembly, including the taking and storage of meeting minutes. A copy of the official records will also be kept in the minute records stored in the Presi...
	2.1.2.8 Review and Revision of the Faculty Section of the Faculty and Staff Handbooks

	Changes to the Faculty Section of the Faculty and Staff Handbooks are the responsibility of Faculty Assembly and shall be made annually pursuant to official actions that modify existing policy and procedure. Proposals for changes to the Faculty Sectio...
	All proposed revisions to the Faculty Section of the Faculty and Staff Handbooks are to be sent to the Office of Human Resources, which office will keep track of and make needed revisions and maintain historical handbook files.
	Updated 11-2022
	2.1.2.9 Selection of the Student Marshal

	Each fall, the faculty elects the Student Marshal from among members of the senior class; this is the highest honor that the faculty can bestow on a graduating senior, and it recognizes the recipient as being outstanding in all areas of campus life. T...
	Prerequisites for Selection of Student Marshal

	 Senior status (at least 90 hours completed);
	 Have earned a minimum grade point average of 3.3;
	 In good standing in the academic, work and social programs; and has never been reported for academic cheating;
	 Have provided a positive contribution to the campus through participation in at least three significant activities and support of the community life;
	 Have displayed exemplary performance in the Work Program, if a resident student, or comparable experience if a commuter student.
	Requirements for Maintenance of Honor

	 Remain a full-time student at the Blackburn campus for the fall and spring semesters during the year of service as Student Marshal (resident or commuter). In the event the Student Marshal is not enrolled in the spring semester or is participating in...
	 Maintain good standing in the academic, work, and social programs, including no report of academic cheating;
	 Maintain significant campus involvement.
	Duties of the Student Marshal

	 Serve on the Student Status Committee and other appointments made by the President of the College;
	 Address the campus community at a fall convocation (the Freshman Convocation, for instance);
	 Present an address at the Honors Banquet;
	 Lead the graduating class, with the Senior Class President, at Baccalaureate and Commencement;
	 March in formal processions of the College.
	2.1.2.10 Honorary Posthumous Degree/Recognition
	Upon written recommendation of a faculty, staff, or administration member of Blackburn College sent to the Office of the Provost, the Faculty Assembly may recommend the conferral of an honorary posthumous degree for a student who meets the following r...
	Requirements for Honorary Posthumous Degree
	 The student must have attained senior status (90 or more earned hours) at the time of death and have completed a minimum of two semesters as a Blackburn-enrolled student;
	 The student must be enrolled and pursuing a bachelor’s degree at Blackburn College at the time of death;
	 The student must be in good academic, social, and work standing at the College at the time of death and have met the cumulative minimums for major and minor grade point averages for the degree.
	If the student meets these requirements and is recommended by the Faculty and Board of Trustees of Blackburn College, the honorary degree will be awarded.  The transcript will reflect that the degree was awarded posthumously, and the student’s name wi...
	In the event a student has not reached these criteria, a certificate of achievement may be presented to the student’s family as recommended by the same process.
	2.1.2.11 Honorary Degree Criteria
	These criteria apply to Honorary Degrees proposed by those other than the Board of Trustees.
	2.1.2.11.1 Purpose
	Honorary degrees pay tribute to worthy individuals and at the same time enhance the College by such action. The degree is not equivalent to, or a replacement for, an earned degree.
	Honorary degrees serve a dual purpose. They both recognize people of high achievement and celebrate values that we profess as an institution of higher learning. They are a way of telling the larger public that certain people and accomplishments are im...
	An honorary degree is the highest accolade the College can bestow on an individual who is not currently employed with the College. It is given to honor an individual who possesses outstanding qualities and talents; who has made exceptional contributio...
	2.1.2.11.2 Eligibility/Criteria
	Substantial evidence must be presented of outstanding achievement and significant contributions to cultural, educational, scientific, economic, social, humanitarian, or other worthy fields of endeavor. Careful distinction must be made between the extr...
	The recipient must be present at the convocation at which the degree is conferred.
	Honorary degrees may not be awarded to the following:
	 Current faculty members, staff, or administrators of Blackburn College;
	 Former faculty, staff, or administrators of Blackburn College (except in unusual cases).
	 Members of the community with a current pecuniary interest in the College.
	Potential recipients can include persons with nationwide and worldwide recognition as well as those who have not been widely recognized and decorated.
	Recipients may well be persons who have contributed to Blackburn College in extraordinary ways and whom the College wishes to honor with this highest accolade the College can bestow. However, nominees for honorary degrees must fulfill all the criteria...
	Nominees must have demonstrated qualities of mind and spirit and humane values that are consistent with the aims of higher education, and with the highest ideals of the persons’ chosen fields.
	2.1.2.11.3 Nominations
	Nominations shall be submitted each semester to the Faculty Assembly, whose recommendation will be presented, for approval, to the Faculty Assembly, to the President of the College, and then the Board of Trustees.
	Nominations shall be solicited from the faculty, staff, individual and individual members of the Board of Trustees, the Alumni Board, and the senior class. Nominations from other sources will also be accepted.
	Nominations shall be made in writing in accordance with application guidelines and in strict confidentiality.
	A member of Faculty Assembly who has nominated a candidate for the award of an honorary degree shall not take part in the deliberations nor in the decision of the Assembly on the candidate so nominated.
	A person nominated for the award of an honorary degree shall not be consulted beforehand and any resolution will be in the form of an offer of the award.
	2.1.2.11.4 Nomination Application
	A letter of nomination shall include reasons as to why the person should receive an honorary degree from Blackburn College. The letter may also include supporting opinions and suggestions as to persons appropriate to be consulted in relation to the pr...
	Nominations should be accompanied by the following supporting information, including all pertinent dates:
	 Full name of nominee for award;
	 Date of birth;
	 Degrees received and granting institutions, if applicable;
	 Appointments with educational institutions, if applicable;
	 Relevant career history or experience relevant to the nomination;
	 Significant honors, achievements, contributions;
	 Societies, associations for which a nominee holds membership, if applicable;
	 Career summary.
	2.1.3 Organization of Divisions and Departments
	2.1.3.1 Faculty of College


	The faculty of the College is organized into departments of instruction and the departments are organized into three divisions. The departmental and divisional organization is as follows:
	Division of Humanities
	Art
	English & Communications
	Modern Languages
	Music & Theatre
	Philosophy & Religion
	Division of Natural Sciences
	Biology
	Chemistry
	Mathematics & Computer Science
	Physical Education
	Division of Social Sciences
	Business Administration & Economics
	Education
	History
	Leadership, Law, and Public Service
	Psychology
	2.1.3.2 Division Chairs

	Division chairs are elected by division members in accordance with the following stipulations:
	 When a division chair’s term is expiring, all members of that division shall be given the opportunity to nominate candidates for division chair at the last division meeting of the academic year. Elections will be held by secret ballot after all cand...
	 In the event of a tie, each candidate will be given the opportunity to concede. If neither concedes, both candidates will leave the meeting space. The remaining members of the division will then deliberate about the fitness of each candidate for the...
	 In the event of only one person accepting nomination, no election will be needed, and the nominee will be named division chair by acclamation.
	 Newly elected division chairs will begin their service at the first Faculty Assembly meeting of the fall semester, except in the case that an outgoing division chair is retiring or otherwise leaving the college, in which case they will begin their s...
	 Whenever possible, the person selected shall be a tenured member of the faculty; and, when circumstances render this impossible, a nontenured person who is acceptable to the members of the division shall be nominated as acting chair for a one-year t...
	 Chairs serve for a three-year term and may be appointed for a second three-year term for a maximum of six years of consecutive tenure. The division chair coordinates academic affairs for the various departments in the division by:
	o Reviewing proposed semester class schedules;
	o Presiding over monthly meetings of the division faculty, guiding formulation of new academic policy and curricular changes for recommendation to the CAP committee and/or the Faculty Assembly;
	o Consulting with departmental faculty on proposed curricular changes in their respective areas and serving as one of the divisional representatives to CAP;
	o Reviewing proposed departmental budgets and serving on the Planning and Budget Committee. The division chair participates in the search for new full-time faculty members in the division, makes recommendations to the Provost regarding the initial app...
	2.1.3.3 Division Meetings

	Regular division meetings will be held on Thursdays at 3:30 p.m. Agendas shall be set by the division chair but should include reports from members of standing committees and discussion of matters requiring action at the next meeting of the Faculty As...
	2.1.3.4 Department Chairs

	The President of the College appoints department chairs. They serve annual terms but may be reappointed without limit to the number of years in this position.
	The duties of the department chair include preparing the annual proposed budget and schedule of course offerings; developing proposals for curriculum changes; contacting, screening and recommending applicants for available faculty positions; evaluatin...
	2.2 Faculty Personnel Policies and Procedures
	2.2.1 Appointment

	The initial appointment of all members of the faculty shall be for a period not to exceed one year.
	The President in consultation with the Provost makes faculty appointments.
	All full-time teaching faculty (12 load units per semester or equivalent) will receive faculty contracts. Faculty teaching 7 load units or fewer are considered part-time adjunct faculty and will receive adjunct contracts.
	All prospective candidates for teaching positions must be offered teaching faculty contracts.
	Salary is confidential.
	2.2.2 Reappointment Procedure

	In the event that a candidate is a department chair, an alternate within the same division will evaluate the candidate’s teaching performance in order to have two evaluations in the tenure process.  In the event that a candidate’s department and divis...
	By October 15 and March 1, department and division chairs will conduct teaching observations of all pre-tenure faculty in their department/division in accordance with procedures described in handbook section 2.2.14, Evaluation of Teaching Effectiveness.
	By December 15, the Provost sends requests for a list of professional activities.
	In order to ensure sufficient time for the annual review by the Provost, Division Chair, and Department Chair, non-tenured faculty will submit their Summary of Professional Activities (see Appendix 2A for guidelines) by February 1 to the aforementione...
	After their spring semester observation, Department and Division Chairs will then write letters of reappointment or non-support. These letters will specifically address the criteria for reappointment and continuous tenure; they should make particular ...
	 They should also include additional data from general observation (such as service on committees) and/or department members or students. They will also note, when called for, concerns that have been expressed about a pre-tenure faculty member’s adhe...
	 Department and Division Chairs will submit one copy of the letter, with completed Teaching Observation forms attached, indicating support or non-support of the reappointment to the Provost no later than March 1. A second copy of the letter indicatin...
	By April 1, after receiving the signed copies of the letters written by the division and department chairs, the Office of the Provost will meet with the division chair, the department chair (or alternate), and the non-tenured faculty member for the pu...
	By April 15, following this meeting, the Provost will provide one copy of the letter to the faculty member that provides a detailed summary of the review, making particular note of strengths and concerns, if any, regarding the pre-tenure faculty membe...
	The faculty member will keep that copy of this letter for their personal record.  The Provost will keep a copy for the faculty member’s personnel file.
	This process is repeated each year until such time as the candidate is eligible to apply for tenure.
	The President issues contracts no later than May 1.
	In January of their third (or otherwise mid-point) year, pre-tenure faculty will also meet with the tenure committee for the purpose of providing candidates with additional feedback and support in their progress to tenure.
	 Before this meeting, the committee will review all materials previously submitted in the faculty member’s reappointment process, including Summaries of Professional Activity (and any attachments) and letters of reappointment written by department an...
	 During this meeting, the committee will review the application process with the candidate, including criteria, timelines and what material should be included in the tenure application. They will provide the candidate with the opportunities to ask qu...
	 The committee may provide the candidate with written feedback regarding their progress towards tenure. If issues or needs arise, including those related to support and/or resources, the committee will communicate those to the Provost.
	See Appendix 2B for a timetable describing personnel responsibility.
	2.2.3 Academic Rank

	No distinction in rank is recognized at Blackburn College. There is no objection to the use of the title of "professor" for faculty members of Blackburn College. Another appropriate title would be "member of the faculty of Blackburn College."
	2.2.4 Emeritus Faculty
	The conferral of emeritus status is an honor given in recognition of service to Blackburn College. The nominee for emeritus status must have attained tenure at the College. A recommendation for emeritus status may be made by any member of the faculty ...
	Criteria for Candidacy
	Successful candidates for consideration to the rank of Professor Emeritus will have:
	At least ten years of full-time employment at Blackburn College prior to retirement and be a tenured Professor at retirement. A tenured Professor with fewer than ten years of employment at Blackburn may be considered for Emeritus status at the discret...
	A consistent record of quality performance as demonstrated by one or more of the following:
	1. A substantive record of outstanding teaching, educational contributions, and/or scholarship in the field;
	2. Clear evidence of service to the College beyond teaching.
	Application
	Application for Emeritus Professor should be initiated by the Department Chair of the department in which the candidate held their full-time appointment. Alternatively, the retiring faculty member may submit a written request to the Department Chair r...
	Early in the Spring semester, the Provost forwards the application and supporting materials to the Tenure Committee, which deliberates and delivers its recommendations to the Provost by February 1.
	After review, the Provost forwards their recommendations as well as the recommendations of the Department Chair and Tenure Committee to the Faculty Assembly and the President. Upon approval, the Provost will present the candidate to the Board of Trust...
	Candidates whose rank of Professor Emeritus has been approved by the Board of Trustees are notified promptly and the rank is conferred by the President during an appropriate College ceremony.
	The Provost may approve the submission of a candidate’s application for Emeritus status in accordance with the above procedures on a modified or accelerated schedule.
	Privileges
	The privileges associated with having been granted the rank of Professor Emeritus are:
	 Lifetime listing indicating the rank of Professor Emeritus in College catalogs and directories;
	 Regular and online library privileges;
	 Lifetime email address and support including listing in Blackburn directories;
	 Lifetime eligibility for use of College facilities;
	 Participation in College public ceremonies;
	 Based on availability and the recommendations of the Department Chair and the Provost, use of office and/or lab space, equipment, and other campus facilities to support scholarly work and/or educational activities;
	 With permission of the Department Chair, Provost, and/or Committee Chair authorization to serve on committees or engage in other research or educational activities within the College.
	2.2.5 Tenure Policies
	2.2.5.1 A faculty position that requires a teaching load of 12 load units per semester will be designated as a tenure-track position.
	Faculty may be appointed to temporary non-tenure track positions at the time of hiring. Non-tenure track faculty positions are positions created solely to provide the College with the opportunity to augment or sustain its curricular offerings without ...
	Such non-tenure contracts cannot be continued for more than three years, beginning with the first full year of service.  At the end of three years, non-tenure track positions must either be converted to tenure track positions, or eliminated.
	2.2.5.2 At Blackburn, the maximum probationary period is six years with the tenure decision to be made in the spring of the sixth year; faculty appointed with the Ph.D. (or equivalent terminal degree) and a minimum of five years full-time prior Colleg...
	A Blackburn faculty member who had previously been on a Blackburn adjunct and/or visiting contract, and who has moved into a permanent tenure-track position, will be considered for appointment to continuous tenure after the standard probationary perio...
	A Blackburn faculty member who had previously been on a Blackburn staff contract, and who has moved to a tenure-track position will be considered for appointment to continuous tenure after a probationary period of at least four years from the date of ...
	2.2.5.3 A faculty position held by a full-time employee who holds or formerly held a staff contract with the appropriate terminal degree and which requires a teaching load of at least six credit hours per semester or 12 hours per year and requires add...
	The department chair responsible for a position in question may recommend to the division chair that the position be changed from a non-tenure track position to a tenure-track position. The division chair may recommend that change to CAP and the Facul...
	This process may be repeated as often as the appropriate departmental chair chooses to initiate it.
	2.2.5.4 Tenured faculty will retain their tenure status when, in the interest of meeting a special need of the College, it is appropriate for them to shift into a full-time administrative position for a limited period of time. Similarly, probationary ...
	Similarly, tenured faculty who shift into a part-time administrative position will retain their tenure status, and probationary faculty who hold tenure-track positions will not lose their years earned toward tenure if they shift into a part-time admin...
	2.2.5.5 In a few cases, tenure-track positions at Blackburn may not require the terminal degree. Thus, it may be possible to attain tenure with a lesser degree. In order for a position to be considered as tenure-track without the terminal degree, it m...
	This process may be initiated by either the appropriate departmental or divisional chair who will then be responsible for justifying the change on the basis of any or all of these criteria: (a) the nature of the position or (b) prevailing practices at...
	The above-stated criteria will be applied to all new positions as well as existing positions which become vacant.
	2.2.5.6 The policy of awarding continuous tenure should be continued and those faculty holding continuous tenure should retain it without being subject to regular review of their continuous tenure. Faculty holding continuous tenure will be subject to ...
	2.2.5.7 In the event that, at any time during a faculty member's probationary appointment period, the College's financial prospects or programmatic needs make it unlikely that the candidate can be granted tenure under the tenure criteria in the Facult...
	2.2.5.8 The tenure committee may not, in review of and deliberations about a candidate’s dossier, consider unsolicited data or input outside the formal process of re-appointment. This includes but is not limited to letters from faculty or staff who di...

	2.2.5.9 Blackburn will, upon granting tenure to the six tenure-track faculty members hired prior to August 30, 2018, increase their annual salaries by the greater of $5000 or 10%. Any faculty hired or who entered the tenure track after September 1, 20...
	2.2.5.10 Criteria for Tenure Appointments
	2.2.5.10.1 Academic and Scholarly Competence


	Candidates normally will hold the appropriate terminal graduate degree, give evidence of scholarly or creative accomplishment, and potential for continued growth. See Appendix 2C.
	2.2.5.10.2 Teaching Effectiveness

	A successful candidate for tenure:
	Adherence to the Ethics of the Teaching Profession
	2.2.5.10.4 Contributions to the College Community
	2.2.5.11 Procedures for Tenure Appointment
	2.2.5.12 Calendar of Tenure Procedures

	Standard Timeline
	Alternate Timeline
	Revised by Tenure Committee 2022, Passed by Faculty Assembly 4-2022, Updated in November 2023
	2.2.6 Policy on Adjuncts

	Blackburn College is an institution committed to quality instruction and full-time tenure track faculty is the most effective long-term means of ensuring the best instruction and service for students. Although committed to the preferred use of full-ti...
	The final responsibility for hiring adjunct faculty will rest with the Provost. Department chairs and the division chair will be asked to identify, contact, and assess prospective adjunct faculty and to make recommendations to the Provost. CAP serves ...
	No adjunct faculty member should teach more than seven semester hours per term. The purpose of this limit is to avoid the creation of de facto pro-rated full-time positions from adjunct loads.
	Students will evaluate adjunct members each semester and copies of the evaluations will be distributed to the proper department and division chairs.
	Adjunct faculty will be given library privileges, access to computers, and office space.
	Adjunct faculty have the protection of due process and access to the grievance procedure.
	Adjunct faculty will receive $900 per load unit.
	2.2.6.1 Evaluation of Adjunct Faculty

	Both new adjunct faculty and continuing adjunct faculty will be reviewed on a regular basis by the department chair in consultation with the Provost in the following manner:
	 First-time adjunct faculty will be reviewed during the semester they teach through at least one visit by and consultation with the department chair. In addition, the chair will receive student ratings on the first-time adjunct immediately after the ...
	 Continuing adjunct faculty, i.e., those who are hired more than once to teach the same course(s), will be reviewed on an annual basis. That is, the department chair will receive and review with the faculty member student ratings for the academic yea...
	2.2.6.2 Off-Campus Programs
	All faculty teaching off campus shall be given adequate compensation including, but not limited to reimbursement for miles traveled at the standard rate set by the College and standard adjunct salary as set by the College and/or compensation for off-s...
	appropriate review consistent with the Faculty Section of the Faculty and Staff Handbooks.
	Considerations for future programs
	 Faculty and administration will propose future programs in a cooperative manner;
	 Faculty will teach in such a program only with the joint consent of the Department chair, the Provost and the affected faculty member(s);
	 Faculty and administration will ensure appropriate staffing.
	It is noted that this policy does not cover any one specific program, but all programs in a general sense.
	2.2.6.3 Outstanding Adjunct Instructor Award Policy
	An Outstanding Adjunct Instructor Award will be given as a way of formally recognizing adjuncts who have maintained instructional excellence over an extended period of time in service to the mission of the college.
	The specifics are:
	 The award would only be presented in years when there are outstanding candidates;
	 The award recipients would be selected by the Provost and Division Chairs in consultation with faculty, staff and students;
	 The award would be presented at the Honors Banquet in the form of a plaque and would carry a small cash prize, for which private funding will be obtained.
	Effective 10-2011
	2.2.7 Termination

	Tenure is considered to be a continuous appointment to the faculty of the College. Termination of a tenured appointment may be affected by the College only for:
	 Cause,
	 Financial exigency, or
	 Discontinuance of a program or a department of instruction for academic rather than financial reasons.
	2.2.7.1 Termination for Cause

	 Moral turpitude, gross insubordination, or professional incompetence in the performance of duty shall justify for cause.
	 Blackburn College accepts the version of the 1940 Statement of Principles on Academic Freedom and Tenure (with footnotes) most recently endorsed by the American Association of University Professors and the Association of American Colleges.
	 When a tenured faculty member is subject to dismissal for cause, the procedures followed shall conform to the procedures set forth in the most recently approved version of the AAUP’s Statement on Procedural Standards and Faculty Dismissal Proceedings.
	2.2.7.2 Termination Under Conditions of Financial Exigency

	 Financial exigency may be declared by the Board of Trustees when, in its judgment, economies achieved through program redirection and/or other means have failed to reduce operating deficits to a tolerable level. The operating deficit will be conside...
	 A state of financial exigency lasts no longer than twelve months, unless it is renewed in accordance with the criteria specified in paragraph a above.
	 If the Board of Trustees declares financial exigency, the Planning and Budget Committees of the College may review the financial analysis leading to the declaration, and report the results of that review to the Faculty and Staff Assemblies.
	 If the financial analysis is not confirmed, a report may be forwarded to the Board of Trustees outlining points of disagreement and requesting a re-evaluation. If the financial analysis is confirmed, CAP will consult with and make recommendations to...
	 Prior to the termination of a tenured faculty member the College shall:
	o Have made a demonstrable good-faith attempt to reduce the size of faculty through attrition;
	o Have previously terminated or not reappointed part-time and nontenured faculty from all positions that the potential terminee is qualified to fill;
	o Have attempted to negotiate voluntary retirement with other tenured faculty whose positions the potential terminee is qualified to fill;
	o Have attempted to reach an agreement with the potential terminee regarding employment (and possible retraining) in some other position, teaching or non-teaching, within the College, in the event that such position exists;
	o Observe the seniority principle within departments; that is, the tenured faculty member to be terminated shall be that person within the department with the fewest years of service after efforts made pursuant to above, unless academic program needs,...
	 The tenured faculty member designated to be terminated shall be accorded the following rights:
	o Twelve months’ notice of their termination;
	o A hearing during the notification period before the College's Professional Relations Committee regarding compliance by the College Administration with conditions in the bullet points above. The burden of proof in such a proceeding rests upon the Col...
	 The tenured faculty who are terminated shall be accorded the following rights:
	o Receive severance pay of one month's salary for each year of service at the College. Payment may be in one lump sum or in monthly installments, depending on the option the faculty member chooses;
	o Receive an offer of re-employment with tenure and seniority as of the time of termination in the event that the College creates a position that is identical with or substantially similar to the one from which the former faculty was terminated, withi...
	o Have the option of continued participation in the College health and hospital insurance plan, at the terminee's expense, subject to the policy of the College, for one year following termination.
	2.2.7.3 Discontinuance of Program or Department not Mandated by Financial Exigency

	Termination of a tenured appointment, or of a probationary or special reappointment before the end of the specified term, may occur as a result of bona fide formal discontinuance of a program or department of instruction. The following standards will ...
	 A motion to discontinue a program or department of instruction, which would result in the termination of any appointment as specified above, may originate with the President or the division in which the appointment is made. The President will report...
	 The decision to discontinue formally a program or department of instruction will be determined by CAP, with the subsequent review and recommendation of the Faculty Conditions of Service Committee and final approval by the faculty.
	o The faculty approval will require a simple majority vote by a mailed secret ballot.
	o The decision to discontinue must be reached within one calendar year dating from the date of the President's initial report.
	o Notification of the intent to terminate a faculty position may occur simultaneously on the date of the initial report to CAP by the President.
	 The decision will be based essentially upon educational considerations. "Educational considerations" do not include cyclical or temporary variations in enrollment. These considerations must reflect long-range judgments that the educational mission o...
	 Notification of intent to terminate employment of a non-tenured faculty member because of a decision to discontinue a program or a department of instruction will be provided in accordance with the standards outlined in handbook section 2.2.5.7; simi...
	 Before the Administration terminates the employment of a faculty member because of formal discontinuance of a program or department of instruction, the institution will make an honest and reasonable effort to place the faculty member concerned in an...
	o One year's salary, or
	o One-ninth of one year's salary for each year of service at the College up to and including 18 years, except the payment shall not exceed the amount of salary the individual would be entitled to receive if they remained on the faculty until age 65.
	 A faculty member may appeal a proposed relocation or termination resulting from discontinuance and has a right to a full hearing before the College's Committee on Professional Relations. The hearing need not conform in all respects with a proceeding...
	 If the College decides to reinstate a discontinued program, the position of a terminated faculty member will not be filled with a tenure-track replacement within a period of three years after that faculty member's separation from the College, unless...
	2.2.7.4 Termination for Medical Reasons

	Termination of an appointment with tenure, or of a probationary or special appointment before the end of the period of appointment, for medical reasons beyond the 12 weeks of Family and Medical Leave Act (FMLA) time, will be based upon competent medic...
	2.2.7.5 Non-Reappointment

	For non-tenured faculty members, notice of non-reappointment shall be given in writing in accordance with the standards endorsed by the AAUP in their Statement on Procedural Standards in the Renewal or Nonrenewal of Faculty Appointments and Standards ...
	In the instance of an appointment made for a specific length of time, such as a one- or two-year appointment made as replacement for a person on leave, the letter of appointment shall state clearly the termination date and shall indicate that the posi...
	2.2.7.6 Academic Freedom

	Blackburn College accepts the most recently approved Statement of Principles on Academic Freedom and Tenure endorsed by the American Association of University Professors and the Association of American Colleges.
	2.2.8 Faculty Salaries

	The President, in consultation with the department and division chairs, makes recommendations on initial salary and salary increases to the Board of Trustees where applicable. The Board of Trustees makes final decisions on all salaries. Initial salari...
	Salary adjustments for continuing members of the faculty take account of changes in the cost of living and demonstrated merit in teaching, scholarship, and service as approved by the Board of Trustees.
	2.2.8.1 Overload Pay
	Blackburn’s overload pay rate will be a base of $900 per load unit.
	Effective beginning fiscal year 2012-2013; updated 2023.
	2.2.8.2 Summer Pay
	Blackburn’s summer pay will be a starting base of $900 (consistent with the adjunct/overload pay) per load unit with a minimum enrollment of 7. [Pro-rated pay will be negotiable with the formula 50/50.]
	Effective beginning fiscal year 2012-2013; updated 2023.
	2.2.9 Sabbatical Leaves

	Sabbatical leaves are granted to tenured faculty members so that they may engage in creative intellectual activities such as graduate study, research, writing, painting, and composing.  Sabbatical leaves will not be granted, however, to enable a candi...
	Full-time faculty are eligible for sabbatical after serving Blackburn for six full years since joining Blackburn or the last sabbatical. For full-time employees teaching part time to be eligible, they must have been employed full time at Blackburn for...
	Process
	CAP shall oversee the orderly review of requests for sabbatical leaves. The recommendations concerning the granting or denial of sabbatical leaves shall be based on the merits of the faculty member's proposal for the leave.  See below for Faculty Asse...
	Applications by the faculty members for sabbatical leaves shall be filed with, and in keeping with the format stipulated by, the Faculty Assembly before October 1, two years in advance of the proposed leave. If there are variables that could potential...
	Faculty members who are applicants for a sabbatical leave shall not participate in the decision regarding the granting of sabbatical leave, whether as a member of CAP or the Faculty Assembly, except to answer questions posed by other members. To this ...
	CAP shall forward approved applications to the Faculty Assembly, which may ask applicants to respond to questions and may ask applicants to present a summary to the Assembly.
	A faculty member whose application is not approved by CAP or Faculty Assembly may appeal the decision to the Professional Relations Committee. In this event, the applicant submits to Professional Relations a rationale for review of the decisions no la...
	All applications will be reviewed. In situations where more sabbatical applications are approved by CAP, Faculty Assembly, and the Board than will be funded by the Board of Trustees, approved applicants will be prioritized within that year based on ye...
	After Faculty Assembly approves an application for sabbatical leave, the Chair of Faculty Assembly will inform, in writing, the chair(s) of any department and division which offers a course normally taught by the faculty member applying for a sabbatic...
	Final approval of sabbatical leave requests is made by the Board of Trustees. Faculty members engaged in a sabbatical cannot take assignments for which they receive compensation unless the assignment is directly related to the purpose of the sabbatica...
	Upon return from the sabbatical leave, faculty members shall receive the benefit of any salary increases made during their absence and shall retain all previous privileges and seniority rights to which they would otherwise be entitled. The faculty mem...
	Prior to the granting of sabbatical leave, the faculty members shall execute a written agreement with the College providing that on termination of such leave, they will return to the service of the College for a period of at least one year. If anythin...
	In the semester following the termination of the sabbatical leave, CAP will ask the faculty member to give a presentation to the faculty about the sabbatical project.
	Guidelines for Sabbatical Leave Application
	The Faculty Assembly requires that sabbatical leave applications be organized under the following headings and provide sufficient detail to enable members to understand the projected study plan and its scope:
	1. What are the projected beginning and ending dates of the proposed leave?
	2. Where will you be located during the leave?
	3. What is the "study, research, writing, painting . . . composing" you will undertake if this leave is granted? Include a discussion of the particular topics, issues, problems, or hypothesis on which you will be working.
	4. Will the study build on past work or will you be exploring new directions in your scholarship?
	5. Can the projected study realistically be completed during the period of the sabbatical leave? If not, what plans do you have to complete the work subsequently?
	6. What plan(s) have you made for undertaking this study? Please describe such factors as exploratory correspondence with institutions where you plan to study, particular scholars with whom you wish to work, the availability of archival materials, sci...
	7. In what ways and in what areas will the proposed sabbatical leave improve your teaching at Blackburn, either directly or indirectly? How will your proposed study relate to your courses or to your research? Do you expect publishable work to result f...
	2.2.11 Teaching Load

	The normal teaching load averages twelve (12) semester hours per semester for lecture courses. However, there may be exceptions from this general rule, as for example in art, music, theater, physical education activity courses, and laboratory courses ...
	In all cases, the load should reflect as much as possible equity of work among the faculty. Where loads are unusually light, special assignments may be made. No teaching overload will be assigned without the professor’s consent. Where overloads occur,...
	The Conditions of Service Committee shall consider any unresolved disagreements over teaching load that may occur between individual faculty members and the administration of the College. The Conditions of Service Committee shall make its recommendati...
	2.2.12 Faculty Attendance

	Members of the faculty are expected to attend the Baccalaureate Service, Commencement exercise, and Faculty Assembly meetings. The Office of the President should be notified in advance of any necessary absence. A member of the faculty who wishes to be...
	Academic regalia shall be worn at Baccalaureate and Commencement. Faculty members who do not own their own gowns and hoods and caps may rent them through the Campus Store.
	2.2.13 Evaluation of Teaching Effectiveness

	Blackburn College has a responsibility to encourage a positive institutional attitude or ambiance at every point of the evaluation and professional development processes. It can do this by encouraging interdisciplinary relationships, egalitarianism, c...
	All students in each class will be provided with an opportunity to write an in-depth evaluation of the course at the end of the semester. To this end, a course evaluation form will be used in all classes by all faculty.  This is mandatory.
	It is recommended that, in addition to these formal procedures, departments and/or instructors develop their own survey form at mid-term to provide instructors with student perceptions of the course. This data would aid instructional improvement by pr...
	As part of their duty to maintain “high academic standards,” department and division chairs shall have access to, and may review, course syllabi and quantitative student evaluations for their respective departments and divisions. When problems relatin...
	Department and division chairs will conduct at least one teaching observation per semester of all pre-tenure faculty in their department/division.
	 Before the observation, they will request and review syllabi and relevant assignments.
	 During the observation, they will use the college’s Teaching Observation form (see Appendix 2F) to make notes.
	 After the observation, they will meet with the faculty member to discuss the observation, including teaching materials provided and observation notes made. The purpose of this conversation is to provide the candidate with feedback to improve their t...
	 Department chairs will conduct at least one teaching observation per semester of all adjunct faculty in their first year of teaching at Blackburn; frequency of observation thereafter will be at the discretion of the department.
	 Before the observation, they will request and review syllabi and relevant assignments.
	 During the observation, they will use the college’s Teaching Observation form (see Appendix 2F) to make notes.
	 After the observation, they will meet with the faculty member to discuss the observation, including teaching materials provided and observation notes made. The purpose of this conversation is to provide the candidate with feedback to improve their t...
	The Provost receives summary reports of the Blackburn College Course Evaluation Forms, copies of course syllabi, representative assignments/exams, and the Annual Summary of Professional Activities and can comment on and discuss their implications on a...
	The Provost also has a responsibility to help supply a remedy in cases where “serious professional incompetency” (see handbook section 2.2.7.1 for reference to incompetency) could become a problem. In these or related cases (e.g., complaints about the...
	Revised by Faculty Assembly 4-2022
	2.2.14 Post Tenure Review (PTR)
	2.2.14.1 Purpose


	Given these purposes, the PTR Program will adhere to the following principles:
	 dismissal. Other formal disciplinary procedures exist for that purpose”;
	2.2.14.2 Criteria

	For descriptions of how fulfillment of these criteria might be established, please see Appendix 2G.
	2.2.14.3 Process
	2.2.14.4 Appeal

	If the faculty member has been unsuccessful, they can file an appeal no later than April 30 of the review year. The Provost’s recommendation and the President’s decision are appealable to the Professional Relations committee. In this event, the Review...
	2.2.14.5 Review Committee Structure and Purpose

	The Tenure Committee will review post-tenure review applications.
	Approved by the Board 10-2019, revised November 2023, revised and approved February 2024
	Dr. Angie Morenz in AY 2028-2029
	2.2.15 Criteria for Faculty Positions

	The need to embark on a search for tenure-track faculty positions can arise from three different kinds of situations: the filling of lines that have been vacated through retirement and faculty leaving the college, new lines to meet demonstrated need i...
	Filling an Existing Faculty Line
	When a faculty member retires or exits the college leaving a vacant faculty line, the department must submit a proposal to CAP explaining the necessity of filling the position. Proposals should be submitted as soon as the department chair becomes awar...
	1. An explanation of how filling the position is necessary to support General Education, the department’s majors/minors or any other majors/minors outside of the department, and/or professional programs.
	2. Data supporting the need to fill the position. These data should include:
	o current numbers of majors/minors in the department;
	o the projected course load for the position;
	o course enrollments for the past 2 years and projected course enrollments for the upcoming 2 years of the program;
	o impact on department use of adjuncts.
	3. Additional responsibilities outside of teaching that explain the necessity of filling the position, such as advising load, administrative duties, coverage of content areas fundamental to the discipline, etc.
	4. Any additional information that supports the necessity of filling the position, such as the potential for enhancing the program by filling the position.
	If CAP determines that the line does not need to be filled, or that the proposal does not meet the criteria, then the line will be open for other departments to submit a proposal to secure it under the category of a new line, using the Criteria for a ...
	Creating a New Faculty Line
	When a program or Department demonstrates a need, academic or otherwise, for a new faculty line, the program or department must submit a proposal to CAP explaining the necessity of developing a new faculty line.
	New faculty line proposals must be submitted to CAP by April 1 to be considered for initiating a search in the upcoming academic year.  If the proposals are approved by CAP, they will be recommended to the President for final approval. The proposal mu...
	1. Statement of need that justifies the creation of a new faculty line, including anticipated impact on the department (e.g. courses the new faculty member would teach, advising responsibilities, new coverage areas being added to the department, etc.).
	2. Data supporting the need for a new faculty line. These data should include:
	o current numbers of majors/minors in the department;
	o the projected course load for the position;
	o course enrollments for the past 2 years and projected course enrollments for the upcoming 2 years of the program
	o impact on department use of adjuncts.
	3. An explanation of potential financial impact on the College (e.g. revenue bearing, helping to reduce the number of adjunct faculty hired, etc.).
	4. Any additional data or reasoning for the creation of an additional faculty line.
	Proposals should be submitted in a manner that allows for careful consideration and discussion; however, if grant funds are required to support or the timeline for funding is limited, expediency is important.
	New line to generate revenue
	When an opportunity is presented for creating a new faculty line to generate revenue, the department (or academic program) must submit a proposal to CAP explaining the necessity of filling the position and the relevance of the revenue stream to the co...
	1. A job description outlining specific teaching responsibilities, service to the college, and fundraising/grant writing responsibilities or administrative responsibilities.
	2. A clear explanation of revenue streams (e.g. available state or federal funding, viable market to generate revenue, etc.), including a pro forma or financial model that illustrates potential revenue gain.
	3. Provide national or local data to support the projected revenue.
	4. An explanation of how the new position may impact existing faculty loads.
	5. A rationale of consistency with institutional mission.
	6. A plan for marketing and enrollment strategy (i.e. have you thought through where the students are going to come from).
	Approved by Faculty Assembly 2-2022
	2.3 Academic Policy and Procedure
	2.3.1 Class Attendance and Excused Absences


	Instructors are expected to meet their classes as scheduled. When an absence occurs, the Office of the Provost must be informed and that office will post notices outside the appropriate classrooms, and the Work Office must be notified. In the event of...
	Students are expected to meet the requirements of attendance set by an instructor. There is no uniform College policy concerning the number of permissible absences. Each instructor should make explicit to each class the number of absences without pena...
	When students are absent for officially approved reasons, they are responsible for the work missed and the professor shall enable the student to make up the work missed, including the taking of make-up examinations. See handbook section 1.10.3 for an ...
	2.3.2 Assignment of Classrooms

	The Records Office makes the assignment of classrooms. Special considerations concerning particular rooms for certain kinds of classes should be communicated to the Records Office well in advance of the scheduling of classes for the next semester.  Cl...
	When, in the judgment of the instructor, the teaching or learning situation may be enhanced, other appropriate sites (such as faculty homes) may be chosen and announced for occasional meetings. Such changes are to be reported to the Records Office so ...
	2.3.3 Assignment of Faculty Offices and Faculty Office Hours

	The Provost makes assignments of offices for teaching members of the faculty. A schedule of faculty class assignments and office hours is filed in the Office of the President. A similar schedule should be posted on the door of each faculty office. Fac...
	2.3.4 Registration Procedures

	The Registrar shall announce the time, place, and arrangements for course registration and shall inform the faculty of procedures and relevant policies. Faculty advising for freshmen is done at scheduled hours and faculty members are asked to be in th...
	2.3.5 Cancellation of Small Classes

	The faculty has adopted the following policy with regard to cancellation of small classes: Classes with fewer than five students shall be dropped unless they are required for a major or minor. If the small enrollment continues for more than two years,...
	2.3.6 Double Instruction Period

	The Double Instruction Period is a period scheduled at the end of each semester. No examinations are to be administered to classes during the last regular week of scheduled classes in lieu of the final examination. Even if a final exam is not administ...
	The Provost must approve exceptions to this policy in advance.
	Blue books for final examinations may be obtained from the Campus Store. A few copies are kept in the Records Office for emergencies.
	2.3.7 Posting of Grades
	Faculty are permitted to post grades at any time during the semester in a manner consistent with federal law.
	2.3.8 Grade Appeals

	Students who wish to appeal a course grade must do so no later than 5 p.m. on Reading Day the semester following that in which the grade was received. Students may appeal a grade on the basis of a belief that the instructor either made an error in the...
	 student’s appeal has no merit and the grade should stand;
	 grade should stand but that the faculty member in question should be advised to improve grading policies and practices; or
	 grade in question is inaccurate or unfair, and the instructor should submit a revised grade.
	CAS will report its findings to the Provost, who will then review the report and recommendations, ensuring that all parties receive formal notice of the disposition of the case. A student may appeal the decision of CAS only on the grounds that fair pr...
	If after all reviews it is found that an instructor should change a grade and they refuses or are unable to acknowledge it and change it appropriately, the Provost, representing the authority of the faculty on academic matters, may, on the basis of th...
	All instructors should keep grade books and any other records of evaluation supporting student grades available for at least one full semester beyond the term in which the grades were posted. These records must be accessible to the Provost, division c...
	2.3.9 Textbook Orders and Procedures

	The Campus Store upon request to the Campus Store Manager stocks textbooks and supplementary books for classes. Instructors may request the Campus Store to stock titles or paperback books that are relevant to their subject area. Forms are distributed ...
	2.3.10 Student Assistants

	Faculty members often supervise students participating in the Blackburn College Work Program. In this role, faculty members serve as teaching supervisors of their student workers and assistants and in that capacity:
	 Provide adequate instruction, training and appropriate working conditions for the performance of the student(s)’ duties.
	 Put themselves forward as positive models.
	 Provide opportunities to students so they can work in an environment that complements the College’s mission and values.
	 Assure that the duties assigned to student workers are appropriate and necessary, and supportive of student learning and development.
	 Establish professional relations and communicate effectively with the student managers in the fulfillment of their work responsibilities.
	 Adhere to the work program guidelines including the verification of student work hours, evaluation of student work performance each semester, and use of the work warning system to document unacceptable student work behavior.
	2.3.11 Faculty Advisory System

	CAP is responsible for the advising program, including both the special freshman advising program and the advising of students by their major professor after the freshman year. Therefore, the records will be kept by the Provost with the assistance of ...
	Changes in major will be processed in the Records Office. All of the mechanics of maintaining procedures, etc., will continue to be under the supervision of Provost with the Records Office.
	The student is primarily responsible for planning their course work to meet the requirements for the Bachelor of Arts degree. Faculty members are encouraged to check periodically on the fulfillment of graduation requirements, and to make it a matter o...
	Faculty advisors should adhere to the guidelines presented in the current Blackburn College Academic Advising Handbook. All students who register for fall classes are asked to complete the advising questionnaire, a campus-wide survey of academic advis...
	2.3.12 Limitation on Class Size

	If a department feels that the enrollment should be limited in a class, the department chair requests CAP to establish the limit.  In this request, the limit should be specified, the reasons why the limit should be set, and the order of priority in pe...
	Upon approval by CAP, the limit will be regularly listed in the schedule of classes.
	After registration is completed, the Registrar will employ the priority established by the department chair in determining which students will be permitted to take classes where an excess enrollment is present.  These students will be notified that th...
	2.3.13 Low Enrollment Course Policy
	If a course has an enrollment of fewer than five students for a given semester, the Provost, in consultation with the Division Chair, Department Chair and Registrar shall determine before the start of classes whether the course will be offered or drop...
	If the low enrollment continues for at least three consecutive offerings, CAP will consult with the appropriate Department Chair to develop recommendations about possible changes in the course, the curriculum, or academic policy. A course identified a...
	2.3.14 Midterm Grade Reporting

	All advisors need to pay close attention to midterm grades and follow-up immediately with advisees who have any poor grades. All students should receive a midterm grade for every class. Midterm grades should reflect what the instructor would assign th...
	2.3.15 Incomplete Grades

	Incomplete grades may be given at the discretion of the faculty member when in the judgment of the faculty member an incomplete serves some sound educational purpose. The faculty member must state the educational purpose being served when awarding the...
	2.3.16 Procedures for Consideration and Adoption of Curricular Proposals

	The following procedures are to be followed with respect to the consideration and adoption of curricular proposals.
	 If the proposed change has the unanimous support of the department, it shall be submitted to CAP.
	 If the proposed change does not have the unanimous support of the department, it must be submitted to the division for consideration. If it receives a majority support from the division, it is submitted to CAP.
	 If the proposal does not receive a majority support of the division, it is to be returned to the department for reconsideration. Upon reconsideration, the department may:
	o Decide to drop the proposal, or revise it and submit it to the division.
	o If a revised proposal has unanimous support of the department, it can be submitted directly to CAP.
	o If a proposal does not have a majority support of CAP, it is to be returned to the department or division which submitted it with suggestions for its revision.
	If a proposal from the department does not have majority support of CAP, the department may submit the proposal to the division for consideration. If two-thirds of the division votes in favor of the proposal, it will be brought to the floor of the fac...
	Any proposal from a faculty member or department, separate from CAP or the administration, to establish or eliminate a major must be submitted to the division and shall move on to CAP only with two-thirds support from the division. See Appendix 2I for...
	2.3.17 Non-Standard Course Proposals
	Philosophy. Blackburn College is a residential undergraduate institution dedicated to student learning and development as part of a community of learners and doers. Professional research and Blackburn's historical values both strongly support the impo...

	Emergency. It is understood that in the event of emergency non-standard course delivery arrangements may be undertaken as a way of sustaining the ongoing academic work of the college. Such instances are understood to be temporary and not indicative of...
	Timing. Current course offerings that rely on non-standard formats will not be subject to new reviews, though all should be considered subject to the principles articulated in point 1, above.
	Approvals.  When existing courses are anticipated to use a non-standard course format the Department Chair, Division Chair, and Provost should all review and agree that the proposed format is the most appropriate way to support the achievement of stud...
	2.3.18 Course Syllabi and Final Examinations

	Faculty members are required to submit a syllabus and final examination for each course they teach.  Copies of all syllabi are to be provided to the Provost at the beginning of the course.
	All syllabi are to contain:
	 date of the syllabus;
	 College name;
	 office location, phone number of the instructor;
	 course prefix number, title;
	 number of credit hours and contact hours; also, studio and lab hours, if appropriate;
	 course or catalog description;
	 course objectives;
	 topic outline, where appropriate;
	 methods for evaluating student performance;
	 texts to be required;
	 required reading lists; optional or supplemental readings; and
	 attendance policy.
	2.3.19 Academic Probation and Suspension
	Academic Probation: Students will be placed on probation when their cumulative grade point average is less than the minimum stated below at the end of the semester. A student in the first three semesters of college attendance shall not, however, be pl...
	Starting with the fourth semester of college attendance, the student must achieve the minimum cumulative GPA of 2.0 to remain in good standing. The student will remain on probation until the student’s average is above the minimum indicated and/or unti...
	Students on academic probation may not enroll in more than 15 semester hours without the consent of the Provost. Although the College may release a student from probation, rules of financial aid are sometimes more stringent. A student may be in good a...
	In the event a student receives one or more Incomplete grades, academic standing will be determined by the grade point average in courses completed.
	First Semester         Second Semester   Minimum Cumulative GPA Minimum Cumulative GPA
	First Year  1.6    1.8
	Second Year  1.9    2.0
	Third Year  2.0    2.0
	Fourth Year  2.0    2.0
	Students on academic probation may not participate on any intercollegiate athletic team. Transfer students are expected to meet the standards for both suspension and probation according to the total number of full-time college semesters attempted at a...
	Academic Suspension: If a student earns less than a 2.0 average in a given semester and has a cumulative grade point average less than the minimum stated below, the student shall be suspended from the College for at least one semester unless granted r...
	In the event a student receives one or more Incomplete grades, academic standing will be determined by the grade point average in courses completed.
	First Semester          Second Semester   Minimum Cumulative GPA Minimum Cumulative GPA
	First Year  1.0    1.4
	Second Year  1.6    1.8
	Third Year  2.0    2.0
	Fourth Year  2.0    2.0
	A student who receives less than a 1.0 average during a given semester will be suspended at the end of that semester–whether or not on probation during that semester. Students wishing to be readmitted after being on academic suspension must submit an ...
	Passed by Faculty Assembly 4-2022
	2.3.20 Administrative Withdrawal Policy
	The Provost, in consultation with the Dean of Students, Dean of Work, and Athletic Director, may administratively withdraw a student who is exhibiting significant problems in one or more areas across campus. Examples include, but are not limited to, l...
	When such failure is reported to the Provost, the Provost shall communicate with each of the student’s instructors to determine whether the student has demonstrated or failed to demonstrate a serious academic effort, as defined above. The Provost will...
	Prior to any decision, the Provost will schedule a meeting with the student to discuss the findings and consult with the student about the circumstances and the possible consequences. In the event of an administrative withdrawal, students may lose eli...
	In the event of a decision to withdraw a student, the student may, within 24 hours, appeal to the Committee on Academic Standing solely on the basis of procedural error. The Committee may either uphold or reverse the decision of the Provost.
	Students administratively withdrawn retain the right to petition the Committee on Academic Standing for readmission in a future semester
	2.3.21 Faculty Access to Student Academic Records

	The Legal Guide for Admissions and Records Officers, published by the American Association of Collegiate Registrars and Admissions Officers specifies the following:
	Only those faculty and employees of the educational institution who have "legitimate educational interest” in the student’s records should be permitted access.
	The interpretation of "legitimate educational interest" is left to the institution and to the person given responsibility for keeping the records to define.
	The Guide also states that an "educational institution is liable for the actions of its agents when those agents are acting within the scope of their authority. An employee not acting within the scope of his or her authority can be sued and found pers...
	In order to protect the rights of the students and to enable the Registrar to discharge responsibilities in an ethical manner, the following guidelines will be followed:
	 A faculty member who wishes to obtain academic information concerning an individual student should consult the faculty advisor of that student. The advisor is given all pertinent academic information for the student, and should be able to judge the ...
	 A faculty member who wishes to obtain academic information for a number of students should prepare a written request for information for the Records Office. This request should be specific in the items of information needed and the students to be re...
	 Written requests for information should be submitted enough in advance to make it possible for the Records Office personnel to collect the information.
	 Students' folders will not be made available to faculty members on a routine basis. These folders can contain non-academic information of a confidential nature and should be kept confidential. See handbook section 1.7.15.
	2.3.22 Entertaining Students

	As one means of helping faculty members provide opportunities for informal contact with their students, faculty will be reimbursed for expenses they incur in entertaining students. The fund is limited to $60 per faculty member for the academic year; i...
	2.3.23 Intellectual Property

	The College supports the development, production, and dissemination of intellectual property by its faculty members. Intellectual property created, made, or originated by a faculty member shall be the sole and exclusive property of the faculty, author...
	 The College expressly directs a faculty member to create a specified work, or the work is created as a specific requirement of employment or as an assigned institutional duty that may, for example, be included in a written job description or an empl...
	 The faculty creator has voluntarily transferred the copyright or patent, in whole or in part to the institution.  Such transfer shall be in the form of a written document signed by the faculty creator.
	 The College has contributed to a “joint work” under applicable state or federal law. The institution can exercise joint ownership in this way when it has contributed specialized services and facilities to the production of the work that go beyond wh...
	Funds or valuable considerations received by the faculty member from the sale of intellectual property owned by the faculty author or inventor shall be allocated and expended as determined solely by the faculty author or inventor. Funds or valuable co...
	2.3.24 Definition of a Credit Hour

	The following table defines how the student credit hours are determined for the various forms of classes at Blackburn, as required by HLC. The chart specifies the ratio between the clock hours the course meets and the credit hours awarded. For example...
	The clock hours are based on the common definition of 50 clock minutes = one clock hour. For every hour of class time typical students will work two hours outside of class for one hour inside of class.
	2.3.25 Program Review

	As part of their duty to maintain “high academic standards,” departments will conduct program review as described below.
	2.3.25.1 Program Review Purpose
	Blackburn College charges all of its departments with program review. Program review is a periodic examination of the current activities, performance, needs, and opportunities for the program in order to develop a strategic plan for the future. The re...
	2.3.25.2 Program Review Process
	Academic program reviews will take place on a seven-year cycle in accordance with the schedule shown at the end of this document. Should a department decide to conduct a major revision in the program, the Chair may request that the Program Review be m...
	2.3.25.3 Program Review Year Timeline
	August: Department Chair and department members who will be integrally involved with the review attend the program review orientation meeting. Work begins on the self-study report.
	September: By September 1, Institutional Research provides the department chair with the Standard Data Package for the department.
	Sept.–Nov.: The Provost meets periodically with the Department Chair to discuss information provided in the self-study and address any questions or concerns. By October 1, the Provost and Department Chair select external reviewers and issue formal inv...
	Dec.–Jan.: By January 15, the Department Chair provides the completed self-study report to the  Provost and provides a tentative site visitation schedule to the Chair of the Assessment Committee. Once the self-study is accepted by the Provost, the Cha...
	Feb.–Mar. Once the self-study is approved and no later than one week prior to the arrival of the external
	Reviewers, the Chair of the Assessment Committee mails the self-study document, visitation schedule,
	and campus map to the external reviewers and sends them an electronic copy of the self-study document. External reviewers’ site visits are conducted. External reviewers’ written report is due two weeks after conclusion of the campus visit.
	April–May: Department Chair may submit written response to the external review report and/or to the Assessment Committee report.
	April, May, or August: The President, Provost, Department Chair, and department faculty may meet to discuss program review findings and agree upon the strategic plan moving forward.
	In the second and following years after the program review, by August 31 the department chair will submit to the Provost a summary of progress on the departmental strategic plan. This document will be the basis for a conversation with the President an...
	2.3.25.4 Program Review External Review Process
	Nomination and Selection of External Reviewers: The review team will consist of two external reviewers.  At least one must be faculty in a same or similar program at another institution of higher education; the other may be professionally employed in ...
	As these reviewers provide insight on programs from the perspective of outsiders who have expertise in program content, the Department Chair and Provost should keep the following in mind:
	 An external reviewer should hold a terminal degree in the requisite discipline. For programs such as the Work Program, study abroad, and library, the reviewers should have an academic appointment in a comparable position.
	 Peer reviewers should be experienced academics who understand College operations and undergraduate education; who are able to realistically evaluate the program’s operations, plans for growth and development, and professional activities of faculty m...
	 Please avoid former mentors or close personal friends of faculty members, as well as former Blackburn employees.
	 Normally, reviewers should be selected from institutions within a couple hundred miles of Blackburn.
	Scheduling/Coordination of the Visit: The Department Chair/Program Director arranges a detailed schedule for the visit. Depending on the size of the department, the reviewers’ campus visit generally lasts for 1 to 2 days; both reviewers should be sche...
	 Meeting with Provost (early in the first day);
	 Immediately prior to or after the meeting with the Provost, completion of IRS W-9 form with Human Resources;
	 Meeting with all full-time faculty;
	 Meeting with adjuncts and other non-tenure- track faculty;
	 Meeting with students in the program;
	 Optionally visiting at least one class taught by a member of the program;
	 Touring all relevant physical facilities to view facilities, equipment, technology resources and support, and other external resources;
	 Visiting with any relevant programs or staff that support the program under review, including library, career services, academic support, international studies (as appropriate); and
	 Exit briefing with the Provost and the Department Chair
	When beginning to craft the visitation schedule, the Department Chair should consult with the administrative assistant for the Provost to determine appointment times for the reviewers to meet with the Provost. Once the appointments with the Provost ha...
	Travel Arrangements should not be finalized until the program review report has been approved by the Provost. The Assistant to the Provost, in collaboration with the Department Chair, is responsible for securing lodging for the external evaluators. Re...
	Preparing the External Reviewers’ Report: External reviewers should read and analyze the program’s self-study before the site visit.  Informed by this document, they can evaluate the program firsthand while visiting the campus. Following the external ...
	 Part I: General Observations and Comments:  Based on an analysis of the self-study and site-visit findings, these observations and comments should address curriculum, assessment and achievement of student learning outcomes, faculty, students, facili...
	 Part II: Strengths of the Program:  Brief summary of what are seen as the program’s major strengths
	 Part III: Weaknesses or Internal Challenges Facing the Program: Brief summary of what are seen as the major weaknesses and/or internal challenges facing the program
	 Part IV: External Threats or Challenges Facing the Program: Brief summary of what are seen as the major external threats and/or challenges facing the program.
	 Part V: Opportunities for Program Enhancement and/or Growth: Brief summary of what are seen as the major internal and external opportunities for program improvement.
	 Part VI: Recommendations: Comments that provide further direction, suggestions to improve any aspect of the program, and recommendations that may or may not require new resources. The report may note recommendations that have been shown to be effect...
	 Part VII: Other Relevant Commentary: Optional–to be included at the discretion of the reviewers.
	The external reviewers should submit their written report electronically to the Provost and the Department Chair no later than two weeks after the conclusion of the site visit. The honorarium will be paid upon receipt of the completed report.
	The department may submit to the Provost a written response to the External Review.
	2.3.25.5 Program Review Self-Study Questions and Format:
	Externally Accredited Programs: If the program has undergone a comprehensive self-study for accreditation by an external agency or board within the past five years, then the program should:
	1. Submit the most recent external accreditation self-study,
	2. Address only those prompts in this self-study document that are not addressed in the self-study prepared for the department’s external accreditors, and
	3. Respond to the following questions ---
	o What were the outcomes of the last accreditation review?
	o What is the implementation status of any requests made by the external accreditors? When is the next accreditation review?
	Programs That Are Not Externally Accredited:  The program should respond to the following questions. Self-study reports should be no more than 20 single spaced pages in length exclusive of appendices, font size should not be less than 10, and pages sh...
	1. How do you know you have (a) quality program(s)? Possible indicators include:
	o Assessment results (including in-house and/or nationally-normed test data such as from an ETS Field Test as applicable)
	o Reports from graduates and/or employers and/or graduate schools, etc.
	o Comparisons of your program(s) with those at peer or aspirant schools (please provide the rationale for selecting the institutions in your comparison group.)
	2. What are the program’s current strengths and weaknesses?
	3. What are the program’s challenges and opportunities, especially focused on the next seven years?
	4. What should the program look like in seven years?
	o Describe the program faculty’s vision for the program.
	o Explain how the goals associated with this vision fit into the College’s strategic plan
	o Outline the strategies the program faculty has for achieving this vision; please affix a time frame for accomplishing each of the strategies.
	o Identify resources needed to implement each strategy and, when possible, suggestions how these resources may be acquired.
	As the program faculty address the strategic vision in the above four questions, consider the following prompts. Please include in your report only those responses which provide important context and/or insight. Not all the prompts below need to be ad...
	1. Program Demand & Enrollments
	o What evidence is there to demonstrate current or future demand for the program?
	o What are current and anticipated enrollments?
	o Is the program offered at the level necessary to demand? Could a minor fulfill the needs and mission of the college and its constituents?
	o What are the enrollments in the program’s courses that are required for other programs? I.e. – do other major, minor, or general education requirements add enrollments to your program’s courses?
	o How is academic advising used to support student success?
	2. Program Characteristics & Requirements
	o What is the percentage of instruction covered by adjuncts or part-time faculty?
	o What is the overall level of preparation of the students who enter the program?
	o What percentage of students who enter the program successfully complete it? How many of your new majors graduate within 4 and 6 years?
	o How is the curriculum regularly reviewed for scope, sequence, and integration of student learning from start to finish?
	o To what degree has the program taken advantage of advances in technology to support and enhance learning?
	o How current are any equipment and materials necessary to support the program?
	o What is the degree of modernization of laboratories or facilities needed to ensure that students in the program are well prepared?
	o How adequate are library and related resources available to support the program?
	o Is the critical mass of faculty and staff available to ensure that the program can provide the learning opportunities they are promised?
	o What specific resources would be required to bring the program to the next level of quality (competitive with aspirant programs)?
	3. Program Size & Outcomes
	o How many students does the program serve?
	o How many faculty members directly contribute to the program?
	o How many staff and student workers directly contribute to the program?
	o How many majors, minors, or certificates have students earned in the program in the past 5 years?
	o How successful are program graduates in obtaining employment in their field of study?
	o How successful are program graduates in seeking admission to graduate and professional school?
	o How well do program faculty perform on measures of teaching effectiveness?
	o In what scholarly, creative, or service activities do program faculty engage that bring recognition to the program and the college?
	o How clear and strong is the evidence that majors are gaining the knowledge and skills defined as essential for the major? (Include assessment data from all components of the program, including samples of senior seminar projects.)
	4. Program & College Mission
	o How central is this program to the mission of the college?
	o How is this program related to the success of other programs?
	o Does the program provide unique opportunities or services to the larger community served by the college?
	o Does the program help distinguish the college from peer or competitor institutions?
	5. Program Opportunities
	o What opportunities for improvement and strengthening not yet achieved or considered by the college are possible for this program?
	o Could restructuring improve or strengthen the program (e.g. combining or collaborating in new ways with other programs, including programs at other institutions)?
	o What is the best and most realistic scenario for the future of the program to maximize its potential to serve students and distinguish the college under current circumstances?
	o How have assessment results been used to strengthen student learning or adapt to student needs?  Examples might include curriculum revisions; changes in pedagogy; changes in course sequencing; modification and/or additions to student learning outcom...
	Appendices:  Appendices must include the following:
	 Degree Planning Sheets
	 The full Institutional Research data package showing course enrollments, academic advising loads, numbers of majors/minors, and number of graduates with a major or minor in the program for the last five years. For programs offering multiple speciali...
	 Course substitutions for the last five years (or for the number of years that can be provided, not to exceed five years).
	 Your program’s most recent assessment plan and annual assessment report.
	 Current curriculum vitae of full-time faculty.
	 If applicable, collaborative or articulation agreements for your program with other colleges or universities
	 If applicable, a list of Advisory Council members, noting their profession/occupation and employer.
	The self-study may include additional materials in the appendices, but please clearly indicate their relevance to the program review.
	Program Review Schedule
	Approved by Faculty Assembly 10-20
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	In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College communi...
	3.1 Changes to the Staff Handbook

	Changes to the Staff Handbook will be made as needed pursuant to official actions that modify existing policy and procedure.
	Proposals for changes to the Staff Handbook may originate in any staff committee or any body having responsibility for areas of campus life covered in this section. The normal path these proposals should take is as follows: When a proposal is develope...
	All proposed revisions to the Staff Handbook are to be sent to the Office of the President, which office will keep track of and make needed revisions and maintain historical handbook files. Revised pages will make official notification of changes to t...
	3.2 Operations of the Staff Assembly

	See handbook section 1.6.4.1.
	3.3 General Employment Information
	3.3.1  Definitions
	3.3.1.1 Employee


	An applicant who is hired by the College to work for a salary or wage. Generally, students participating in the Work Program are not considered "employees", except for purposes of Workers' Compensation insurance. If, however, a student is hired for pa...
	3.3.1.2 Full-Time Employee

	An employee is considered as "full-time" when they are hired for a regular position that normally requires more than 30 hours of work per week.
	3.3.1.3 Part-Time Employee

	An employee is considered as "part-time" when they are hired for a regular position that normally requires up to 30 hours of work per week.
	3.3.1.4 Temporary Employee

	An employee is considered as "temporary" when they are hired for a position that is temporary in nature; hours of work per week may vary. "Temporary" is defined as less than 32 weeks per calendar year. For purposes of this section all policies/procedu...
	3.3.1.5 Salary

	Compensation for services of an employee. An employee's salary is often expressed as an annual amount based on a certain number of hours, if the position is non-exempt. However, termination before completion of an annual term will result in prorating ...
	3.3.1.6 Benefits

	Those employment-related payments made by the employee and/or College for mandated and non-mandated deductions/withholdings/payments, other than salaries/wages.
	3.3.1.7 Mandated/Non-Mandated Deductions/Withholdings/Payments

	"Mandated" are those that are required by law, e.g., social security taxes; "non-mandated" are not required by law, e.g., disability insurance premiums.
	3.3.1.8 Exempt Employee (often referred to as "salaried personnel")

	An employee who by virtue of their position description is exempt from certain provisions (such as eligibility for overtime pay) of the federal Wage and Hour law. Such an exemption is usually granted to certain supervisory personnel, professionals (su...
	3.3.1.9 Non-Exempt Employee (often referred to as “hourly personnel”)

	An employee who by virtue of their position description is not exempt from certain provisions (such as eligibility for overtime pay) of the federal Wage and Hour Law.
	3.3.1.10 Hiring/Employment Relation

	Only the President has authority to hire, or terminate the employment of, anyone at Blackburn College.  Illinois is an "at will" employment state. This means that, unless an employment contract has been made by the President, any employment situation ...
	3.3.1.11 Position Descriptions

	There will be a written position description for each employment position at the College. Such descriptions should be updated at least tri-annually. All position descriptions and subsequent updates are to be forwarded to the President for approval and...
	3.3.1.12 Evaluations

	All employees have the right to an annual evaluation of their job performance.  These evaluations will include a look-back at past performance and goal setting for the future.  Evaluations will be conducted by each employee and their supervisor using ...
	3.3.1.13 Contracts

	Non-faculty employees are issued hire letters, not employment contracts. No contract is intended to be expressed or implied by this manual or any other written or verbal statements made by College officers, trustees, or others.
	3.3.1.14 Salaries

	Salaries are based on education, qualifications, experience, and prevailing rates for the position in this area. The Board of Trustees makes final decisions on all salaries.
	a. Each year all salaries are reviewed. Adjustments to individual salaries are made on the basis of merit, longevity, and financial condition of the College.
	b. Individual salary information is confidential and will not be shared (by anyone) with others, except as may otherwise be required by law.
	3.3.1.15 Work Week

	The College work week is normally forty hours per week; eight hours per day, five days per week. However, all employees should expect to be available as needed to adequately perform their function. The College encourages flexible scheduling for all pe...
	3.3.1.16 Vacations

	The College provides paid vacations to eligible employees. Personnel are encouraged to take vacations in blocks of one week or more at a time.
	3.3.1.16.1 Vacation Eligibility

	All full-time non-faculty employees are eligible for paid vacation time. Part-time and temporary employees may take time off for a vacation, but will not be granted vacation pay (see the PTO policy in section 1.8.12)
	3.3.1.16.2 Vacation Requests

	Each year employees will be asked to provide requests for vacation time. Personnel are asked to take vacation days in conjunction with departmental labor needs. Every effort will be made to honor requests; however, in cases of conflict with the vacati...
	3.3.1.16.3 Vacation Accrual

	“Accrued vacation days" are earned vacation days, less vacation days used.
	 Full-time personnel earn twenty (20) vacation days during each year of service, except as noted below.  Vacation days are earned each month at a rate of approximately 1.67 days per month.  Vacation days used are subtracted each month.
	 New full-time personnel earn 10 vacation days (approximately .84 days per month) during the first year.
	3.3.1.16.4 Carry-over

	All employees are encouraged to take vacation time each year as it is earned.  No more than 20 accrued vacation days may be carried forward into the next fiscal year.  Accrued vacation days not taken in excess of 20 will be forfeited.
	3.3.1.17 Termination

	Accrued vacation time will be paid on the next regularly scheduled pay date after termination according to the formula in handbook section 3.3.1.16.3.
	3.3.2 Travel Time Policy

	overtime pay under applicable federal, and state law. Whether and to what extent a non-exempt employee receives pay for travel time depends upon a number of factors including the kind of travel and whether the travel time takes place within normal (re...
	This policy is intended to summarize and provide guidance regarding how the College will compensate employees in order to comply with applicable law. Nothing in this policy is intended to confer any contractual rights or constitute an agreement to pay...
	Normal (Regular) Work Hours
	The hours that an employee is regularly scheduled to work on a typical work day. For most employees, regular hours are 8:00 am to 5:00 pm, Monday through Friday. Alternate “normal” schedules should be agreed upon ahead of time with an employee’s direc...
	Regular Commute Travel
	Normal travel from home to work and travel from work to home at the end of a regular workday is considered normal commuting time and is not paid time.
	Emergency Call-Back
	Travel from home back to work to perform an emergency job after an employee has already completed a regular day’s work and gone home for the day is paid time.
	Travel During the Work Day
	Once an employee starts working for the day, time spent traveling for work purposes (like traveling between work locations) is paid time.
	Single-Day Travel
	If the employee is required to travel to a metropolitan area beyond their usual work location and return home in the same day, the travel time to and from the alternate work location is paid time.
	If the employee uses public transportation for such a trip, the travel time between the employee’s home and the point where they obtain this transportation (i.e. bus station, airport, etc.) is not considered paid time.
	Travel Away From Home Overnight
	Employees will be paid for travel time associated with a trip involving an overnight stay away from their home area when the hours of travel correspond to the employee’s regular work hours, or equivalent hours on a non-working day.
	Travel time spent riding in a vehicle (car, train, plane, etc.) as a passenger, performing no other work, outside of the employee’s regular working hours (or corresponding hours on a non-work day) is not paid time.
	If the employee uses public transportation for an overnight trip, the travel time between the employee’s home and the point where they obtain this transportation (i.e. bus station, airport, etc.) is not considered paid time. All other driving time for...
	Activities Performed During a Trip
	Time spent performing any work (i.e. attending meetings or trainings, staffing a booth or table at an event, attending conference session, meeting with an individual or group) while traveling is considered hours worked even if these hours are outside ...
	Meals, breaks, sleep, or down time during which an employee is completely free of all responsibilities while on a trip is not considered hours worked and is not compensable provided that the break is at least 30 minutes in duration. This would include...
	Voluntary Activities and Travel
	Voluntary attendance at a social event (i.e. convention dinners, cocktail hours, sporting events, etc.) that is primarily for the benefit of the employee rather than the College is not paid time.
	Travel and voluntary attendance at an independent training or conference at the employee’s own initiative, and not organized or paid for by the employer is not considered hours worked.
	3.4 Other Time Off
	3.4.1 Holidays


	The College provides approximately 21 paid days off for holiday observances each year. The College offices are closed from at least Christmas Eve through New Year's Day every year, the number of days off/the dates for Christmas Break will vary from ye...
	3.4.2 Breaks

	Wage and Hour laws mandate at least one 20-minute break near the middle of any work shift which is seven and one-half hours or longer.  Blackburn College's break policy is considerably more liberal.
	a. The lunch break is normally 1 hour and is taken near the middle of the work day. This is unpaid time to use as you please. In some cases, Department Heads may allow shorter lunch breaks in exchange for time off at another time, (i.e. the end of the...
	b. Morning and afternoon "coffee" breaks are not required by law, but are accorded by the College as an accommodation to allow personnel a few minutes to refresh themselves and return to work with renewed vigor.
	o Coffee breaks (if taken) should be no longer than 15 minutes, near the middle of the morning and/or afternoon work periods. These breaks are taken only on College property.
	o Since coffee breaks are not required and are taken on work time, one cannot forgo coffee breaks in exchange for other time off.
	3.4.3 Absence Notification

	When an employee must be absent from work, they will contact the department supervisor as soon as possible to notify them of the absence.
	3.4.4 Sick Days

	Sick Days are paid days off work, granted to full-time personnel. Sick Days may be used for an illness of the employee, birth or adoption of a child, or for the employee to care for an immediate family member who is ill.
	a. Sick Days accumulate at the rate of one day for each month of service. Sick Days taken will be deducted from accumulated Sick Days, leaving accrued Sick Days. One may accrue up to 115 sick days. This is about 6 months of work time, with holidays an...
	b. After three consecutive Sick Days, an employee may be required to provide a physician's certification of an illness in order to be paid for additional days.
	c. In the case of a birth or adoption of a child, paid sick days will be limited to the primary care giver and to a maximum of 30 accrued days. Additional unpaid leave may be taken by the mother or father under the FMLA leave provisions.
	d. Receiving payment for Sick Days when no illness actually existed is considered a major violation of College policies and may lead to disciplinary action up to and including termination.
	3.4.5 Personal Leave

	The College under certain circumstances may grant Leave of Absence without pay for personal reasons.
	a. Such leaves may be for several weeks or months if needed, provided a temporary replacement can be found.
	b. No pay or benefits will be allowed, although health insurance may be continued at the employee's expense through the C.O.B.R.A. program.
	c. Written application for a Leave of Absence will be made to one's department supervisor who will make a recommendation to the President.
	3.4.6 Funeral Leave

	A full-time employee will be accorded up to five (5) days of paid time off for the funeral of an immediate family member. The immediate family includes spouse, domestic partner, child, parent, brother, sister, grandparent, grandchild (and step relativ...
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	In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College communi...
	APPENDIX 1A
	Blackburn College Athletics Philosophy Statement


	Blackburn College Athletics places highest priority on the overall quality of the student-athlete experience in academic, work and athletic endeavors. The College seeks to establish and maintain an environment in which a student-athlete’s co-curricula...
	To achieve this end, Blackburn College:
	 Encourages the development of sportsmanship and positive societal attitudes in all constituents, including student-athletes, coaches and administrative personnel and spectators;
	 Encourages participation by maximizing the number and variety of athletics opportunities for their students;
	 Assures that the action of the coaches and administrators exhibit fairness, openness and honesty in the relationship with student-athletes;
	 Assures that the athletic participants are not treated differently from other members of the student body;
	 Assures that athletic programs support the institution’s educational mission by financing, staffing and controlling the programs through the same general procedures as other departments of the institution;
	 Provides equitable athletics opportunities for males and females and give equal emphasis to men’s and women’s sports;
	 Supports ethnic and gender diversity for all constituents;
	 Gives primary emphasis to regional in-season competition and conference championships;
	 Supports student-athletes in their efforts to reach high levels of athletics performance, which may include opportunities for participation in national championships, by providing all teams with adequate facilities, competent coaching and appropriat...
	 Places special importance on the impact of athletics on the participants rather than the spectators and place greater emphasis on the internal constituency (students, alumni, institutional personnel) than on the general public and its entertainment ...
	 Awards no athletically related financial aid to any student.
	Updated September 16, 2010
	APPENDIX 1B
	BLACKBURN COLLEGE EMPLOYMENT VERIFICATION AUTHORIZATION


	I hereby give Blackburn College the authority to furnish information regarding my employment and earnings for ______________________________ as noted below.  I also give ______________________________ the authority to reconfirm the accuracy of informa...
	□ Employment Verification
	□ Salary Verification (for credit reference only)
	________________________________________
	Signature
	________________________________________
	Print Name Clearly
	______________________________, _________
	Date
	Blackburn College
	Attn:  Office of the President
	700 College Avenue
	Ludlum 209
	Carlinville, IL  62626
	APPENDIX 1C
	Workers' Compensation Contact Information:


	The College’s Workers’ Compensation Insurance Carrier:
	The Traveler’s Indemnity Company of Illinois
	215 Schuman Blvd., P.O. Box 3091
	Naperville, IL  60566
	708.961.8700
	For additional information, contact:
	Illinois Department of Insurance
	Consumers’ Services Section
	320 West Washington St.
	Springfield, IL  62767
	or
	The Illinois Industrial Commission
	100 W. Randolph St., 8th Floor
	Chicago, IL  60601
	312.814.6611
	APPENDIX 1D
	Blackburn College Purchasing, Reimbursement, and Travel Policies and Procedures–Effective August 10, 2018.


	The Blackburn College fiscal year begins on July 1 and ends on June 30.  On an annual basis, the institution develops a budget based upon anticipated revenue from tuition, fees, gifts, grants, and investment income to support programs, services, and o...
	Budget Development Timeline
	September-October: The Cabinet and Budget Committee review the current fiscal year budget and future year projections and send the final budget and future year tuition and fee rate recommendations to the Planning Committee for recommendation to the Pr...
	December-January: Technology and Capital budget requests for the following fiscal year are submitted for review and prioritization by Cabinet, Budget Committee, and the Facilities Committee, with input from the Physical Plant and Technology Services s...
	January-March: Budget requests are developed for the next fiscal year by each institutional department and submitted to the Cabinet and Budget Committee.  With input from Cabinet, the Budget Committee sends recommendations to the Planning Committee fo...
	May: The Budget Committee sends budget recommendations to the Planning Committee for recommendation to the President.
	June: The President recommends the operating budget for the upcoming year to the Board of Trustees at the June Board meeting
	All year: The Cabinet and Budget Committees monitor the budget and recommends appropriate adjustments to department heads based on actual revenues and expenses. The Business Office sends summary and detail budget reports to department supervisors ever...
	Accessing budget funds requires the appropriate level(s) of approval and justified purpose, as outlined in the following procedures.   All expenses must fall within the appropriated funding levels.
	PURCHASING
	GENERAL POLICIES
	A. Categories
	a. Fuel: Wright Express (WEX) fuel cards must be used to purchase fuel.  Fuel purchased by the College is only to be used in College owned or rented vehicles/equipment.
	b. Office supplies: Office supplies must be purchased online at Staples or at Wal-Mart with use of a Wal-Mart card.
	c. Wal-Mart purchases: Corporate credit cards cannot be used at Wal-Mart and items purchased at Wal-Mart will not be reimbursed as they must be made with the Wal-Mart credit card for tax-exempt purposes. Exception: Corporate credit cards can be used a...
	d. Furniture purchases: Furniture purchases must be coordinated through the Director of Physical Plant even if they do not rise to the level of capitalization. Furniture purchases can only be approved and made by the Director of Physical Plant. Depart...
	e. Technology purchases: Technology purchases must be coordinated through the Director of Technology Services.  Only the Director of Technology Services can approve and purchase technology, including but not limited to computers, printers, and softwar...
	B. Limits for purchase orders and approvals
	a. All purchases over $5,000 must be approved by the VPAF and must be approved prior to purchase.
	b. Purchases for less than $5,000 can be approved by the head of the department if the purchase is being made by corporate credit card.
	c. Purchases made without a corporate credit card require a purchase order which can be submitted to Accounts Payable, with the following approval limits: Less than $500 by the department head, over $500 by the appropriate cabinet member, and over $5,...
	C. Capitalization
	a. Items costing more than $5,000 with a life expectancy of seven years or greater must be capitalized. Purchase of such items must be pre-approved by Facilities and/or the VPAF. The $5,000 limit is per item, not in aggregate. For example, 50 chairs c...
	b. An item costing less than $5,000 or with a life expectancy of less than seven years is an operating expense and will come from the department’s operating budget.  These purchases must be approved by the head of the department.
	D. Receipts – Receipts must be itemized and any guest name must be included.
	E. Contracts
	a. Services performed by outside services, vendors, individuals, etc. must be formalized with a contract. Per Blackburn’s by-laws, the VPAF, the Provost, and the President are the only employees allowed to enter into contracts on behalf of Blackburn. ...
	b. Employment contracts require approval from the President’s Office prior to any agreement.
	F. Year End
	a. If you order an item and it is delivered prior to 6/30, the expense belongs in this fiscal year no matter when you actually pay for the item. If it is not paid for, it is a payable and the expense is recorded to your current year operating budget. ...
	b. All current year transactions must be submitted to the Business Office by 7/10 in order for audit preparations to begin. Anything submitted after 7/10, will be recorded in the following fiscal year.
	G. Tax-exempt certificates – tax-exempt certificates will be provided and will be expected to be used by all corporate credit card holders. Tax-exempt certificates cannot be used for personal purchases.
	H. Corporate credit cards – can only be used by the person named on the front of the card. The back of each card should be marked “Ask for ID” so the cashier is required to see identification matching the name on the card.
	PURCHASE ORDERS (For purchases made without a corporate credit card)
	Policy
	To access any funds at Blackburn College, purchase orders (PO’s) are required for all purchases not made with a corporate credit card.  Any exception to the following outline must be approved in advance by the VPAF.
	Procedure
	Purchase orders must be obtained and approved through the following process:
	1. Obtain a PO form from the Business Office or on the shared drive in the Business Office/Public/Forms folder.
	2. Complete the PO by listing the detail for each item to purchase, the individual and extended purchase price, the account number and department name, or club/organization name. Fill in the current date and the date by which the PO is needed. Include...
	3. The signing supervisor can submit the PO via email to ap@blackburn.edu. Paper copies are also acceptable and turned in to the Accounts Payable Office.
	4. The Accounts Payable Office will confirm that funds are available before the purchase is approved.  Purchase requests in excess of $500 require the signature of the appropriate cabinet member and will take longer to process, please plan accordingly...
	5. The Accounts Payable Office will return a copy of the PO to you with a PO number for the approved purchase (make sure your email address is noted at the bottom of the PO request).  The purchaser may now proceed with ordering the item(s).
	a. Wal-Mart cards can be checked out for one day at a time unless other arrangements are made in advance.  The card and the receipts are due back the next day.  There is a $5 charge for every business day the card is late.
	b. If necessary, instructions should be provided to the Accounts Payable staff to fax or e-mail PO numbers to vendors to expedite the purchasing process. The additional instructions should be filled out at the bottom of the PO.
	6. Invoices or receipts must be provided electronically or in person to Accounts Payable as soon as possible. Upon receipt, the Accounts Payable Office will reconcile them with the purchase order.  If there are discrepancies, the person who submitted ...
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	In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College communi...
	Every effort should be made to request a PO in advance of all purchases.  Reimbursement is not guaranteed when a PO has not been requested and approved, but a request for payment may be submitted. The requests must include all appropriate receipts and...
	Blackburn College is a not-for-profit organization and not subject to Sales Tax. Employees will not be reimbursed for tax on supplies and therefore, we highly encourage you to use the preferred provider (Staples) or Wal-Mart.
	Tax-exempt letters are available in the Accounts Payable Office and at the counter in the Business Office.
	Payment for Services
	Payment to individuals or vendors for services MUST begin with a formal contract, prior to the rendering of services.  The Vice President for Administration and Finance, the Provost, or the President must sign all contracts BEFORE services are receive...
	Payment to individuals and new vendors requires a completed W-9 Form; a blank form is available in the Accounts Payable Office or on the shared drive in the Business Office, Public, Forms folder. The completed W-9 must be attached to the check request...
	PETTY CASH REIMBURSEMENT OR ADVANCE
	Policy
	Petty cash advance or reimbursement forms can be used instead of a check request form to request small amounts for emergency purchases or reimbursement subject to cash on hand.
	Procedure
	A Petty Cash reimbursement or advance form is available at the counter in the Ludlum Business Office. The form must be filled out and signed for approval by a Department Supervisor or Advisor on the “approved by” line at the bottom of the form. The “r...
	CORPORATE CREDIT CARD (P-Card) PURCHASES
	Policy
	Corporate Credit Cards, also referred to as Purchasing Cards or P-Cards may be used for qualifying expenses. An interface has been established with US Bank to allow you to review, approve or dispute your credit card purchases. Paper purchase orders wi...
	Personal expenses are prohibited, even with intention to reimburse the College.
	Credit card purchases without receipts will be treated as personal charges and the card holder must repay the College for those charges.
	Fuel purchases should not be paid for using the corporate credit card. All fuel purchases must be purchased using the WEX fuel card, which allows for a discount of federal excise tax that the corporate credit card does not provide.
	Corporate credit cards are a privilege and procedures must be followed. If the policies and procedures are not followed, the card will be revoked.
	Procedure
	You will sign into your credit card via access on-line. You can review, code, approve, dispute, attach receipts, and request approval using this site.
	Further instructions will be provided later.
	ACCOUNT NUMBER FORMAT
	In regards to corporate credit cards, the account numbers will default to supplies and your department. You can change the default if necessary. There will be a drop-down menu to assist you in choosing the correct expense code.
	The account number format used to record expenses includes a sequence of identifying numbers in four sections.  The first section is a 3-digit number that represents the fund to which the expense will be charged.  All departments will normally use fun...
	TRAVEL
	Policy
	Travel at the expense of the College must be in connection with official College business.  Travel by employees on College business or by students traveling for official purposes must be approved in advance by the Department Director or equivalent sup...
	Coverage begins at the actual start of the trip, whether it is from the traveler’s home or the College campus.
	It terminates when the traveler reaches either home or the campus.
	Travel should be by the most economical means, considering travel time, costs, and meeting agenda. Unless a corporate credit card is used, a properly completed Travel Expense Report and receipts must be submitted within a week of returning to campus.
	Expenses for spouses and/or dependents are personal expenses and are not reimbursable.
	Approved volunteers for Blackburn College can travel with an employee for business purposes.
	Purchases without receipts will not be reimbursed.
	AIR/TRAIN TRAVEL
	When the most efficient means of transportation is air travel, reimbursement will be limited to coach fare.  The traveler will be reimbursed for the cost of one checked bag.  Please contact the Admin. Asst. to the Provost and VP for Administration and...
	FOREIGN TRAVEL
	Foreign travel requires specific review and prior approval by the VP for Administration and Finance. Additional considerations may be required under the College’s insurance company.
	USE OF COLLEGE VEHICLES FOR TRAVEL
	Travelers should make every effort to request the use of a College vehicle for travel.  Reservations should be made by contacting the Motor Pool Department located in the Physical Plant at motorpool@blackburn.edu.  Each campus vehicle is assigned a fu...
	USE OF PERSONAL VEHICLES FOR TRAVEL
	In the event that a College vehicle is not available for the extent of the trip, a personal vehicle may be used.  Travelers will be reimbursed at the College’s current mileage reimbursement rate not the purchase of gas.  MapQuest or actual mileage doc...
	Employees, such as Physical Plant staff, who use personal vehicles on campus and around town on a regular basis may submit reimbursement requests with starting and ending miles per day without delineating every trip as long as the Director of Physica...
	AUTOMOBILE RENTALS FOR TRAVEL
	Automobile rentals should be limited to situations where other means of transportation are not practical, economical, and available, or an emergency situation exists.  The most economical car should be used.  Travelers should present the College’s aut...
	If a vehicle must be rented, the preferred rental company is Enterprise. Contact the Admin. Asst, to the Provost and VPAF for account and booking information.
	TAXI/BUS TRAVEL
	Appropriate expenses for taxi and bus transportation will be reimbursed, as long as receipts are provided.  Please contact the Admin. Asst. to the Provost and VP for Administration and Finance in securing tickets with a corporate credit card.
	LODGING
	When traveling overnight, travelers are expected to stay in the most economically appropriate lodging, unless the travel is for a conference/meeting/event hosted at a specific hotel.   The Business Office or the Admin. Asst. to the Provost and VPAF ca...
	Please make sure to get a copy of the hotel bill when checking out; this shows what is actually charged to your credit card. The email you usually get when making your reservations may change due to taxes, meals, parking, etc., so it will not be accep...
	ENTERTAINMENT
	Reimbursement will not be made for entertainment expenses not related to College business, such as, but not limited to, in-room movies, theatre, or optional conference-related side trips.
	MEALS
	The College will reimburse meal expenses, including tips, according to the actual costs, up to the following limits. Reimbursement ONLY applies when the employee is actually on official business or is entertaining a guest of the College.
	Regular   Metropolitan
	Breakfast  $8     $15
	Lunch    $10    $20
	Dinner    $25  $40
	Appropriate guest meals will also be reimbursed, as long as their name and professional affiliation is provided on the travel reimbursement request.
	Alcoholic beverages are not reimbursed unless approved in advance by the appropriate cabinet member.
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	APPENDIX 1E
	Event Registration Form


	Event Title:_____________________________________________________________________
	Date of Event: ____________________________________________ (day of week, month, date, year) Time Needed (include setup/tear down time): ______ (am/pm) To _____ (am/pm)
	Advertised Event Time: From__________ (am/pm) To _____________ (am/pm)
	Space Needed:
	Building Name: ___________________________________________________ Room Number: _______ Room Set-up Requirements:______________________________________________________________ Approximate Number of People Attending: ________ Extra Chairs Needed: (yes/...
	Catering Needs: (yes/no) _____________________________________________________________________________________
	Blackburn College has a contract with Fresh Ideas, first opportunity for catering must be through Fresh Ideas x5524.
	A/V Services:
	____ Camera/ Filming
	____ DVD Player
	____ Computer Projector
	____ Microphone
	____ Sound System
	____ Projection Screen
	____ Laptop: (Please Check All That Apply)
	Powerpoint___     Sound___
	CD Drive___        Ethernet___
	____ Extension cord(s)
	____ Conference phone  Conference line___
	____ Other:
	I need assistance when operating the equipment. (yes/no)
	Other Services:
	Bus Parking: (yes/no)
	To ensure your event runs smoothly, event registration form must be completed and returned one week prior to the scheduled event, otherwise services are not guaranteed.
	You are responsible for the condition of the space. Any materials brought into the space must be removed completely, and all furniture should be put back the way it was. All spills (water, food, paint, etc.) must be cleaned. No food should be left beh...
	If event occurs after college business hours (8:00am-5:00pm)and is an inside event(individuals or groups associated with the college), the sponsor will need to go to Physical Plant to request any keys that might be needed for the space. The sponsor is...
	returned to the Physical Plant when the event is finished.
	Sponsor: _____________________________ Dept./Club/Organization name_____________________ Name (Print): _______________________________ Signature__________________________________ Email Address: ___________________________________ Date: ____________ Ti...
	Worker Taking Request:___________________________________________________________
	APPENDIX 1F
	Application for Internal Fundraising Project


	Complete this form and return to the Vice President of Institutional Advancement (Ludlum 208) at least 2 weeks prior to the start date of the fundraising project.  If solicitation of gifts and/or cash are received, a complete listing of items and/or d...
	Name of Event:___________________________________________________
	Campus Organization:_____________________________________________
	Faculty/Staff Sponsor:______________________________________________
	Person in Charge of the Project:____________________________________
	E-mail Address:____________________________________________________
	Date of Application: ______/_______/________
	Intended Date of Project Start: ______/_______/________
	Intended Date of Project Completion: ______/_______/________
	Detailed Description of Proposed Project: _________________________________________________________________________________________________________________________________________________________________________________________________________________...
	Special Needs (i.e.: electricity, chairs, podium):______________________
	__________________________________________________________________
	Intended Use of Projects Profits:____________________________________
	Please use attached form to record Anticipated Income and Expenses
	Requested by:____________________________________________________
	Sponsor Signature:________________________________________________
	APPENDIX 1G
	Checklist for Full-Time search and hiring process

	☐ Written resignation received from current employee or new position has been created. Position analysis identified the position description.
	☐ Approval to fill the vacancy has been given by the president.
	☐ The position description has been updated, as needed, and approved by the president. Staff positions require an equivalent CUPA #.
	☐ The president has designated an appointing officer, usually the vice president of the functional area or the provost in the case of faculty, and recommended a search committee.
	☐ The appointing officer has recommended the following search committee:
	Chair: ______________________
	Faculty: ____________________
	Staff: _______________________
	Student: _____________________
	Other(s): ___________________________________________________
	☐ The search committee drafts the advertisement based on the position description and recommends placement locations for the ad. A human resources designee ensures appropriate legal compliance and places the ad. The appointing officer approves the adv...
	☐ The appointing officer has met with the search committee to review the search procedures and establish a timeline for conducting the search.
	☐ The search committee has established rating criteria to use in the initial review of applications.
	☐ A human resources designee has provided the committee with access to the resumes and other application materials.
	☐ The search committee members have reviewed the pool and completed a rating form for each applicant, unless the applicants do not meet the previously established minimum qualifications.
	☐ The search committee has conducted phone interviews to narrow the pool to a short list of applicants.
	☐ The appointing officer has completed calls to each of the short-listed applicants and discussed the interview process, job expectations, salary, and benefits.
	☐ The search committee has identified a short list of applicants for reference calls.
	☐ The search committee has completed the reference calls, using the reference report.
	☐ The search committee finalized a short list of candidates to be invited for on-site interviews.
	☐ A human resources designee makes travel and interview arrangements with the candidates in consultation with the search committee.
	☐ A human resources designee has notified the committee and other interviewers of each candidate’s schedule and provided the interview evaluation form.
	☐ On-site interview(s) conducted. Search committee and other participants utilized candidate evaluation forms.
	☐ The search committee has met to decide and advance its final recommendation to the appointing officer. The appointing officer advances all final recommendations to the President who makes the final decision to hire.
	☐ The appointing officer extends an offer of employment, on behalf of the president, to the best candidate.
	☐ The candidate has accepted the offer, the terms of which have been provided to the human resources designee who creates an appropriate letter of appointment or hire, contractual materials, and other necessary hiring documents.
	☐ A human resources designee ensures that all employment documents are completed and that relevant search committee materials are properly stored or disposed of.
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	Search Candidate Evaluation Form
	Candidate: ____________________________________________________________
	Please give your impressions of the candidate in the following areas:
	E=Excellent  VG = Very Good  G = Good  P = Poor NA = Not Applicable
	Overall Evaluation (check one):   ❑  Excellent    ❑  Very Good    ❑  Good    ❑  Poor
	Comments:
	___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________...
	Submitted by: ______________________________________________________
	Date:   ______________________________________________________
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	HANDBOOKS
	Section 4 of 4: Appendices
	Effective September 2024
	__________________________________________________________________________
	In order to promote the health and welfare of all persons in the Blackburn College community and to protect College assets, the administration is committed to a policy of promoting safe working conditions on the campus. Everyone in the College communi...
	● Don’t assume the person is able to shake your hand in greeting.
	● Don’t lean on an applicant’s wheelchair.
	● Don’t shout or raise your voice to a person who is hearing impaired.
	● Don’t touch or talk to a seeing-eye dog.
	● Don’t ask about a person’s disability history.
	● Don’t ask about prior workers’ compensation claims.
	● Don’t ask how the person became disabled.
	● Don’t ask how a person is going to get to work.
	APPENDIX 1H
	Shared Governance Flow Charts
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	APPENDIX 1I
	Volunteer Application


	Mission Statement:
	Blackburn College volunteers are dedicated to complementing and supplementing BC's mission of providing a coeducational student body with a rigorous, distinctive, and affordable liberal arts education that prepares graduates to be responsible, product...
	Personal Information:
	Dr. •  Mr. •  Ms. •
	First Name:  ___________________ Middle ________________ Last Name ____________________
	Permanent Address: ________________________________________________________________
	__________________________________________________________________________________
	Occupation: ______________________________________________________________________
	Organization/Company: __________________________________________________________
	Work Address: ________________________________________________________________
	Home Phone: _______________________  Work Phone: ____________________________
	Cell Phone: _______________________  E-Mail Address: ______________________
	Education:
	College(s) and College Major(s):
	_____________________________________________________ Year of Graduation: __________
	_____________________________________________________ Year of Graduation: __________
	_____________________________________________________ Year of Graduation: __________
	_____________________________________________________ Year of Graduation: __________
	Employment and/or Volunteer Experience:
	What motivates you to volunteer for involvement with Blackburn College?  Check all that apply:
	• Leadership opportunities   • Professional networking
	• To advance my school/profession  • Social interactions
	• Student recruitment assistance   • To assist current students
	• To assist fellow graduates   • Continuing education
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	• an employee of Blackburn College.  The proposed volunteer work is in a different occupational capacity from that in which I am employed and I would be performing the volunteer work for civic, charitable or humanitarian reasons.
	___________________________  ____________________________ ________________________
	Signature of Volunteer   Printed Name of Volunteer  Date
	Approved:  _______________________, President  _____________________ Date
	APPENDIX 1B
	BLACKBURN COLLEGE EMPLOYMENT VERIFICATION AUTHORIZATION


	I hereby give Blackburn College the authority to furnish information regarding my employment and earnings for ______________________________ as noted below.  I also give ______________________________ the authority to reconfirm the accuracy of informa...
	□ Employment Verification
	□ Salary Verification (for credit reference only)
	________________________________________
	Signature
	________________________________________
	Print Name Clearly
	______________________________, _________
	Date
	Blackburn College
	Attn:  Office of the President
	700 College Avenue
	Ludlum 209
	Carlinville, IL  62626
	APPENDIX 1K
	Conference Rooms/Event Spaces


	The following is a list of campus conference rooms and what building they are located in. Please ensure you contact Kim Peterson (kim.peterson@blackburn.edu) if you want to reserve a room.
	1. Stuart Conference Room–Woodson Center
	This is a large conference room. The tables can be rearranged as needed. The conference room can seat up to 35.
	2. President’s Conference Room–Woodson Center
	This conference room is connected to Stuart Conference room through a door that can be closed. This conference room can seat up to 8 people.
	3. Alumni Lecture Hall/Olin 143–Olin
	This space is normally used as a classroom. It has fixed tables and fixed seating. This conference room can seat up to 49 people.
	4. Olin Lecture Hall/Olin 112–Olin
	This space is normally used as a classroom. This is an auditorium style lecture hall, with fixed seating/desks. The room can seat up to 126 people.
	5. Lumpkin 120–Lumpkin Learning Commons 24
	This is a large classroom that is sometimes used as conference space. The seating can be moved around as needed. The room can seat up to 24 people.
	6. Jaenke Conference Room–Anderson Alumni Center
	This is a medium sized conference room, with a fixed conference table in the middle of the room. The seats can be adjusted as needed. This can seat up to 14 people.
	7. Student Life Conference Room–Demuzio Campus Center
	This is a medium sized conference room with removable tables forming a rectangle in the middle of the room. This can seat up to 12 people.
	8. ADR–Demuzio Campus Center
	This is a large space that contains 9 square/round tables, 6 chairs at each table. This is ideal for a large lunch meeting. The tables can be rearranged or removed as needed.
	9. Work Office Conference Room–Demuzio Campus Center
	This conference room cannot be reserved without the permission of the Work Office.
	APPENDIX 1L
	BC Handbook Style Sheet


	General Structure and Procedures
	 Handbook sections 1-3 are for policies and procedures that need to be vetted and voted on, or determined by an office that institutes policy on its own.
	 Appendices are for forms, procedures, etc. that don’t need to be voted on; they should not be used to contain policy.
	 Faculty Assembly, Staff Assembly, Planning, and any other body that passes new or revised handbook copy should submit that copy to the Office of Human Resources by May 30 of each year. Human Resources is then responsible for making the appropriate h...
	 When a policy is added or revised, it should end with a note indicating that it was added or revised by a given body and include the month and year when the policy was added or revised and by which body/bodies it was approved (when applicable). Thes...
	 When a policy is removed, the original section number and title should be retained with a note indicating the date of and reason for removal.
	Style Matters
	Punctuation and language
	 Use the Oxford comma.
	 Use Chicago style for general spelling, punctuation, and usage.
	 Use “they/them/their” instead of “he or she” or “he/she,” etc.
	 Abbreviated terms should be spelled out on first usage with the abbreviation in parentheses immediately after.
	 Capitalize the names of formal bodies, specific titles, and the College.
	 Dates in policies for annual or other routine procedures should be [month] [date] (for instance, May 1, February 25). Months can be spelled out or abbreviated with standard abbreviations depending on the context.
	 Dates with years should be written with all numerals and hyphenated, [month-full year] (for instance, 5-2018, 2-2023).
	Formatting the handbooks
	 Policies are numbered according to book first, then hierarchically by policy using numbers to designate subsections (for instance, 1.5 is the fifth major policy heading in handbook 1, 1.5.1 is the first distinct policy within that heading, 1.5.1.1 i...
	 Policy writers should use this standard numbering system when they submit policies for handbook inclusion. The Office of Human Resources should use its discretion when entering policies to ensure that section numbering is consistent with other polic...
	 Policies that also exist in other College documents (for instance, in the Student Handbook, in a given department’s handbook or other procedural materials, etc.) must maintain all original formatting and language in the Faculty and Staff Handbooks. ...
	 Use bulleted lists rather than numbered unless the sequence is important to the list or the list contains an embedded bullet list.
	 In cases where bullet list elements are components of a sequential list of some kind but are not complete sentences, end each list element with a semicolon, except for the final element, which gets a period.
	APPENDIX 1B
	BLACKBURN COLLEGE EMPLOYMENT VERIFICATION AUTHORIZATION


	I hereby give Blackburn College the authority to furnish information regarding my employment and earnings for ______________________________ as noted below.  I also give ______________________________ the authority to reconfirm the accuracy of informa...
	□ Employment Verification
	□ Salary Verification (for credit reference only)
	________________________________________
	Signature
	________________________________________
	Print Name Clearly
	______________________________, _________
	Date
	Blackburn College
	Attn:  Office of the President
	700 College Avenue
	Ludlum 209
	Carlinville, IL  62626
	APPENDIX 2A
	Annual Summary of Professional Activities


	This report constitutes the core of the faculty-wide evaluation process at Blackburn and is intended to emphasize self-assessment of teaching effectiveness and scholarly or professional growth.
	The instruments available for reviewing and evaluating teaching effectiveness include, but are not limited to: the Blackburn College course evaluation form, teaching observation forms, course syllabi and assignment prompts, and communications with col...
	To that end, please be sure to attach copies of any referenced documents such as syllabi, assignment prompts, and/or evaluation data such as student, peer, and department/division chair feedback. Please also be sure to address each of the section head...
	The Annual Summary of Professional Activity comprises significant qualitative data not just for the reappointment process but also the tenure application. As such, pre-tenure faculty should familiarize themselves with the criteria for tenure, which th...
	Teaching Effectiveness
	As a teaching college, Blackburn values Teaching Effectiveness more heavily than other criteria for tenure. Please discuss actions you have taken in the past year to improve your teaching effectiveness, including why you took those particular actions....
	 Student feedback, including the Course Evaluation Form reports for the past year;
	 Results of observation feedback and discussions with your department and the division chair after any class visits during the last year; New or significantly altered course content, teaching methods, course syllabi, and/or assignment prompts
	Please comment on the following if relevant:
	 Instructional improvement projects funded and results achieved;
	 Participation in instructional development programs, and increased attention to teaching and testing at higher cognitive levels.
	It is not necessary for you to include specific qualitative data unless you so choose; you should, however, comment on general qualitative feedback.
	Scholarly Competence and Growth
	Blackburn defines scholarship broadly, recognizing that faculty engage in myriad creative and critical activities. To that end, please discuss academic activities you have undertaken in the last year. These might include, but are not limited to:
	 Updates on scholarly and/or creative projects in process;
	 Publications, compositions, recitals, participation in juried shows, etc.;
	 Presentations and/or attendance at professional and scholarly meetings;
	 Grant proposals written;
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	I hereby give Blackburn College the authority to furnish information regarding my employment and earnings for ______________________________ as noted below.  I also give ______________________________ the authority to reconfirm the accuracy of informa...
	□ Employment Verification
	□ Salary Verification (for credit reference only)
	________________________________________
	Signature
	________________________________________
	Print Name Clearly
	______________________________, _________
	Date
	Blackburn College
	Attn:  Office of the President
	700 College Avenue
	Ludlum 209
	Carlinville, IL  62626
	APPENDIX  2B
	Timetable for Letters of Support or Non-Support for Reappointment and Summary of Professional Activities


	The submission dates for the Annual Summary of Activities, which is required of all full-time faculty is as follows:
	1. For all non-tenured faculty in tenure track positions, the dates will remain as they are stated in the policy for Reappointment section above.
	2. For all tenured members of the faculty, the deadline for submission will be the last day of May.
	APPENDIX 2C
	Examples of Academic and Scholarly Accomplishment


	 All professional publications:  books, articles, reports; include a copy and full citation.  Non-refereed publications and "vanity press" books and monographs may be given less weight.
	 Presentations, readings of papers, recitals, exhibitions, theatrical productions; involvement in symposia, colloquia; participation in juried shows; attendance at meetings of organizations at state, regional or national level; student presentations:...
	 Editor or reviewer for journals or manuscripts; referee of publications:  include a copy of article with reviewer's name; reviewer for a publisher.
	 Participation in summer institutes, symposia, workshops, etc., and enrollment in relevant academic courses for completion of one's own terminal graduate degree.  May provide a one-to-two-page report on the value of the workshop, etc.
	 Grants or equipment received from outside sources; copies of grant proposals pending or not funded.
	 Offices held and memberships in professional organizations.
	 Acquisition of new concepts, ideas and techniques in area or outside of area of expertise; career changes and expansion or growth to answer needs of College.
	 Unpublished research:  including status of research, if accepted for publication but not yet published.  Submit letter of acceptance; show that this is a new line of research that required learning new techniques:  include evidence in support.
	 Participation in programs for scholarly and professional self-improvement.
	 Creation of new courses and incorporation of new ideas in classes, and explanation of rationale for same.
	APPENDIX 2D
	Sabbatical Agreement


	This agreement made this _______ day of _______________ 20______, by and between BLACKBURN COLLEGE of Carlinville, Illinois, (hereinafter referred to as "College", and _____________________________ of ___________________, Illinois, (hereinafter referr...
	The parties to this agreement, in consideration of the mutual covenants and stipulations set out herein, agree as follows:
	Section One

	The purpose of this agreement is to establish and bind the parties hereto to a mutually acceptable policy governing the granting of sabbatical leaves for the faculty members of the College.
	Section Two

	For and in consideration of the faculty member's last ______ years of service to the College, the College does hereby grant said faculty member a sabbatical leave for a period commencing _____________, 20___, and ending _________________, 20______.  I...
	Section Three

	The faculty member agrees to not take assignments for which he/she receives compensation unless the assignment is directly related to the purpose of the Sabbatical as approved by the College. This provision shall not apply to the acceptance of fellows...
	The faculty member further agrees that upon completion of the term of the sabbatical leave he/she will return to the service of the College for a minimum period of at least one year.  Should the faculty member fail to so return, the faculty member sha...
	Section Four

	This instrument contains the entire agreement between the parties, and no statement, promises, or inducements made by either party or agent of either party that is not contained in this written contract shall be valid or binding; and this contract may...
	Section Five

	This agreement shall inure to the benefit of and be binding upon the heirs, executors, administrators, and successors of the respective parties.
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	□ Employment Verification
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	Blackburn College
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	APPENDIX 2E
	Oversight and Allocation of Faculty Development Funds


	1. Money from the Adams Faculty Development Funds, Faculty Development Endowment Funds, the Mueller Quasi-Endowment Faculty Development Funds, Faculty Travel fund and Accumulated Surplus monies are combined into one Fund, the Faculty Development Fund.
	2. Within the general fund, certain monies are designated for specific development activities.
	3. Monthly reports on this budget are to be given to the Provost, CAP, and Faculty Assembly.
	4. An oversight committee composed of a representative of CAP (chosen by the committee), a representative of Faculty Assembly (chosen by the committee), and the Provost will administer the funds and/or make policy decisions pending approval by the app...
	*Actual amount will vary according to return on investments, and carry-over from previous years.
	APPENDIX 2F
	Teaching Observation Form

	APPENDIX 2G
	Possible Evidence of Criteria-Fulfillment


	Teaching effectiveness:
	 Peer observations
	 Chair, department and division, observations
	 Student course evaluations
	 Course materials (syllabi, assignment sheets, sample student work, etc.)
	 Self-evaluation
	 Syllabi research (reviewing syllabi from other institutions)
	 Introduction of new courses and/or course content
	 Learning new software and/or programs to implement in courses
	 Developing new programs, majors, and/or minors
	 Attendance at pedagogically-focused seminars/workshops/conferences
	 Creating rubrics
	 Co-teaching/collaborative instruction
	 Generating interdisciplinary opportunities
	 Internship and Directed/Independent Study supervision
	Scholarly/creative growth/competence:
	 Publications
	 Presentations, readings, productions, papers, exhibitions, performances
	 Conference and/or symposia participation
	 Editor or reviewer for professional journals or manuscripts/films/performances
	 Participation in institutes, seminars, workshops, etc.
	 Writing and/or receiving grants
	 Participation in professional organizations
	 Acquisition of new concepts, ideas, expertise, etc. that serves the growth of the college
	 Unpublished research
	 Creation of new courses or significant changes to existing courses
	 Interacting online/electronically with colleagues at other institutions
	 Reading and use of professional literature (higher education, field of expertise)
	College/community service:
	 Committee/task force work
	 Faculty advisor to student organization
	 Department chair/division chair/program coordinator
	 Work program mentorship/supervision
	 Partnering with community organizations
	 Meeting with and/or emailing prospective students; attending recruitment fairs/events
	 Attending college events (athletics, fine arts, student academic presentations, social gatherings, alumni events)
	 Attending meetings
	 Organizing and/or hosting events on campus
	 Developing new programs, majors, and/or minors
	 Advising (majors and/or first-year)
	 Internship and Directed/Independent Study supervision
	 Giving talks to community groups
	 Outside activities that are relevant to professional preparation or position
	 Volunteering for local non-profit organizations
	 Organizing class projects that work with community organizations
	APPENDIX 2H

	Blackburn College
	Committee on Curriculum and Academic Policy
	Non-Standard Format Course Request

	New courses or current courses to be taught in a non-standard scheduling format must be approved by CAP.  Non-standard courses are those in which the instruction is not distributed evenly or proportionally across the semester or utilize non-traditiona...
	INSTRUCTIONS:   This form and a course syllabus should be submitted to the appropriate division chair. The division chair’s signature must be obtained before a request can be considered by CAP.
	Date Submitted:
	Department:
	Submitted by:
	Department Chair Signature:           ___________________________
	Division Chair Signature:         ___________________________
	COURSE INFORMATION:
	SUPPORTING INFORMATION:
	1. Explain why a non-standard format is suitable for the subject matter.
	2. How will the student be evaluated?
	3. Will students go more than four days during the regular semester schedule without being physically present with the instructor in class? If yes, how will the instructor maintain contact?
	4. Does the course cover the same material in the same detail as a comparable standard format course?
	APPENDIX 2I
	CURRICULUM AND ACADEMIC POLICY COMMITTEE:
	PROPOSAL FOR CATALOG COPY CHANGES


	(Please answer questions relevant to request)
	1.  Department:  ____________
	2.  Type of Change:
	Change to an existing course __   Addition of a new course ___     Change to an existing major ___
	Change to an existing minor ___    *Addition of a new major ___   *Addition of a new minor ___
	*(If this request is for a new major or new minor, please also complete page 4.)
	3.  Course Title:  ___________________________________________  Credit Hours:  ________
	Course Level:  00___ 100 _____  200 _____  300 _____  400 _____
	4.  Catalog Copy:
	Proposed Catalog Description (50 word maximum) __________________________________________________
	_____________________________________________________________________________________________________________________________________________________________________________________
	4.5: Rationale
	___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________...
	Provide the updated catalog copy listing the requirements for the major and/or minor.  ____________________________________________________________________________________________________________________________________________________________________...
	5.  When is course to be offered?  Each year _____  Alternate year _____  Beginning FA ___ SP ___
	Each semester _____  1st semester _____  2nd Semester _____
	6.  Is this course required for a major?  _____ Yes   _____No
	If so, please identify the major(s): ________________________________________________________
	7.  Is this course required for a minor?  _____ Yes   ____No
	If so, please identify the minor(s):  ________________________________________________________
	8.  Show a typical four-year student schedule for the major and/or minor.
	9.  Does the department propose that this course will meet a General Education Program requirement?  Please identify the appropriate Student Learning Objective(s).
	Creative Thinking _____                                             Philosophical and Religious Literacy _____
	Critical Expression _____                                            Physical Education  _____
	Critical Reading _____                                                 Problem Solving _____
	Diversity and Multiculturalism _____                          Qualitative Analytical Thinking _____
	Emotional Intelligence _____                                      Quantitative Analytical Thinking _____
	Media and Information Literacy _____                        Vocation _____
	10.  Approximate number of students expected to enroll in this course?  ________
	11.  What other academic programs will be impacted by this change? Please pay particular attention to majors and minors for which this class is/may be a supporting course.  ______________________________________________________________________________...
	12.  Has this change been discussed with the identified department chairs of other academic programs that are impacted?  _____Yes   _____No
	Does this change have the support of these chairs?  _____Yes   _____No
	13.  Have you verified with the Education department chair that this change will not impact any Teacher Education program at Blackburn?  _____ Yes   _____No
	14.  How will this course or new program be staffed?  Full-time Faculty ____ Adjunct ____Both
	Show a two-year staffing schedule for all faculty impacted by this change (expand as necessary).
	Fall Year 1
	Spring Year 1
	Fall Year 2
	APPENDIX 1C
	Workers' Compensation Contact Information:


	The College’s Workers’ Compensation Insurance Carrier:
	The Traveler’s Indemnity Company of Illinois
	215 Schuman Blvd., P.O. Box 3091
	Naperville, IL  60566
	708.961.8700
	For additional information, contact:
	Illinois Department of Insurance
	Consumers’ Services Section
	320 West Washington St.
	Springfield, IL  62767
	or
	The Illinois Industrial Commission
	100 W. Randolph St., 8th Floor
	Chicago, IL  60601
	312.814.6611
	15.  State what additional supplies, laboratory materials, or equipment, if any, will be required, and estimate their cost.  ______________________________________________________________________________________________________________________________...
	16.  What existing Learning Commons materials will be used for this course?  _____ ____________________
	___________________________________________________________________________________________
	17.  What additional Learning Commons materials will be essential for this course?  _______________________________________________________________________________________________________________________________________________________________________...
	18.  Do you expect tutoring to be important for student success in this course?  If so, how might it be provided? _________________________________________________________________________________________________________________________________________...
	19.  Do all department faculty support this proposal:  _____Yes   _____ No
	Proposal submitted by:  ________________________________ Date:  ______________
	Department Chair
	Proposal reviewed by:  _________________________________ Date:  _____________
	Division Chair
	If new courses are required for the major or minor, please complete pages 1-3 for each new course.
	1. Name of the Proposed New Major or Minor __________________________________________________ (submit a separate page for each new major and/or minor)
	2. State briefly the reasons for adding this program and provide any other information you think will be helpful in considering this course proposal.  A survey of other small college program offerings could be helpful.  _______________________________...
	3. Approximately how many students are expected to enroll in this program? ________________________
	How did you make this estimate? ____________________________________________________
	________________________________________________________________________________
	4. What other academic programs will be impacted by this change?  Please pay particular attention to majors and minors which may compete with this program.  ______________________________________________________________________________________________...
	5. With which department chairs has this change been discussed, and does the change have their support?  _____________________________________________________________________________________ ____________________________________________________________...
	6. State what additional supplies, laboratory materials, or equipment, if any, will be required, and estimate their cost.  _____________________________________________________________________ __________________________________________________________...
	7. What existing Learning Commons materials will be used for this program? _____________________________________________________________________________________
	_____________________________________________________________________________________
	8. What additional Learning Commons materials will be essential for this program?  _____________________________________________________________________________________ __________________________________________________________________________________...
	9. Do you expect tutoring to be important for student success in this program?  If so, how might it be provided? ______________________________________________________________________________ ___________________________________________________________...
	10. Do all department faculty support this proposal:  _____Yes  _____No
	Proposal submitted by:  ___________________________      Date:  ________________
	Department Chair
	Proposal reviewed by:  ____________________________       Date:  ________________
	Division Chair
	APPENDIX 2J
	Funding for Faculty Research and Development Form


	Faculty may seek funding support for a variety of projects, including but not limited to:
	 Conference attendance, moderation, or presentation
	 Research or development opportunities to enrich teaching or advising the college
	 Scientific or social scientific research that may include travel, field experience, or personal development
	 Artistic production that may include time or travel to write, perform, or produce various forms of art to one’s field of study
	All faculty who desire funds for a project must submit a proposal to CAP that includes the following
	 An itemized list of all costs, such as transportation, lodging, meals, materials, fees, etc.
	 A short description of the event of proposed activity and an explanation of how this will benefit the college (in any capacity)
	REMINDER: CAP will use the following criteria (in no particular order) to rank and approve faculty research and development proposals:
	 Benefit to the college is clear (benefit may be to students in the classroom, their experience through participation, recognition, for the college, etc.
	 Conference attendance versus conference participation through moderation or presentation
	 Proposal directly involves and impacts students
	 A tangible result from the event or activity, such as publication, certification, award or recognition, etc.
	 Clearly articulated potential for professional growth, such as the development of a new skill, competency, or increased knowledge of best practice, etc.
	 How recently the applicant received funding.
	Description:
	APPENDIX 2K
	Instructional Improvement Fund Request Form


	Faculty may seek funding support for course development or improvement, including but not limited to:
	 Purchasing materials necessary to facilitate course development (e.g. reference materials, supplies, subscriptions, licenses, etc.) Textbook purchases (aside from curse reference materials) will not be reimbursed
	 Travel funds to obtain materials or information directly applicable to course development (e.g. meeting with professional/experts in areas of course instruction, liaising to gain access to resources etc.)
	 Professional training that will translate directly into course development
	 Faculty stipend (not to exceed $750) to offset time and effort for course development/improvement that demonstrably exceeds regular preparatory activities;
	 Stipends can only be awarded once every three years; funds can be requested at any time for materials, equipment, books, etc.
	All faculty who desire funds for instructional improvement funding must submit a proposal to CAP that includes the following information:
	 Clear and specific description of the course and proposed areas od development or improvement, including course title, number, frequency of offering, whether or not the courses in Gen. Ed. Course, impact on students across majors/minors, and timelin...
	 Clear explanation of how the proposed course development/improvement will potentially impact student learning or expected student outcomes.
	 An itemized list of all costs, such as transportation, lodging, meals, supplies, reference materials, fees, etc.
	 Criteria
	 Benefit to the college is clear. Benefit may be to students in the classroom, their experience through participation, etc.
	 Clearly articulated results from the event or activity, such as student networking, the development of a new skill, how the activity impacts course curriculum, competency, or increased knowledge.
	 A tangible result from the event or activity, such as a publication, license, certification, etc.
	Description:
	APPENDIX 2L

	current PTR benchmark group (this is the 2003 one)
	1. Salary benchmark group
	2. COS/PTR Subcommittee Report on Post-Tenure Review, April 17, 2003 entitled “Post Tenure Review Framework of Principles” Content: Six principles recommended by COS and approved by the Faculty Assembly at its regular meeting on April 17, 2003
	3. Proposed revisions to the Faculty Handbook
	1. 22=Master’s Colleges & Universities II (awarded >20, <40 master’s degrees in a year), 31=Baccalaureate Colleges – Liberal Arts, 32=Baccalaureate Colleges – General, 33=Baccalaureate/Associates Colleges
	2. 2=Private, Non-profit
	3. 2=Mid-sized City (<=250,000), 3=Urban Fringe – Large City, 4=Urban Fringe – Mid-sized City, 5=Large Town (<=25,000), 6=Small Town (>=2,500, <25,000), 7=Rural (so designated by U.S. Census Bureau)
	APPENDIX 3A
	Staff Evaluation Form







