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INTRODUCTORY STATEMENT
Any college, regardless of its size, has one main purpose -- to help the student obtain the best education possible.

Every organization, regardless of its nature, needs some type of control to be effective.

The rules and regulations contained in this manual were developed by Baker College because we believe that the actions of all our employees have a tremendous effect upon our students.

It is the College’s right to modify, suspend, revoke, terminate, or replace policies and/or benefits described in this manual with notice.  It is the College’s right to implement policies and procedures in any manner believed to be in the College’s best interests and within applicable legal and ethical boundaries.  No policy described herein is to be construed as constituting the terms of an employment agreement.

This manual should be kept as a reference guide and information source during your employ​ment at Baker College.
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THE BAKER COLLEGE SYSTEM . . . A BRIEF HISTORY
Within a few years on either side of the turn of the century, two proprietary institutions of higher education were founded, completely independent of each other, but with remarkably similar missions - to train people with the skills needed for employment in the offices of the great industries that were emerging in their cities at that time.

In 1888, Woodbridge Ferris started what is now Baker College of Muskegon.  It was an entre​pre​neurial venture inspired by the "boom" years of lumbering and Great Lakes shipping on Michigan's western coast.  Twenty-three years later in 1911, in a similar enterprise motivated by the sudden growth of the great automobile factories in Flint, Eldon E. Baker founded Baker Business University.

Both schools flourished, earning national accreditation and incorporation under the laws of the State of Michigan.  Prominent leaders and administrators guided both schools over the years - men such as E. C. Bisson, Arthur Howell, and Gail Jewell in Muskegon; and Guy Howard and Merle McCormack in Flint.

Then in 1965, after years of separate but parallel existence, the two colleges found a common denominator in the leadership of Robert Jewell.  Representing a group of Muskegon businessmen, Mr. Jewell purchased Baker Business University and brought both schools under a single management group.  Muskegon was authorized to grant the associate of business degree in 1965 and the associate of applied science degree in 1981.  Muskegon Business College was reorganized as a nonprofit corporation in 1969, and Baker College of Flint made the same transition in 1977.

Edward Kurtz became president of Baker College in 1981.  Robert Jewell continued as president of Muskegon Business College.  In 1983, Baker College acquired the property of the former John Wesley College in Owosso and the next winter began operation of a campus there.  Then in 1985 all three campuses received regional accreditation from the North Central Association of Colleges and Schools.  Six months later they were authorized to grant the Bachelor of Business Administration degree.

In 1986, following 21 years of close and valuable association, the schools officially merged to form the Baker College system with Edward Kurtz as Chief Executive Officer and Robert Jewell as Chairman of the Board of Trustees.  At the same time Baker College of Owosso became autonomous, with its own officers and board of regents, but still a part of the Baker College system.  Also in the same year Muskegon College began offering extension classes in Cadillac.

On January 4, 1990, Baker College acquired the campuses of Pontiac Business Institute located in Pontiac, Mount Clemens, and Port Huron, Michigan, forming Baker College of Eastern Michigan.  In June, 1990, Muskegon College changed its name to Baker College of Muskegon.  Baker College of Jackson joined  the System in 1993.  The Allen Park campus became the newest campus in 2003.  The Baker College system now operates 13 campus locations with over 30,000 students, making it one of Michigan's and the nation's largest independent colleges.

Amazingly, through all of this dramatic growth and success, the singular component that brought two fine business schools together to form one dynamic business and technical career college has not changed.  On all 13 Baker College campuses, the basic mission is the same as it was in 1888 and 1911.  Instituted by Woodbridge Ferris and Eldon Baker, sustained and enhanced by Robert Jewell, Edward Kurtz and a host of campus leaders, the Colleges still espouse and teach the principles of free enterprise and a strong work ethic and prepare students for employment and citizenship in today's competitive world.

I.

INTRODUCTION



Faculty members are valued employees who provide a vital resource to Baker College in enabling the College to achieve its mission and purposes.



As a college instructor, you have selected a challenging profession.  It is challenging because your classes will include students of widely varying ages, abilities, and interests.  It will be exciting because you will be exposed to your students' fresh points of view, because of the changing technology facing all of us today, and because you will become an important part of a dynamic institution - Baker College!



Good teaching does not just happen.  It requires hard work, careful planning, knowledge, constant alertness to new developments in your field, and a genuine liking for people.  All of these qualities as well as a thorough understanding of students and their needs, problems, concerns, and differences are essential to teaching success.

If this is your first experience as a college-level instructor, you should be aware that:



1.
Age is not necessarily an index to performance-today's attitudes reflect the idea that learning is continuous throughout life; and you should expect to have students of a wide range of ages enrolled in your classes.



2.
Adult students may be more motivated to succeed in your class than younger students.  They are generally in your class because they want to be there.



3.
College students seek to learn new things because they expect the information to be immediately useful to them.  In other words, there is a tendency to study what one wants when one wants it.



4.
Adults are often hard to please and may be more inclined to drop when dissatisfied.  The good teacher prepares for this and understands that many adults are reluctant even to enter or reenter a college classroom at "their age."  Skill in maintaining students' interest is a characteristic of the successful college instructor.



This handbook has been prepared to assist you in meeting your challenges as a Baker College faculty member and to provide you with some guidelines and practical solutions for questions you may encounter.  The faculty and administrators at Baker College are dedicated and con​scientious, and they stand ready to assist you in every way possible.  We are happy that you have joined our team!


II.
MISSION, PURPOSES, AND POLICIES OF THE COLLEGE



A.
Mission and Purposes of Baker College



The mission of Baker College is to provide quality higher education and training which enable graduates to be successful throughout challenging and reward​ing careers.  To this end, the following purposes have been established:




1.
To prepare students for competency in Business, Health, Human Services, and Technical careers in today's global economy.  



2.
To provide general education which expands the students’ horizons, develops strong communication skills, and encourages critical thinking.




3.
To provide students with practical experience and training in a chosen field of study.




4.
To encourage social and classroom related activities which promote both per​sonal and professional growth.




5.
To enhance students’ success through continuous assessment and improve​ment of teaching, learning, and institutional effectiveness.




6.
To assist graduates throughout their careers in securing employment and improving career opportunities.




7.
To encourage graduates to continue their education and to lead effectively through service in a world without boundaries.

8.
To offer graduate programs which provide students with advanced study, research, scholarly activity, and the opportunities for professional development.



From these Purposes the structure and programs of the Institution have been developed.



B.
Ten Guiding Principles


In addition to a strong belief in mission, some guiding principles of Baker Collage are so inherent in its philosophy that they in fact become the basis of our corporate behavior.  Those principles are as follows: 


1.
A “Right to Try” college.



2.
Highly effective programs and delivery methods.



3.
Customer focus – students, employees, community, vendors, governmental agencies, etc.



4.
Community orientation.



5.
Willingness to change/adapt.



6.
Proven and successful business practices and strong focus on responsible fiscal management.


7.
Strong image – buildings, people, campuses.


8.
High work ethic of employees.



9.
Family and team atmosphere among employees.


10.
Belief in holding ourselves accountable for our mission and the stated values and the public trust placed in us.


C.
Affirmative Action Policy
EQUAL OPPORTUNITY POLICY

Policy Statement

It is the policy of Baker College not to discriminate on the basis of race, sex, national origin, age, disability or other legally protected characteristic in providing and the admi​nis​tration of educa​tional programs, services, activities, and employment, or recruit​ment. Inquiries regarding this policy can be directed to Rosemary Zawacki, 1050 West Bristol Road, Flint, MI  48507, 810-766-4028, e-mail at rosemary. zawacki@baker.edu.

The College declares and reaffirms a policy of equal employment opportunity, equal educational opportunity, and nondiscrimination, where applicable, in the provision of educa​tional services to the public.  The College will make all decisions regarding recruit​ment without discrimination on grounds of race, color, creed, religion, sex, national origin, age, disability, or other factors which cannot lawfully be the basis for an admissions/ employment decision.  The College reaffirms its policy of adminis​tering all of its educational programs and related supporting services and benefits in a manner which does not discriminate because of a student’s or prospective student’s race, color, creed, religion, sex, national origin, age, disability or other characteristic which cannot be lawfully the basis for the administration of such services.

Baker College commits itself to a program of Affirmative Action/Equal Employment Opportunity, set forth herein, to encourage the application of veterans, minority, disabled and women students, to identify and eliminate the effects of any past discrimination in the provision of educational procedures which will assure equal treatment and equal access to the facilities and educational benefits of the institution to all students, as required by law.

The College reaffirms its policy of nondiscrimination, on the basis of minority status, sex, or other impermissible grounds, in the provision of all services provided to members of the public by facilities under control of the College.

Further, the College takes affirmative action to employ, promote, and otherwise treat qualified individuals with disabilities, disabled veterans and Vietnam Era veterans without regard to either their disability or status.

This policy shall apply in the following areas: admissions, student educational oppor​tunities and services, employment, promotion, demotion or transfer, layoff, termination, compensation, and selection for training programs.

Baker College commits itself to a continuing program to assure that unlawful discrimination does not occur in the services it renders to the public, and that those sectors of the public most affected by this policy be kept informed of its content.

REHABILITATION ACT OF 1973 AND AMERICAN WITH DISABILITIES ACT 
OF 1990 (ADA)

Baker College is committed to the implementation of regulations from Section 504 of the Rehabilitation Act of 1973 and the American with Disabilities Act of 1990 as they apply to persons with disabilities in the following ways:  all new facilities are barrier free; programs, classes, and activities in existing facilities are made accessible to persons with disabilities; reasonable and appropriate adjustments and accommo​dations are made to ensure full educational opportunity for students with disabilities; and auxiliary aids and services, when necessary, are provided in a timely manner to afford an individual with a disability an equal opportunity to effectively participate in, and enjoy the benefits of, a service, program, course, or activity conducted by the College.

A postsecondary student with a disability who is in need of auxiliary aids is obligated to provide notice of the nature of the disabling condition to the College’s Academic Counseling/Advising Office and to assist the College in identifying appropriate and effective auxiliary aids.  The student must identify the need and give adequate notice of the need.  In response to a request for auxiliary aids, the College will require from the student supporting diagnostic test results and professional pre​scriptions for auxiliary aids.           

GRIEVANCE PROCEDURES FOR TITLE VII OF THE CIVIL RIGHTS ACT OF 1964, 

TITLE IX OF THE EDUCATION AMENDMENTS OF 1972, SECTION 504 OF 
THE REHABILITATION ACT OF 1973, AMERICAN WITH DISABILITIES ACT 
OF 1990 (ADA)

SECTION I

If any person believes that BAKER COLLEGE has inadequately applied the principles and/or regulations of Title VII of the Civil Rights Act of 1964, Title IX of the Education Amend​ments of 1972, Section 504 of the Rehabilitation Act of 1973, or the American with Disabilities Act of 1990 (ADA) he/she may bring forward a grievance to the Equal Employ​ment Opportunity/Affirmative Action/ADA Officer, Ms. Rosemary Zawacki, at 1050 West Bristol Road, Flint, MI 48507, 810-766-4028, e‑mail at rosemary.zawacki@ baker.edu.

SECTION II

The person who believes he/she has a valid basis for grievance shall discuss the grievance informally and on a verbal basis with the campus chief academic officer, who shall function as the designated campus EEO/AA/ADA Officer.  The campus chief academic officer shall in turn investigate the complaint and reply with an answer to the complainant. He/she may initiate formal procedures according to the following steps:

Step 1 – A written statement of the grievance signed by the complainant shall be submitted to the campus chief academic officer, within five (5) business days of receipt of a response to the informal complaint. The campus chief academic officer shall further investigate the matters of grievance and reply in writing to the complainant within five (5) business days.

Step 2 – If the complainant wishes to appeal the decision of the campus chief academic officer, he/she may submit a signed statement of appeal to the campus president within five (5) business days after receipt of the campus chief academic officer’s response. The campus president shall meet with all parties involved, formulate a conclusion, and respond in writing to the complainant within ten (10) business days.

A grievance or inquiry may be made at any time to the Office for Civil Rights Region V, Department of Education, Room 700C 7th Floor, 401 South State Street, Chicago, IL 60605-1202.

The campus chief academic officer, will provide a copy of the College’s grievance procedure and investigate all complaints in accordance with this procedure on request.

A copy of each of the acts and regulations on which this notice is based may be found in the campus chief academic officer’s office.

SEXUAL HARASSMENT POLICY

Pursuant to Baker College’s policy of equal employment opportunity, the College will maintain a working/educational environment for its employees and students which is free from sexual harassment.

Sexual harassment is illegal and against the policies of this College.

Sexual harassment involves making unwelcome sexual advances or requests for sexual favors or other verbal or physical conduct of a sexual nature a condition of employment/education, making submission to or rejection of such conduct the basis for employment/educational decisions, or creating an intimidating, offensive, or hostile working/educational environment by such conduct.

The following are examples of sexual harassment:

Verbal:
Sexual innuendo, suggestive comments, insults, threats, jokes about gender-specific traits, and sexual propositions

Nonverbal:
Making suggestive or insulting noises, leering, whistling, and making obscene gestures

Physical:
Touching, pinching, brushing the body, coercing sexual inter​course, and assault

Any employee/student who believes he or she has been the subject of sexual harassment should report the alleged conduct immediately to:

Rosemary Zawacki




Vice President for Human Resources




Baker College




1050 West Bristol Road




Flint, MI 48507




(810) 766-4028




e-mail:  rosemary.zawacki@baker.edu
A confidential investigation of any complaint will be undertaken immediately.

Any employee/student found by the College to have sexually harassed another employee/student will be subject to appropriate disciplinary sanctions ranging from a warning in his/her file up to and including termination/expulsion.

Retaliating or discriminating against an employee/student for complaining about sexual harassment is prohibited.

The College recognizes that the issue of whether sexual harassment has occurred requires a factual determination based on all evidence received. The College also recognizes that false accusations of sexual harassment can have serious effects on innocent men and women. We trust that all employees/students will continue to act in a responsible and professional manner to establish a pleasant working/ educational environment free of sexual harassment.

III.
PERSONNEL POLICIES AND RECORDS



A.
Educational Requirements are as posted by the College.  The College has regional accreditation from the Higher Learning Commission of the North Central Association of Colleges and Schools, 30 North LaSalle Street, Suite 2400, Chicago, IL 60602-2504, 800-621-7440. To meet the Higher Learning Commission accreditation standards, the College seeks to employ faculty who hold advanced degrees from regionally accredited institutions beyond the baccalaureate level. See Appendix D-1.



B.
Experience Requirements



Because of the high priority that Baker College places on the quality of its curriculum, the College prefers to hire faculty members with current professional experience in the field they will be teaching, as such experience enriches the classroom experience.  Preference will also be given to instructors with successful teaching experience, especially at the postsecondary level.

In addition, faculty members should possess both practical and theoretical expertise within the field they will be teaching and in educational techniques such as:




 1.
Teaching methodology and classroom control




 2.
Writing of curriculum




 3.
Audio-visual and technology usage



C.
Credentials and Personal Data



It is important for the Institution to have accurate records for every staff member.  Faculty must keep their dean and the Business Office advised of the following types of status changes:




Name





Social Security Number




Address




Telephone Number




Marital Status




Person(s) to Notify in an Emergency




License Identification Numbers




Proof of Citizenship




E-mail Address




Attainment of Additional Educational Certificates or Degrees




Employee records are treated with the strictest of confidence and are accessible only to the appropriate supervisors and other designated personnel.  In accordance with state and federal laws, any employee who wishes to review his records may do so with the System Human Resource Department by written request.  A written request for copies may be directed to the System Human Resource Department.  Employee statements and/or comments will be accepted as additions to the personnel file.  It is the respon​sibility of the employee, as well as the Institution, to keep the records up to date.

It is the instructor's responsibility to make sure he/she has valid credentials covering his/her teaching assignments and personal data on file with the Human Resources Director.

If an instructor has credential problems or requires information or assistance, he/she should contact the Human Resource Director or Dean of the Division.




The following must be submitted:




Form/Data







When



Official copy of (all) college transcripts
Upon employment or whenever updated




Resume
Upon employment




Payroll withholding forms W-4




statements federal, state, city
Upon employment or whenever updated




Signed employment agreement
Quarterly/annually




Employee Information Sheet
Upon employment or as change occurs




Employee Eligibility Verification (Form I-9)
Upon employment




Direct Deposit
Upon employment



D.
Workload
Part-time faculty schedules may not include a load of more than 18 credits in any one quarter.  Full-time faculty schedules require a minimum of 20 quarter hours of classes per quarter fall, winter, and spring and 12 quarter hours summer quarter unless a lower number of quarter hours is specified by the Vice President for Academics.  Full-time faculty are limited to 4 credits of overload per quarter.  


E.
Job Responsibilities and Professional Expectations
Full- and part-time faculty members report directly to the Dean or [ * INSERT * ] of the division for which they are teaching.  They are supervised and evaluated by the Dean or his/her designee for that division.  In addition to adhering to all policies described in the "Baker College Faculty Policy and Procedures" handbook, the full- and part-time faculty member is expected to:




1.
Demonstrate a commitment to Baker College, its mission and purposes.




2.
Maintain the professional image of a Baker College employee.

3. Meet all curriculum requirements for teaching individual courses.




4.
Develop curriculum materials when requested.




5.
Be punctual and present for classes, meetings, and other Baker College activities.




6.
Attend all faculty professional development sessions.




7.
Support Baker College by attending and participating in activities such as divi​sional meetings, department meetings, faculty meetings, graduation exer​cises, and other official College functions.




8.
Set and meet professional goals for growth.




9.
Be dependable and self-motivated.




10.
Use strong organizational skills with the ability to meet deadlines and complete paperwork such as attendance reports, grades, etc., on time.




11.
Be adaptable to Baker's environment of growth and willing to meet the ever-changing goals necessitated by positive growth.

12. Demonstrate dedication, teamwork, interpersonal skills, and the ability to inter​act positively with students, colleagues, and supervisors.  Attend divisional meetings, advisory board meetings, in-services, and other college committees whenever possible.  A complete listing of college committees can be found in this handbook under "COLLEGE COMMITTEES."  Minutes of appropriate college committee meetings will be posted or routed to all faculty members.

Baker College employees frequently refer to certain faculty and staff as “pro​gram champions” because of their dedication and devotion to their programs and students.  Please see Appendix P for the College’s description of a program champion.



F.
Salary and Employment Agreements
Salary for part-time faculty is based upon degree, work experience and seniority at Baker College.  Employment agree​ments are issued for each quarter taught.  Employ​ment agree​ment terms are subject to class cancellations due to low enrollments, etc.  Part-time faculty may not teach more than 18 credits per quarter.  
A series of employment agreements issued does not imply a promise of any future employment.




Wages for instructors with less than a bachelor's degree are calculated at 15 percent less than the payroll schedule amount.  Overloads for full-time faculty will be paid at the part-time faculty per-class rate.  



See Part-Time Faculty Salary Scale (Appendix O).

Independent Study Pay
The pay rate for Independent Study will be one-third the tuition cost of the class per student.



G.
Paycheck Stubs
Paychecks and paycheck stubs for direct deposit are issued every other Friday and may be picked up at the [ * INSERT * ].  Stubs or checks not picked up [ * INSERT *]  For part-time faculty, the first paycheck will not be issued until after the signed employment agreement is turned in.  Dates for part-time paychecks will be announced [ * INSERT * ].



Questions regarding paychecks should be directed to [ * INSERT * ].

H.
Vacancies
Baker College may fill vacancies in three ways at the discretion of manage​ment: transfers/promotions, internal job postings, and external job searches.

1.
Transfers/Promotions.  Baker College may elect to transfer or pro​mote an employee to a vacancy without posting the position.

Promotion is defined as a change which results in a higher level of responsi​bilities.  Staff promoted to new responsibilities will be evaluated after three (3) months in the new position.

A transfer is defined as a change of position from one department to another with the same level and responsibilities.  Consideration will be given to current employees when vacancies exist which might be filled by transfer from one job assignment to another.  Staff transferred from one job assign​ment to another will be evaluated after three (3) months.

An employee transferred or promoted is not eligible to apply for another position in the College for a period of six (6) months.

2.
Internal Job Postings.  There will be no special campus hiring privileges.  All Baker College employees will have an equal oppor​tunity to apply for all posi​tions posted.  It is assumed that all job postings will have certain educa​tional and/or experience require​ments.  These requirements will not be waived.

All internal postings are distributed through the Human Resources Office.  Quali​fied internal candidates must reply within eight calendar days of the posting.  An employee must have six months seniority in his/her position before he/she is eligible to apply for an internal job posting.  Employees must notify their super​visor if they apply for an internal job posting.

College Work-study employees are not eligible to apply through the internal job posting system.

3.
External Job Searches.  Baker College may search outside the College System to fill vacancies at the discretion of management.



I.
Internal Postings



Part-time faculty are eligible to apply for internal postings after six months of employ​ment with the College.

J.
Termination of Service; Resignation, Discharge, and Layoff/Reduction 

Although the College does not like to lose the services of an employee, there are understandable reasons why an employee may terminate his/her service.

1.
Resignation--If you find it necessary to resign, hourly/part-time employees are expected to give a minimum of two (2) weeks’ notice of resignation in writing.  Employment agreement employees are expected to give notice as required by individual employment agreement.

2.
Discharge--Baker College is an at-will employer.  Employment may be termi​nated with or without cause.

3.
Layoff-Reduction--While layoffs normally are not a part of employment at Baker College, they have occurred occasionally in the past.  It is the College’s policy to announce layoffs as soon as possible and to keep our employees up to date on the evolving situation.  If a layoff becomes necessary, management reserves the right to keep some employees working in all func​tions and skill areas, regardless of seniority.  Layoffs may be a reduction in work hours or a complete layoff.

Final Pay--Employees who leave the College, via resignation, retirement, death, or discharge with or without cause are paid for days worked until termination.  The employee’s final paycheck is given to the employee or a designated representative on the first payday following termination of service if all materials have been turned in, i.e., keys, classbooks, etc.



K.
Faculty/Employee Scholarship Program



Classes may be taken tuition free by active employees subject to supervisor approval.  This policy applies to all Baker College part-time faculty and staff within the guidelines listed below.  Full-time faculty should consult the Employee Scholarship guidelines stated in the full-time employee manual.




 1.
The part-time person should have worked for Baker College at least two quarters (or 6 months) in the past year.  



 2.
Enrollment in the course will only be permitted if the class minimum limits have already been met by tuition-paying students and if the class maximum limits have not been reached.




 3.
Only one course per quarter can be taken, unless the appropriate Dean approves otherwise.  A maximum of 12 credits per calendar year may be taken.




 4.
The opportunity does not extend to the employee’s family members.




 5.
The employee must purchase all texts and necessary materials, and appro​priate application fees must be paid by the employee.




 6.
Each quarter the employee must complete the “Baker College Employee Scholar​ship Request” form and submit it to the Financial Aid Office.  (Appen​dix A)


L.
Expense Reports
1.
All anticipated expenses require preapproval by the Dean.  Any expense reports turned in must be accompanied by receipts to cover the charges listed.  Any expenses not covered by receipts will not be paid by the Business Office.




2.
Expense reports must be submitted in duplicate to the appropriate Dean.

3. See Expense Report form and standard mileage form in Appendix G-1 and G-2.



M.
Absences by Faculty
It is the responsibility of the faculty member to report in advance any anticipated or unexpected absence to the appropriate Dean.
1. Unexpected Absences
a. Instructors must notify their Deans or their designees in person or by telephone as soon as possible or at the very latest one hour prior to their first class for a day absence or by 4:00 p.m. for an evening absence.  Messages regarding absences should not be left with an operator or on voice mail.  If your Dean is not available when you call, ask to speak with [ * INSERT * ].
a. Classes should be covered by a substitute or a make-up class should be sche​duled.  The Dean may be able to suggest a possible substitute to cover a class.  The Dean must approve the selection of a substitute teacher.

b. Instructors must inform the [ * INSERT * ] of the assignment to be given for each canceled class during their absence and when the class time will be rescheduled.

c. The College will make an effort to notify students when ample advance notice is given and will post a notice of the cancellation in the classroom.

d. Part-time faculty who miss a class and hire a substitute are respon​sible for providing monetary compensation to the substitute teacher.

e. Full-time faculty must submit a “Paid Leave Request Form” to their dean for hours missed due to funerals, illness, or personal time.  See Appen​dix X.




 2.
Anticipated Absences 





The instructor must:





a.
Make arrangements for a qualified substitute teacher, with approval from the Dean.






or





b.
Reschedule the class with approval of a majority of students in the class and the Dean.

1)
The instructor must notify all students in the class of the rescheduled class.

2) The Dean and the [ * INSERT * ] must be given a copy of the class change details.  


N.
Confidentiality of Information



All information about students (including identity) must be treated with strictest confidence according to state and federal regulation.  State law requires that an employee (not the institution) may be sued for breach of con​fi​dentiality.  Verification of student identification must be given before any information is given out.  (Appendix C‑1, C‑2)




Violation of this trust may be cause for immediate disciplinary action.  Employees should particularly guard against inadvertent breach of confi​dentiality through careless work-related conversation around students and visitors within the facility.




Employees who violate the confidentiality of these records will be disciplined.  Each case will be evaluated separately. The disciplinary action taken may range from a verbal warn​ing, written warning, or termination of employment. 



O.
Dress Code



Since our employees have a high degree of public visibility, their dress and appear​ance are of vital importance to the College’s success.  We are concerned about dress and appearance for the following reasons:




1.
We believe that the appearance of our employees reflects their attitude toward the company.




2.
We believe that personal appearance demonstrates pride in one’s work.




3.
We want employees who meet the public to reflect the College’s image.




4.
We believe that dress and grooming rules are related to employees’ safety and health.

It is the College’s policy to require that employees choose appropriate business attire for the purpose of performing their jobs competently, effi​ciently, and safely.  While in most cases we have found that our employees’ common sense and careful judgment lead them to adopt appropriate business dress, we have written this policy as a reminder that in order to operate our business successfully, we must demonstrate a competent and professional demeanor to our public.

We do have some basic rules regarding appropriate business dress for work.

Men are to wear dress shirts, dress pants, ties, or uniforms.  It is preferred that suit or sport coats be worn in areas where students/public may be encountered.

Women are to wear suits, dresses or skirts, or uniforms, and hose.  Bare legs and/or bare feet are not acceptable.  Pantsuits are permitted if they include matching dress pants and matching jacket, or dress pants with coordinated dress blazer.  Slacks and a sweater, slacks and a blouse, or slacks and a pull-over top are not considered to be a pant suit.  Stirrup pants, capri pants, shorts, skorts, or coulottes are not permitted.

No jeans of any style or color, denim dresses or skirts, or tennis/athletic shoes of any color are permitted.  Exceptions due to health conditions, the unique nature of your job responsi​bilities, or instructional responsibilities may be approved in advance by your supervisor or Dean.  Only official Baker clothing is permissible on Spirit Days (i.e., club approved or Baker College Bookstore merchandise).



P.
Part-time Faculty Employment Agreement



Employment agreements for part-time faculty are issued each quarter.  Employment agree​ments should be signed and returned to the Dean each quarter before classes begin.  A paycheck will not be issued if the signed employment agreement has not been returned by the first pay day.



Q.
Credit Union



Employees may elect at any time to join an approved credit union.  Payroll deduction is available through the Business Office/Human Resource Office.  The services include direct deposit, savings shares, share drafts, loans, credit cards, etc.



R.
Direct Deposit



Direct deposits are recommended for all payroll checks.  This eliminates the chance of lost checks and is very convenient for the employee.



S.
Worker's Disability Compensation



Employees are protected by Worker's Compensation Insurance.  All work-related injuries, no matter how minor, must be reported at once to the employee's super​visor.  Injuries causing loss of work must be reported in detail.  Medical treatment is provided for injuries incurred by employees in the course of fulfilling their duties.  Medical bills incurred from work-related injuries are covered by our Worker's Compensation carrier, not our medical insurance plan.  Seniority will remain unbroken during worker's compen​sation leaves.  Leave benefits will not continue to accrue during such leaves of absence.



T.
Unemployment

Employees of the College are protected by unemployment insurance which provides financial assistance while a person is temporarily unemployed.  Under Section 27 I, #1-3 of the MESC Act, part-time faculty are not eligible for unemployment for weeks which fall between the academic quarters.  Summer quarter is a non-traditional enrollment period and also does not qualify for unemployment benefits.  Further information may be obtained from the Human Resource Office.



U.
Tax Sheltered Annuities



A tax sheltered annuity is a tax sheltered retirement saving plan.  The employee deter​mines the amount to have contributed and designates the investment choice(s) it will be directed toward.  Employees are encouraged to elect payroll deductions for various forms of tax sheltered annuities approved by the Human Resource Office.  For more information, contact the Human Resource Office.  
V. 
Graduate Course Tuition Reimbursement Policy for Part-time Faculty

Each Baker College campus will annually allocate funds to be used toward tuition reimbursement for part-time faculty.  Part-time faculty members who have taught for the College for at least six (6) quarters will be eligible for this reimbursement. Full-time faculty should consult the Employee Scholarship guidelines stated in the full-time employee manual.

1. 
Tuition costs will be reimbursed at a maximum of one hundred sixty ($160) per graduate credit hour for up to twelve semester hours per year.

2.
 If the aggregate amount to be reimbursed on the campus exceeds the allotted fund in any one (1) year, the amount per credit hour shall be prorated according to the total number of hours eligible for reimbursement.

3. 
To be eligible for reimbursement, hours must be for graduate credit in courses/programs which are relevant to teaching assignments at Baker College.  Reimbursement is subject to prior approval by the Chief Academic Officer.

4.
 If the faculty member teaches at more than one campus, they may only receive reimbursement from one campus in the Baker College System.

5.
The faculty member must agree to be available to teach at the College for one (1) year following the reimbursement.  The reimbursement amount for the year must be repaid if the faculty member refuses class assignments offered to him/her by the College prior to fulfilling this commitment.  Reimbursement payments will be made annually by July 1 and will recognize only courses completed within the immediate prior twelve (12) months.

W. 
Procedure for Graduate Program Approval

1.  
Faculty should complete the ‘BAKER COLLEGE PART-TIME FACULTY REQUEST FOR   GRADUATE PROGRAM APPROVAL’ form (See Appendix Y- 3 – Part I and Part II.)

2. 
Submit ‘Form A’ to Dean for approval who completes Form A: Part II.

3. 
Dean:

If request is Approved: forward ‘Form A’ to Chief Academic Officer for approval

If request is Denied: Return ‘Form A’ to requesting faculty member

4. 
Chief Academic Officer:





If request is Approved or Denied:

Chief Academic Officer returns ‘Form A’ with signature to Dean






Dean notifies faculty member

5. 
Faculty member should meet with the Dean to become familiar with ‘BAKER COLLEGE PART-TIME FACULTY REQUEST FOR REIMBURSEMENT FOR GRADUATE COURSE’ process and form.

X. 
Procedure for Reimbursement for Graduate Courses

1.  
Faculty should complete the ‘BAKER COLLEGE PART-TIME FACULTY REQUEST FOR REIMBURSEMENT FOR GRADUATE COURSE’ form. (See Appendix Y-4.)

2. 
Faculty will submit “Reimbursement’ form with a copy of grade report and 
copy of bill or receipt for course to Chief Academic Officer/VP for Academics. 
This form must be submitted by June 15.  Reimbursements will be made in 
July.


IV.
COLLEGE POLICIES



A.
Administrative Policies



1.
Safety and Security




a.
Safety.






Because health and safety are important to the College, Baker College urges its employees to comply with all safety rules, both on and off the job.  In the event that an employee sustains a job-related injury, the immediate supervisor and/or medical personnel should be con​tacted immediately.  Written documentation of the incident must be completed within 24 hours.  See Incident/Accident Report (Appendix B).






Employees' suggestions for minimizing potential hazards are welcomed.  If there is an immediate danger, the supervisor should be contacted at once.  If a suggestion is less immediate, the facilities staff should be contacted in writing.

It is the desire of Baker College to provide for a safe, com​for​ta​ble and orderly campus environment.  As such, the College has established this policy to ensure the health and safety of its students, faculty, staff, visitors, and the public through the prevention of accidents and mitigation of circumstances which may cause property damage, personal injury, or loss of life.  The College recognizes the necessity for and expects com​mit​ment by every member of its staff and management to the accom​plish​ment of these goals.

The College recognizes the uniqueness of its facilities and mission.  How​ever, it is the College’s policy to prevent accidents and unsafe con​ditions in work, teaching, and other activities that the College super​vises, and is responsible for, or sponsors.  Each person, despite official or unofficial status, who assumes or is assigned responsibility for the activity of others is administratively responsible for their safety during such times.  Similarly, each person whether employee, student, visitor, or guest, engaged in activities within the College mission, retains his/her basic responsibility for his/her personal safety within the various College sites and facilities.

The College through the Department of Campus Safety’s Compliance Officer and other qualified College resources will provide information to its various divisions regarding safety and health standards.  Investi​gation of accidents involving College personnel and students during work, class, or sponsored activities is the responsibility of the person whose job it is to super​vise the person injured.  Dependant upon the nature and cir​cumstances of the incident, the Department of Campus Safety, assisted by other appropriate agencies, may participate in or conduct the investigation.

The College shall, as its overall policy, adhere to the laws of the State of Michigan and federal and other codes, ordinances, and regulations as may be applicable.  It is the intention of the College that there shall be com​​pliance with safe practice standards which are a matter of pro​fessional knowledge and recognize the rules and guidelines set forth by various accrediting academic and scientific agencies.  Each department is respon​sible for compliance and for the establishment and preservation of safe conditions and safe practices within the area of jurisdiction.





b.
Right to Know.






You have the right to know about the chemicals and materials found in your work place.  The College will identify hazardous chemi​cals/ materials, label containers, secure Material Safety Data Sheets, and train all employees with regard to the safe utilization of all hazardous chemicals/materials in the work place.





c.
Security.





Responsibility for the security of the College's supplies, equipment, buildings, and grounds lies with the entire staff.  All employees are requested to exercise due caution to protect the facility and its con​tents from theft and acts of vandalism.  No employee should take any action which will needlessly jeopardize the safety of himself/herself or others.

2.
Drug Awareness
a.
Use of alcohol/drugs presents numerous health, behavioral and social problems.  These include acute health problems related to intoxication or overdoses; physical and psychological dependence; long-term health problems; contracting of diseases; pregnancy problems; psycho​logical problems; dimi​nished behavior; risk taking; violent behavior; accidents; negative effects on academic or work perfor​mance; and con​duct problems.

b.
Assistance for employees with drug or alcohol-related problems is available through the Baker College Counseling Department.  Referrals will be kept confidential (alcohol substance abuse counseling agencies are listed in the Directory section of the Campus Safety Manual and Annual Report).

c.
Use of alcohol on any Baker College owned or leased property prior to attending or during a College sponsored activity is strictly prohibited.  Violations will result in immediate disciplinary action up to and including termination.

d.
The possession, distribution, carrying, use, or being under the influence of drugs or alcohol is cause for immediate disci​plinary action which may result in suspension or expulsion.

e.
All Baker College employees are required to notify the Human Resource Office of the College of any conviction of a drug statute violation no later than five days after such conviction.




3.
Emergency Preparedness




If a student or visitor requires assistance due to illness or accident, the employee or a student should notify the Campus Safety staff immediately and then return to comfort the person until appropriate help arrives.  In case of fire or other emergency, all students should be escorted out of the building or to a place of safety as quickly and calmly as possible, using the stairs.  Evacuation route maps are posted in all classrooms and offices.  Teachers should keep grade​book/attendance sheet and close doors. [ * INSERT * ].




4.
Grievance and Work-Related Problems




It shall be the policy of the institution to provide a means by which each employee may have an opportunity to express his/her concerns about his/her welfare, working conditions, job situations, or interpersonal relationships.  Employees who submit such complaints or grievances may expect a fair hearing without fear of harassment or threat of retaliation.  Time limits are specified at various steps on the procedure to provide resolution to employees' problems.  If management requires more time than allowed to complete its investi​gation, it will so inform the employee and restate when the employee will receive an answer.  These time limits exclude Saturdays, Sundays, and holidays.





If any person believes that the College has inadequately applied its policies or procedures, he/she may bring forward a complaint, which shall be referred to as a grievance.  Discharge is not subject to grievance procedure.  The complaint should be filed with the Vice President for Academics or Chief Academic Officer.  (See Appendix F.)

Step 1 - Oral Discussion
The employee discusses the grievance with the immediate supervisor within five (5) days of the origin and/or awareness of the problem.  If the immediate super​visor is unable to resolve the problem satisfactorily within five (5) working days after the complaint has been presented to him/her, the employee within five (5) working days, may submit, in writing, his/her problem and the remedy he/she seeks to the division director.  If the grievance is not resolved in Step 1, the employee proceeds to Step 2.

Step 2 - Division Director
Within five (5) working days after the problem is presented to him/her, the division director will review the facts of the case; examine the policies involved, if any; discuss the situation with the super​visor involved; and, if possible, settle the matter to the satisfaction of the employee and his/her supervisor.  The division director will prepare a written record of this meeting indicating the action taken and the basis for the action.  One copy will be sent to the Grievance Committee and one copy to the employee.  If the division director is not able to resolve the problem satisfactorily within five (5) working days after the complaint has been presented, the employee, within five (5) working days, may submit his/her problem to the Grievance Committee.

Step 3 - Grievance Committee (Consists of one director, one professional, and one clerical level employee.)
The Grievance Committee will review the facts of the case; examine policies involved, discuss the situation with the division director involved, and review all documentation of attempts at resolution.  The committee will give the employee an impartial hearing and will make every effort to arrive at a mutually satisfactory solution to the problem within five (5) working days after the complaint has been presented.  If the issue is not resolved with the Grievance Committee, the employee can appeal, within five (5) working days, to the Corporate President.

Step 4 - Written Grievance to the Corporate President
This appeal will be addressed within thirty (30) days of written request by the employee for consideration by the Corporate President.  The decision of the Corporate President is final.

The Corporate President will prepare a written record of this meeting indi​cating the action taken and the basis for this action.  One copy will be sent to the divi​sion director, immediate supervisor, Grievance Committee, and one copy given to the employee.




 5.
Physical Environment




Baker College prides itself on the appearance of its campuses.  All buildings and grounds are well maintained.  The faculty's cooperation in preserving this environ​ment is encouraged and expected.




 6.
Maintenance




The College takes pride in the condition of its buildings and grounds, so if you notice anything needing repair or attention, please complete a [ * INSERT * ] form available in [ * INSERT * ]. 



 7.
School Closing/Weather




If the College declares a snow day due to inclement weather, it will be announced on all major [ * INSERT * ] radio and television stations.  Morning snow day announcements are made to cancel day classes only.  If evening classes are also canceled, a later separate announcement will be made.



 8.
Mail




All instructors should check their mailboxes for messages upon arrival and before leaving each day.  E-mail should also be checked frequently.





Mail and messages will be delivered to mailboxes at least once per day.



 9.
Personal Property and Lost and Found




Articles found at the College or on the grounds should be turned in to the [ * INSERT * ].  Such items will then be returned to the owner upon proper identification.  Baker College cannot assume responsibility for personal property of employees, students, or visitors.  Therefore, you must exercise good judgment and care in the placement of personal belongings.  You should encourage students and visitors to do likewise.




 10.
Solicitations




Baker College does not permit anyone to sell or solicit or distribute materials on the premises except as authorized by the President or his designee.



11.
Bulletin Boards




Bulletin boards are posted to display items of interest to the employees, students, and visitors.  The information must be approved by the [ * INSERT * ] before it can be posted.  Announcements, grade reports, items of special interest, etc., placed on doors, ceilings, floors, walls, or windows are prohibited.





Faculty are encouraged to prepare attractive instructional displays on the bulletin boards in their classrooms.  These displays should be monitored regularly by faculty.  To maintain confidentiality, teachers should avoid “posting” student grades.



12.
Classroom Assignments
Any changes in classroom assignment or use during the quarter must be approved by the [ * INSERT * ].  Class​room usage for make-up class sessions must also receive prior approval.  Facilities personnel must be notified of all room changes.



13.
Suggestions




Baker College continually seeks ways to improve its services to staff, students, and the community.  Employees are strongly encouraged to present cost-cutting or method-improvement ideas to their immediate supervisor(s).




14.
Smoking and Food




a.
Smoking is only allowed outside at the designated smoking areas.  No smoking is permitted in front of doorways or under the overhangs of the building.  All faculty and staff are expected to help enforce smoking restrictions around the entrances to the building.





b.
Food and beverages are only allowed in the [ * INSERT * ].





c.
Food and beverages may be served in other areas in conjunction with special events ONLY.  These areas are limited to the [ * INSERT * ].





d.
Food and beverages, particularly snack foods such as donuts or birthday cake, may be served in the Faculty and Employee Lounges.





e.
Meals (take-out or bring-from-home lunches, for example) may be eaten ONLY in the [ * INSERT * ], NOT IN INDIVIDUAL OFFICES.  Working lunches held in a conference room as part of an on-going meeting are acceptable.





f.
Coffee, tea, or soft drinks are permitted in your office area but only in appropriate containers, e.g. mugs or glasses.  No cans or styrofoam or paper cups (Big Gulps) are allowed.





g.
Food and beverages are not allowed in classrooms or hallways.

h.
Food and beverages purchased on campus can be carried to other parts of the building only if they are in take-out containers and/or in paper bags.





It is important that ALL employees set good examples and help enforce these rules.  



15.
Telephones




Telephones are available in the offices and faculty lounges for business or emer​gency calls only.  Local personal calls should be held to a minimum.  All long distance personal calls must be charged to the employee’s home phone number, credit card, or a calling card.




16.
Legal Documents




Instructors may not become involved as witness to, or as instruments of, legal procedures with students unless subpoena power of the court commands them to give testimony.  All staff must notify the [ * INSERT * ] of any pending legal actions.




17.
Address Change




Whenever there is a change of name, address, or telephone (business or home) number, employees must complete a College Change-of-Address Form and an updated W-4 form.  These forms can be obtained from [ * INSERT * ] and should be returned upon completion.





Faculty members must also notify their Deans of such changes.



18.
Parking




Off-street lighted, [ * INSERT * ] is provided for all employees in designated areas.  These are located on the [ * INSERT * ] of the campus and are indicated by posted signs.  A faculty/staff parking sticker must be present and visible on the vehicle to park in College parking lots.  Parking stickers are available from the Campus Safety Office.  Faculty parking is not allowed in the [ * INSERT * ] parking areas.




19.
Office/Classroom Standard Guidelines
Office areas and classrooms are to be kept neat.  Whenever possible, your office/classroom should be furnished with cabinets of the same color.  Wall cabinet doors are to remain closed and free of notes, papers, and pictures.  Radios are prohibited in office areas where students or guests may be present.  All awards, certificates, degrees, licenses, pictures, and artwork must be in good taste and reflect the image of Baker College’s professional standards.  All wall hangings will be installed by the Facilities Department personnel.  Please make every effort to maintain your own work area.  Teachers should remove all student papers, teaching materials, etc. from their classrooms at the end of each quarter.




20.
Relationships with Students
Instructors shall not allow any students, with whom they have a direct personal relationship, to enroll or remain enrolled, in any course they teach without the written approval of the Academic Dean/Associate Dean.  Instructors must avoid interpersonal relationships with the students they teach which could give rise to questions of conflict of interest or any appearance of impropriety.

Occasionally, students may seek professional help or advice (legal, medical, counseling) from an instructor while on campus.  Faculty must remember that they are filling the role of instructor only and should refrain from engaging in any conversations or interactions with students which may be seen or perceived as giving personal or professional advice, information, or therapy.

21.
Jury Duty
Leave of absence for jury duty will be granted to faculty.  A faculty member on jury duty will be expected to work as much of the regularly scheduled shift as the jury duty schedule permits.  Faculty members who receive notice of jury duty must notify their supervisors as soon as possible.

22.
Classroom Etiquette
Faculty should prepare their classroom for the next instructor/class by

1.
erasing the white board

2.
repositioning chairs

3.
raising the pull-down screen

4.
turning off and securing multi-media equipment



B.
Academic Policies



 1.
Exams, Grade Reports, and "Incomplete" Grades




a.
Examinations.






At least one day at the end of each term is allotted for giving the final exam in each class.  Instructors should not administer any final exams prior to these dates without permission from their divisional Dean.  Exams should be sufficient to thoroughly test the student and make use of the time allocated for the exam.  All classes must meet at their scheduled exam time.





For evening classes, the first half of the class must be used for lecture, review, etc., with the exam given during the last half of the class (after the break).





b.
Grade Reports.





Final grade reports are due at the specified time on Monday following final exams. 





Any student's work that is not completed should be recorded as an F and should be averaged with other graded work.






Midterm grades and final grades must be submitted by the published deadlines.  





Promptness in completing grade reports is essential in order for the College to enter the grades on the computer and mail them to students before the next quarter begins.  If one instructor is late in submitting grades, the processing of grade reports is delayed for the entire College.





c.
Incomplete Grade Policy.






An instructor may agree to issue an Incomplete (I) grade for a course if all of the following conditions are met:






1)
The student requests the Incomplete (I) grade before the end of the course.





2)
The student has completed 80% of the course work.






3)
Because of significant extenuating circumstances the student is unable to complete the course requirements within the regular time frame.  Documentation may be required.






4)
The student and instructor have signed a “contract” which clearly states the requirements to be completed and the due dates for the completion of each requirement.





If the course work is not completed by the agreed-upon due dates, the final course grade will be based on what work was completed by the end of the term in which the course was taken.






See Appendix Z for Incomplete Grade Contract.




 2.
Field Trips




Field trips for individual classes are encouraged, but should not exceed three per quarter, unless specific permission is granted by the divisional Dean.  Day trips should be scheduled during the class period or at times when no classes are sche​duled, unless specific permission is granted by the divisional Dean.





Instructor Responsibility





The following steps must be taken by all instructors who schedule field trips:





a.
The divisional Dean must be notified in writing at least one week in advance of the field trip.  Complete the Field Trip Information form and submit to the divisional Dean.  (See Appendix K)  Include a copy of the class list.





b.
The [ * INSERT * ] must also be notified.  Submit one copy of the Field Trip Information form and a list of students participating.





c.
Instructors must be present and must take attendance during the field trip.

Student Responsibility (This must be explained to the students by the instruc​tor who has arranged the field trip for his/her class.)

a.
Transportation for the field trip is not a responsibility of the College.  
b.
If a student is doing below “C” work in a class to be missed because of a field trip, the student should seriously consider not missing that class.  No penalty can be imposed by the instructor who arranged the field trip for their student for this reason.

c.
It is the student’s responsibility to inform his/her instructors of any classes to be missed during the field trip.  It is also the student’s respon​sibility to make up any work missed within limits set by his/her instructor(s).




Missed Class

a. Instructors who have students absent due to their participation in a field trip for another class must excuse those students in their classes who have earned at least a “C” class average; in addition, they must allow those students to make up any work missed during the field trip.

b. Students who inform their instructors of a future field trip should be advised by the instructors that they shouldn’t go if the student is doing below “C” work in the class to be missed.  Instructors may reserve the right not to excuse these students for the field trip if missing the class would cause further grade problems.
Dean’s Responsibility

a. To approve or disapprove of the request and send a copy of the request page back to the instructor.

b. To leave copies of the request and class list(s) with the Academic Office Recep​tionists.



 3.
Guest Speakers




Guest speakers may be invited to speak or lecture to a class when appro​priate.  Arranging for a guest speaker does NOT excuse the instructor from his/her respon​sibility for the class, and attendance by the instructor is required.  Instructors who schedule speakers should





a.
Notify the [ * INSERT * ] and secure a visitor parking permit.




b.
Make arrangements for someone to escort the speaker to the classroom.

c. Follow-up the speaker's visit with a thank you letter to the speaker with a copy for the Dean.




4.
Copyright
When considering the use of copyrighted material in coursepacks or class​room handouts, you should be aware that the policy of Baker College is to conform to all applicable laws, including U.S. Copyright Law.

Although copying all or part of a work without obtaining copyright permission may appear to be an easy and convenient solution, such unauthorized copying can fre​quently violate the rights of the author or publisher of the copyrighted work.  And, while there is always a concern for students’ budgets, obtaining course mate​rials legally by acquiring the necessary copyright permissions is of importance to the protection of Baker College and its academic community.  (Appendix U and Policy for Copyright Compliance, Appendix AD)

The fact that materials are reproduced for coursepacks or classroom handouts for educa​tional purposes alone does not make the use a fair one.  In an effort to offer “a reasonable interpretation of the minimum standards of fair use” in an educational setting, Congress endorsed the fair use guidelines for educa​tors making multiple copies of portions of books and periodicals for use in the classrooms, called the “Classroom Guidelines.”  However, these guidelines expressly prohibit some types of copying as not being fair use, such as making unauthorized coursepacks.  A copy of the Classroom Guide​lines can be obtained by consulting http://www.nacs.org/info/copyright/ appendix.asp.  See Fair Use Policy, Appendix AG.
Faculty wishing to create coursepacks or to post copyrighted material on web sites should know:

1) That there are advantages to using a source/vendor that clears copy​right legally.

2) That if you choose to clear copyrights yourself, you should keep copies of the permission agreements and always keep a copy of a permission agree​ment if you turn the original over to a supplier.  (Procedures for clear​ing permissions are detailed in Questions and Answers on Copy​right for the Campus Community available at http://www.nacs.org/ info/copyright.)

3) That many copyright permissions can be obtained within a couple of days but sometimes it may require at least six to eight weeks to obtain the necessary permission.

4) That you will have to exclude from your coursepacks any copyrighted materials for which permission has not been granted.
5) That permission, unless otherwise stated by the publisher or copyright holder, generally must be sought for each use of the material for each semester, even if the coursepack is identical from semester to semester.
6) That putting copyrighted materials on a web site does not change the need to obtain copyright permission.
The TEACH Act.  The “Technology, Education and Copyright Harmoni​za​tion Act,” referred to as the TEACH Act, is a complete revision of Section 110(2) of the United States Copyright Act.  The purpose behind the Act is to protect copyrighted works while allowing colleges and universities to use these materials in distance education courses.  See TEACH Act Policy, Appendix AJ.



C.
Student Policies



 1.
Student Attendance
Since attendance has a direct bearing on a student’s future employability, financial aid, and academic performance, students are expected to attend every class for which they are registered, except in the case of illness or emergency.  It is the responsibility of the classroom instructor to establish the attendance policy for the course he/she is teaching (e.g., when attendance will be taken, etc.), publish this policy in the course syllabus, and record and submit a record of attendance.  These records are frequently requested by employers, and they are required by most agencies that provide financial support.  Attendance is recorded on grade reports but not on transcripts.

When a student finds it necessary to be absent for an extended period, an expla​na​tion must be made to the instructor.  Students must also make arrange​ments to make up class work missed due to absenteeism.  If an instructor thinks that a student’s absences have been excessive and unjustified, the instructor may request that the student be withdrawn from the class.  The student will be with​drawn by the Academic Office/Administrative Office, but may immediately contact the instructor to appeal for reinstatement.  The College has a policy that if a student misses 75% of the first 40% of the class, the student will be withdrawn. 





All instructors must turn in weekly attendance records - accurately and on time. Accuracy is essential on these records, as students are withdrawn for poor attendance based on instructors' records.  Refunds for tuition changes also require accurate attendance records.  Drop/add reports will be distributed to notify faculty of the following class list changes:





W = Withdrawal from class and section indicated





Drop = 100% refund or switched to another class





Add = Admitted to class and section indicated




 2.
On Line Attendance
Attendance is recorded each week.  Attendance is defined as submission of homework, assignments, quizzes, or discussion board postings.  A student not attending the first week should be dropped from the course.  If the instructor thinks that a student’s absences have been excessive and unjustified, the instruc​tor may request that the student be withdrawn from the course.




 3.
Non-Attendance Withdrawals/Students




Instructors may request that students be dropped from class(es) for poor attendance up to the end of the fifth week.  Once a student misses 75% of the first 40% of class time, a request form may be filled out by the instructor and sub​mitted to the Academic Office Counselor.  After the fifth week, however, a student may not be dropped by the instructor.  Instructors must not issue a W, WP, or WF grade to any student unless official notification of the withdrawal is received from the Academic Office.  Forms are available in the mailroom.  (Appendix E)




 4.
Lab Sessions/Extra Help Sessions for Students




Instructors should require all students doing below "C" work in their classes to attend lab sessions. 




Baker College has a tremendous advantage over other institutions in its ability to provide close student-instructor relationships.  The College is small enough so that instructors know their students personally and are in positions to be of real help to them.  It is not expected that instructors tutor their students during classes.  It is hoped, however, that instructors will take the time to give extra help, com​men​dation, and encouragement to the students who need it, especially during daytime or evening lab sessions.



 
5.
Recommendations for Students




From time to time we all receive requests for recommendation and references.  It is necessary that our replies conform with legal requirements and still grant students and graduates the courtesy they deserve.  Replies to requests for character references should be limited to factual information which is located in the student’s file.  Faculty should have a signed release from the student before providing a recommendation.  Employment referrals should always include noti​fying the Career Services Office of the possible job openings.




 6.
College Catalog and Student Handbook




It is your responsibility to review the College catalog and student handbook and be familiar with the policies and procedures governing the students at Baker College.

7.
Transfer Between Sections




Faculty may be asked by the counseling staff to accept a student who needs to transfer from another section into their section of the same course.  This request will only be made to accommodate unusual or unforeseen circumstances which the student encounters.  Faculty will need to consult with the original teacher regarding assignments completed and grades earned up to the time of the section change.




Faculty will not be asked to accept students after the third week of a five-week class or after the fifth week of a ten-week class.



D.
Counseling Policies and Services



 1.
Counseling Services




The ultimate success of meeting the needs of students who are working toward educational and career goals at Baker College depends upon a team effort.  Guidance areas in which faculty members can provide a real service to students include:





a.
Assisting students with study problems.





b.
Helping students evaluate their potential for successful achievement in their chosen fields.





c.
Providing information to them regarding career selection and advance​ment, professional preparation, and employment projections.





d.
Referring students to appropriate resources (i.e., Learning Center and Academic Office) for information and guidance that the instructor cannot provide.

There are counselors in the [ * INSERT * ] available to assist students with academic advising and academic planning.




2.
Student Referrals




If a student situation occurs that an instructor cannot or should not get involved in, or if there are personal, career, or academic concerns an instructor would like a counselor to discuss with a student, that instructor should notify the Aca​demic Office.  See Student Concern Referral Form, Appendix AI.



3.
Programs and Majors




If there are any questions about a student's major or program requirements, direct the student to see a counselor or the specific program director.




4.
Special Needs Students




The Academic Office staff will advise instructors of the special needs of individual students.  Instructors may ask all students on the first day of class if personal or health issues may affect performance.  This should be optional and done confidentially.



E.
The Learning Center (Learning Support Services)



The Learning Center offers study support to all Baker students.  Individual tutoring, study groups, and assistance with software programs are some of the services provided.  Equipment (computers, videotape players, audiotape players, and slide viewer) supports assignment completion in addition to offering indivi​dualized tutorials; a complete listing of tutorials is available on request.




Peer and professional tutors routinely provide assistance in many academic areas.  Appointments in these areas are available throughout the day.  Other tutoring is arranged according to student needs and tutor availability.




Instructors should contact the Learning Center coordinator to refer a specific student for special help, arrange study support for any class, inform tutors about special projects or assignments, share concerns, or get more detailed information about what the LC has available in a specific area.




The Learning Center is located in [ * INSERT * ].  To contact the coordinator, call [ * INSERT * ].



F.
Library Policies and Services



The purpose of the libraries of Baker College is to provide research and reference materials which support the College curriculum and to provide facilities for study.  The library staff hold the philosophy that the library is a laboratory for intellectual inquiry which requires student-faculty-librarian interaction.




1.
Library Hours




The library is open [ * INSERT * ] days a week during the quarter (except summer).  Hours are posted at the library entrance.  The library maintains limited hours between quarters.




2.
The Collections




The [ * INSERT * ] library contains over [ * INSERT * ] books and offers access to hundreds of periodical titles.  All of the library's materials are protected by a book detection system.  Materials which have not been properly checked out will cause an alarm to sound.





Faculty may register for a library borrower ID card at the [ * INSERT * ].  Books are stamped with a due date at check out time.  Faculty will receive a written reminder to return overdue materials.  All materials must be turned in at the end of each quarter.  Full-time faculty and returning part-time faculty may check out materials over term breaks.  Note:  Faculty must present their library card to check out materials.




The library has an on-line catalog system which consists of several public access terminals (PAC's).  These PAC's access information on the more than 400,000 holdings of the FALCON libraries.  Nearly 100,000 of these are Baker library holdings at the Baker campuses.  Periodical data base terminals are also available in the Library.




3.
How the Library Can Help Faculty




a.
Reserve Collection.  Any instructor may put on reserve either personal material (notes, books, articles, etc.) or library materials (books, periodi​cals, etc.) for the use of an entire class or classes.  This material is kept behind the circulation desk.  The library does not purchase textbooks.  Students are required to leave a valid BC ID or a driver's license when borrowing reserve items.  The use of this material is restricted to the library only.





Faculty request forms to place materials on reserve should be com​pleted and left with circulation desk staff before assignments are made.  At the end of the quarter, personal materials will be returned to faculty.  Library materials not on "Permanent Reserve" will be returned to the circulating collection.  This is necessary to prevent an escalating and obsolete reserve collection.  Please be sure to make reserve arrangements with the library before giving students reserve reading assignments.





b.
Bibliographic Instruction.  Reference librarians will present, at faculty request, a library instruction session covering the basic use of the library.  Instructors may book an instruction session for any class.  Twenty-four hour notice is required.  Instructors must accompany their classes.  Information packets for students to use throughout their coursework are used as the basis for the instruction.






Librarians will also introduce subject specific resources to classes working on focused assignments.





c.
Interlibrary Borrowing.  Books and periodical articles not available in the Baker collections may be available via interlibrary loan.  Ask the reference staff about this service.




4.
How Faculty Can Help the Library




a.
Library Assignments.  The library staff is available to faculty to identify relevant materials and to assist in designing library assignments.  Some courses lend themselves more easily to library assignments than others.  It is critical that assignments involving library use be discussed with a reference librarian before students are sent to the library.  Libra​rians may need time to assemble enough, or appropriate, materials so students will have successful learning experiences, as well as to identify other appro​priate resources in the area.




b.
Library Use.  Faculty are encouraged to use the library with their students.  To take a class to the library, the instructor must notify the librarians at least 24 hours in advance.  The instructor must remain in the library with the class and should assist the librarians in securing materials for the students.






Faculty can help the library staff build a quality collection, relevant to Baker curricula.  Librarians need to know of new courses in the planning stages.  Class assignments and papers involving library use may address subjects requiring the addition of materials to the collection.  Faculty should use the “Library Assignment” form to alert the library of assign​ments that require research.  Library staff encour​age faculty to make suggestions for services and resources that improve library support to classes.  (Appendix L)



G.
Career Services
The Career Services Office can act as a valuable resource (and constant source of motivation) for `students who need information on their career selection, on pro​fessional and resume preparation, and on job opportunities.  Instructors are encouraged to visit and promote the Career Services resources.


V.
FACULTY DEVELOPMENT



A.
Professional Development



Over the years, Baker's professional development workshops have been very educa​tional.  Administrators and faculty are involved in the orientation meetings, workshops, and seminars as developers and presenters of programs.  Recent topics have included [ * INSERT * ].  You are required to submit your annual professional development summary report to your Dean.  Appendix R.


B.
Organizational Membership



Based on the recommendation of the Deans, part-time faculty are eligible to apply for organizational membership based on the following criteria:




1.
One professional membership is available to any part-time faculty person who has taught a minimum of eight courses per year for a minimum of two years.




2.
The membership must be in the instructor's area of expertise.




3.
Fees covered: the membership and journal associated with the group.




Note: Monthly dinner meetings are normally the responsibility of the individual but could be reimbursed at the discretion of the Dean.  Conference attendance and fees will be reviewed as separate items, and reimbursement will be at the discretion of the Dean based on each situation.
Faculty who are applying for organizational membership must complete a Request for Organizational Membership form and submit it to the Dean.  Appendix J.



Organizational membership for full-time faculty is addressed in the Employee Manual.



C.
Conferences 

Approval for reimbursement for conference attendance fees and expenses will be at the discretion of the College based on each situation.  Requests must be made in writing.  See Appendix V.  For conference requests that have previously been approved, instructors who wish to be reimbursed for expenses incurred from conference/meeting attendance must complete a Request for Reimbursement form (Appendix Q) and sub​mit it to the Dean for approval.  The form must be accompanied by ALL RECEIPTS and the completed Conference/Meeting Report Form (Appendix T) within 14 days of return from the conference.  Reimbursement will not be made until the form is received.


D.
Faculty Meetings and Professional Development Training



Full-time faculty are required to attend all faculty orientations and all faculty, divisional, and department meetings.  Each part-time faculty member is required to attend the faculty orientation meeting each quarter as part of her/his employment agreement.  In addition, part-time faculty are encouraged to participate in faculty meetings and divisional and department meetings.  Full- and part-time faculty are required to attend all professional development sessions which are designated as essen​tial/mandatory.  Times for meetings will be announced.



E.
Evaluation



In order to educate students effectively, Baker College must use evaluation to select, retain, and develop qualified personnel and to manage and facilitate their work.  Full-time faculty are evaluated by Deans or their representatives as often as once per quarter or at least once every three years depending on the Dean's determi​nations.  Part-time faculty are evaluated their first quarter and as needed after that as determined by the Deans.  The classroom observation conducted by the evaluator may be unannounced.  Student Evaluation of Teaching Faculty surveys are administered in each class each quarter.  Regular evaluation ensures that the College can continue to provide quality higher education which enables graduates to be success​ful throughout challenging and rewarding careers.  The process involves the following:




1.
A self-evaluation




2.
A classroom evaluation by the Dean or [ * INSERT * ] (to review teaching techniques, etc.)




3.
A student evaluation of faculty.




4.
An evaluation by the Dean or [ * INSERT * ] of the instructor's:





a.
Teaching Effectiveness





b.
Professional Development





c.
Institutional Service




The Deans and their appointees are responsible to follow up on the use of the evaluation to ensure that it is related to the appropriate individual's professional develop​ment.  Additionally, peer observations are encouraged as a means of broaden​ing the evaluation process and enhancing teaching within the departments.



See Appendix D for a current listing of minimum, required, and preferred credentials by area of concentration.



F.
Community Relations

Community involvement by employees of the institution is mutually beneficial to both the individual and the institution.  Taking an active interest in community affairs provides for personal development as well as allows the employee to make better referrals to the community.  No employee of the College is permitted to appear on any program, release information, or make comments on behalf of the institution without written approval from his/her supervisor or the President.  Upon submit​ting for approval, an outline of pro​posed content is required.  This policy is made in the best interest of the public relations of the institution and is designed to protect the individual from making com​ments which may in any way be libelous.  It is not meant to imply that employees should avoid opportunities for appearing before community groups in the interest of the institution.  Such activities are encouraged upon proper approval.


VI.
TEACHING RESPONSIBILITIES



A.
Teaching Methods



All instructors must maintain control of their classrooms and




1.
Inform students of class policies, etc., through the course syllabus and official course outcomes distributed on the first day of class.




2.
Use a fair, specific, and understandable grading procedure that has been communicated to the students orally and in writing on the course syllabus.  (Refer to the College grading information in the Student Handbook.)




3.
Use a variety of teaching techniques as appropriate.




4.
Teach courses in an enthusiastic, prepared, and positive manner.  Demonstrate an attitude of respect and willingness to help each student achieve.  See “Student Success Policy” (Appendix M.)




5.
Cover all material in the course syllabus guide and see that students have the opportunity to meet the course outcomes of the class.

6.
Refer to the Qualities and Good Practices for Full-Time and Adjunct Faculty (Appendix N).



B.
Outside Work During Class Time



Instructors must not study or do outside work while on duty at the College.



C.
Class Time, Rescheduling of Classes, and Office Hours



1.
Class Time and Breaks




Instructors must remain with their students, leaving the classroom only in case of emergency.  Instructors must use class time productively and hold all students in the classroom until the end of each period.  Instructors may not dismiss the class early without the permission of the Dean or [ * INSERT * ].





All evening classes must run until the time set by the College.  Instructors are contracted to teach the full class period and are expected to remain with students until class time is over.  The only exception to this policy is the 20-minute break period; breaks must be completed by [ * INSERT * ] p.m.  On the evening of the final exam, the exam should be given the LAST two hours or after the break.

Teachers have an option of scheduling a 10-minute break after 50 minutes of instruction in a 2-hour (100 minute) day class or holding class for one hour and 40 minutes and putting the 10-minute break at the end.





Instructors should note that class breaks have several advantages.  First of all, students and instructors benefit from the opportunity to take a break from the instructional routine, especially during sessions which run two hours or longer.  A short break will also provide an opportunity for informal discussion, thereby enabling faculty to strengthen their relationships with individual students.  Lab time cannot be scheduled during the break time.



2.
Rescheduling of Classes




Instructors may not reschedule classes without the permission of the divisional Dean.  If approved by the Dean, the instructor must notify the [ * INSERT * ] staff in writing of the rescheduled class times.




3.
Office Hours




Full-time faculty must schedule [ * INSERT * ] office hours per week fall, winter, and spring quarter, and [ * INSERT * ] office hours per week summer quarter.  Office hours must be scheduled in segments of no less than [ * INSERT * ].  The time and location will be posted each term.  Although part-time faculty are not scheduled for a formal office period, they must arrive for teaching at least 15 minutes prior to the beginning of their first class to:





a.
Be available to students





b.
Obtain class lists, mail, notices, etc.





The time that part-time faculty members plan to be available to students must be listed on the course syllabus.


D.
Deadlines



Instructor cooperation in meeting deadlines in all assignments will enable the College to provide accurate and prompt service to students.  This includes deadlines for submitting grade reports, course syllabi, curriculum materials, annual reports, etc.



E.
Student Phone Calls
Instructors will be given class lists including students’ phone numbers during the first week of the quarter and are expected to phone students who have missed class.  This is an extremely important retention activity and responsibility.




Students who are absent from class may call instructors at the College to request assignments so that they may keep current with class work.




In such cases, a telephone message will be placed in the instructor's mailbox or voice mail requesting that the student's call be returned.  Instructors are expected to return such calls.  Assign​ments may be left for students [ * INSERT * ].  With the instructor’s permission, home and/or work phone numbers will be given to students.



F.
Make-up Tests



Instructors should establish a realistic, workable make-up test policy and state the policy on their course syllabus.  Students are expected to attend all class sessions and to take quizzes, tests, and exams on the dates scheduled.  The first goal of any make-up test policy is to encourage students to attend class on test days and to discourage the use of make-up tests.




Instructors may consider using any of the following strategies to reduce the number of make-up tests.  An alternate, different format, test is used for the make-up test; for example, essay in place of multiple choice.  All make-up tests are administered by the instructor at just one scheduled time near the end of the term.  Any make-up test must be completed before the start of the next class period.  Other strategies should also be considered.




Make-up tests are to be administered by the instructor.  In case of a schedule conflict, the instructor may occasionally ask the Learning Center staff to administer the make-up test; but this provision should not be abused.  Students should not be sent to the Library or placed in the hallway to complete a test.  To ensure test integrity, tests should not be left in instructor mailboxes or the [ * INSERT * ].

G.
Student Research Guidelines
Baker College acknowledges the need and benefits of student conducted research as a valuable component of the educational process.  To this end the College has estab​lished guidelines for the conduct of research in its courses and programs.  Faculty responsi​bilities are outlined in Attachment S.

H.
Classroom Management
Enrollment at Baker College is a privilege, and it is expected that students will conduct themselves in a manner that reflects the ideals, values, and educational aims of the College.  Students are expected to treat fellow students, faculty, and staff with good manners and respect.  Use of language or gestures that are abusive or offensive will result in disciplinary action.  Pagers and cell phones must be turned off or used in the silent, vibrating mode during class.

See Acknowledgment of Student Responsibilities, Appendix AB.

Instructors should speak individually to students whose behavior is inappropriate.  Repeated or serious incidents of disruptive or threatening student behavior or offensive or inappropriate language should be reported promptly to the Dean or the Evening Administrator.

See Behavior Incident Report, Appendix AC.

See Student Behavioral Probation Letter, Appendix AH.

Faculty are also expected to refrain from using inappropriate or offensive language, cell phones, and pagers while in the classroom.

I.
Academic Honor Code - Cheating



From student handbook:
Academic honesty, integrity, and ethics are required of all members of the Baker College community.  Academic integrity and acting honorably are essential parts of profes​sionalism that continue well beyond courses at Baker College.  They are the foundation for ethical behavior in the workplace.  Attending Baker College is a privilege, and students are expected to conduct themselves in a manner reflecting the ideals, values and educational aims of the College.
Academic integrity requires that work for which students receive credit be entirely the result of their own effort.  Acting honorably in an academic setting requires more than simple honesty.  Academic dishonesty takes place whenever students undermine the academic integrity of the institution or attempt to gain an unfair advantage over others.  Ignorance of the College’s honor code is not accepted as a valid excuse for prohibited conduct.  The following lists include some examples of honor code violations, and they are not intended to be exhaustive:

1.
Cheating includes:

· Using unauthorized materials, such as books, notes or crib sheets, to answer examination questions.

· Taking advantage of information considered unauthorized by one’s instructor regarding examination questions.

· Copying another student’s homework, written assignments, examination answers, electronic media or other data.

· Assisting or allowing someone else to cheat.

2.
Plagiarism includes:

· Representing the ideas, expressions, or materials of another without due credit.

· Paraphrasing or condensing ideas from another person’s work without proper citation.

· Failing to document direct quotations and paraphrases with proper citation.

3.
Other forms of academic dishonesty include:

· Fraud, deception, and the alteration of grades or official records.

· Changing examination solutions after the fact, and inventing, changing or falsifying laboratory data or research.

· Purchasing and submitting written assignments, homework, or examinations.

· Reproducing or duplicating images, designs, or web pages without giving credit to the developer, artist, or designer.

· Submitting work created for another course without instructor approval.

· Misrepresenting oneself or one’s circumstances to gain an unfair advantage.

· Collaborating with another person(s) without instructor approval.

· Selling or providing term papers, course work, or assignments to other students.

There are three possible consequences for violating Baker College’s Honor Code:

1.
Failure of the assignment.

2.
Failure of the course.

3.
Dismissal from the College.

In cases involving violation of the honor code, determination of the grade and the student’s status in the course are left solely to the discretion of the instructor.  The faculty may seek guidance from administrators.  The instructor will report the incident to the College’s administration to establish, investigate or determine potential patterns of dishonesty.

(See Appendix AA for Academic Dishonesty Report Form.)

Note to Faculty:  All members of the academic community are expected to practice and uphold standards of academic integrity and honesty.  Instructors should inform students about the procedures and standards of documentation required to avoid mis​representation and plagiarism of another’s work or ideas.

Instructors must be careful and alert when administering and proctoring quizzes and exams.  Instructors should exercise all necessary means to safeguard the integrity of quizzes and tests while they are being prepared, copied, graded, and stored.  Do not leave the classroom during a test and do not leave test materials lying around in the copy room, classroom, etc.

Instructors must inform their students of their policy on cheating which includes the penalty/consequences for cheating.  Any student observed or suspected by the instruc​tor of cheating or plagiarism must be promptly informed of the situation and advised of the consequences.
J.
Assessment of Student Academic Achievement
Baker College is committed to utilizing a process of assessment, which continuously improves teaching and learning thereby enhancing institutional effectiveness.  The College uses its own assessment measures as well as standard measures.  Curriculum and instruction are reviewed continuously by faculty and administration to ensure that student outcomes are being achieved at the highest possible level of learning.  Baker College has a comprehensive assessment plan that incorporates all measures.  The Annual System Academic Assessment Summary report summarizes the data from assessment and the actions taken to enhance student learning.

All faculty are required to implement the following assessment tools in pertinent courses:

1. Any direct measures required for the course being taught.

2. Any course reviews required for the course being taught.

3. Any program reviews required for that quarter.

The following are ways for faculty to become more involved in the assessment process at Baker College:

1. All faculty are encouraged to participate in the System Program meetings for input on assessment.

2. Baker College has funds available through the Jewell Educational Fund for faculty to conduct research and assessment.

3. Baker College has implemented a Department of Institutional Research to help all faculty with any research needs.

The System Assessment Department is currently developing definitions for the various terms used in assessment.  Below are the current Baker College definitions for assessment, course assessment, program assessment, and evaluation.
BAKER COLLEGE DEFINITIONS FOR ASSESSMENT

Accreditation — “Accreditation is the process of external quality review used by higher education to scrutinize colleges, universities and educational programs for quality assurance and quality improvement.  In the U.S., accreditation is carried out by private, nonprofit organizations designed for this specific purpose.  Institutions and educational programs seek accredited status as a means of demonstrating their academic quality to students and the public and to become eligible for federal funds.” 1
Assessment — Assessment is a systematic process of collecting, interpreting, analyzing, and using data or evidence to make decisions for the purpose of improving teaching and learning.  It is not grading or evaluating.  Instead it takes information about success in courses, programs, and processes and uses this information to improve the teaching and learning process.  The purpose of assessment is not to find fault but to guide improvement.  Assessment is not carried out to categorize or to judge but rather to improve the quality of performance.  Assessment leads to informed, data-driven changes.  
Capstone Course — A capstone course is a culminating course, designed to provide a final educational experience.  Generally accepted principles and theories from previous courses are incorporated into this course to show students how all the components fit together, how the components are applied to life after college, how to reflect upon their learning, and how to practice what has been learned in the discipline.  Within the capstone course, a direct measure, such as a standardized project with a rubric or a standardized exam, is used to allow students to demonstrate that they have met the program outcomes.  
Capstone Experience — A capstone experience is an educational experience designed to complete a program or area of study.  Such an experience may include a capstone course, thesis, field project, or other integrative activity.  Capstone experi​ences should be clearly linked with the program and/or institutional learning outcomes.  
Classroom Assessment — Classroom assessment is a systematic process of collecting, analyzing, and using data to make decisions within the classroom.  Class​room assessment consists of a variety of techniques used by instructors to obtain feedback from students.  Classroom assessment, which is done in order to determine if students are meeting the course outcomes, is used to provide information and insights needed to adjust and improve teaching and student learning within the course.   

Criterion — A criterion is a standard, rule, or performance indicator containing specific requirements utilized for assessment or evaluation.  Criterion may be stated in different levels of completion or competence.  Several criteria may be developed in a continuum to allow for discrimination among and between various items being assessed based on a particular outcome.  As an example, for a particular outcome, four separate criteria may be developed, which will be used to show mastery, competence, performance below expectations, and a fourth which identifies little or no understanding of the outcome being either evaluated or assessed.

Direct Measure — A direct measure allows assessment of student knowledge or performance by measuring that knowledge or performance as the student responds to the instrument itself.  A direct measure is a tool, scale, or instrument which is designed to collect data used to assess or evaluate student mastery of course, program, or institutional outcomes.  All direct measures require a direct demonstration of student learning.  Such measures include an assignment in a course, a portfolio, licensure, certification, professional exam, a standardized final exam, or a standardized integrated project.  
Embedded Assessment — Embedded assessment is the use of assignments, tests, or other student performances that already occur in the classroom.  While grades may or may not be assigned to in-class activities, grades alone do not demonstrate student learning.  Specific criteria must be developed based on outcomes that allow an assessment to be made concerning whether student performance demonstrates achievement of the outcome.  Embedded assessment tools offer several advantages such as: faculty comfort/buy-in to the tool, effective use of tools already deemed by faculty to assess successfully, time savings gained from eliminating the need to develop separate tools to measure the same outcomes.

Evaluation — Evaluation is a determination of progress in a classroom setting which often results in a grade.  During evaluation an instructor uses measurements to categorize or to make a judgment about the quality of work performed, a work product, or the level of learning of a skill attained in relation to an established standard.   Evalua​tion is a measurement, comparison, and a judgment of the quality of student work, schools, or programs.

Factor — A factor is a measurable characteristic of a criterion, (e.g., quality, quantity, and time).  A factor is an objective that corresponds to a performance or a product that is observable and suitable for assessment.

Feedback Loop — A feedback loop is the road map of a quality improvement process directing the assessment process from input, to output, to data analysis, to an improvement plan.  The documentation and communication pathways that will be used to report the assessment results that are derived from interpretation of assessment data includes:  who the information will be disseminated to, how/in what format it will be disseminated, how often it will be reported, and how the interpreted information will be used.

Formative Assessment — Formative assessment is done throughout the course or program and is used for making immediate improvements in teaching strategies, the course, the curriculum, or the program.

Higher Learning Commission — “The Higher Learning Commission is part of the North Central Association of Colleges and Schools.  The Association was founded in 1895 as a membership organization of educational institutions.  It is committed to developing and maintaining high standards of excellence.  The Higher Learning Commission is recog​nized by the Secretary of Education and the Committee on Recognition of Postsecondary Accreditation (CORPA, now continued under the Councils on Higher Education Accreditation, or CHEA).” 2
Indirect Measure — An indirect measure is an instrument, tool, or scale that does not directly measure what a student has learned.  Often an indirect measure is used to measure perceptions and opinions.  It also allows individuals to reflect on student learning and provides participant’s opinion on what they have learned on subjects not directly related to the learning that has taken place.  It may also have value as an indirect source of information about factors that often contribute to or detract from student learning.

Locally-Developed — A locally-developed test, project, or assignment is developed by the college faculty rather than an external body and used to measure course, program, or institutional outcomes.

National Licensure, Certification, and Professional Exams — National licensure, certification, and professional exams are developed by professional associations, certifying, or licensing authorities and used to assess an individual’s competence or knowledge in relation to a particular professional discipline.  Such exams may be used as indicators of overall program quality to the extent that the institution can compare itself to other institutions.  However, aggregate scores from such exams cannot be used as direct measures of student learning because such scores cannot be tied to specific learning outcomes.  When scores are disaggregated and are based on subject areas, these sub-scores may be used as an indicator of overall student learning in an area, or as a measure of overall program quality.  If an institutional goal is to prepare students to pass a licensure or a certification exam, than the pass rate is a direct measure of the institution’s achievement of the goal.


Portfolio — A portfolio is a systematic compilation of a student’s work, which may include written, visual, or auditory work.  A portfolio is designed to provide evidence of student learning or competence, and to measure student growth from the initial acquisition of knowledge to the application and mastery of that knowledge.  A portfolio is used to measure achievement levels of relevant to predetermined outcomes.  The collec​tion of documents should span the student’s experience including both time (beginning to end of study) and breadth (representing as broad a range of courses as is practicable).  Although a portfolio usually draws from the student’s classroom work, it may include documents from outside program specific courses if appropriate to the outcomes.  
Program Assessment — Program assessment, by an institution, is an ongoing systematic, holistic process of defining, collecting, analyzing, interpreting, and using data to enhance academic programs and/or to improve student learning and teaching effectiveness.  The purpose of program assessment is to provide faculty and adminis​trators with the information they need to improve their programs, to determine the degree to which the program is enabling students to meet program outcomes, and to propose change(s) in the program as indicated.  Program assessment enables educators to examine whether the curriculum makes sense in its entirety and whether students, as a result of their experiences, have the knowledge, skills, and values that graduates should possess.  Program assessment helps determine whether students can integrate learning from individual courses into a coherent whole.  Program assessment focuses on the cumulative effects of the educational process.  Rather than just documenting the achievement of individual students, program assessment documents the overall learning, growth, and development of groups of students who have completed all of the course work and requirements of the program.

Program Outcomes — Program outcomes are benefits or changes, specific skills, abilities, and competencies that result from participating in a educational program.  Students are expected to comprehend, articulate, and demonstrate these outcomes at the time of graduation.  Outcomes may include changes in student learning, behavior, attitudes, or skills.  Program outcomes must be objective, reasonable, measurable, understandable, and reflect various levels of cognition.

Rubric — A rubric is a scoring tool or guide, developed by faculty, that lists the specific criteria and the range for what is “acceptable” and “unacceptable” for a piece of work or performance.   A rubric consists of a set of well-defined factors and criteria describing the tasks of an assignment to be assessed or evaluated.  Various levels of criteria are divided into competency categories for scoring the particular tasks.  
Scale — A scale is a graduated standard against which measurements are made.

Score — A score is a descriptive mark, used for differentiating performance based on levels of quality, such as a specific number that results from assessment of an individual and expresses an accomplishment or a level of excellence.  
Standardized Examination — A standardized examination is an examination adopted by all faculty for use in all sections of a course.  It provides data to compare the relative quality of various sections across locations as well as across time, and also to allow for consistent assessment of student performance in relation to specific course, program, or institutional outcomes.  If specific questions are included which are tied to course, program, or institutional outcomes; the exam serves as a form of embedded assessment for those specific outcomes.  
Standardized, Integrated Project — A standardized, integrated project is an assignment adopted by all faculty for use across all sections of a course in order to consistently assess specific course, program, or institutional outcomes.  It also is often used in conjunction with a capstone course.  

This type of project is designed provide data to compare the relative quality of various sections across locations as well as across time.  
Summative Assessment — Summative assessment is done at the end of a learning period such as a course or a program.  This is a culminating assessment which is used to make improvements for the future.  Summative assessment may be performed in a capstone course to acquire a broad assessment of all skills and abilities that a student has acquired during a program of study.  Licensure or certification exams might be considered summative assessment, as they attempt to overview the entire professional practice area.  Summative assessment aims to measure the degree in which the learning outcomes have been achieved and provides information on students’ mastery of content, knowledge, or skills.  
Transparent Assessment — Transparent assessment is not obvious to the students being assessed.  It is expected that students’ motivation and seriousness is much higher when they are completing an assessment to earn a grade rather than just to compile data that will not directly affect a course grade.

Value Added Measure — A value added measure is used to assess how an individual or population has changed as a result of participation in a particular activity, course, or program.  To truly understand change, assessment must also address other variables that are the result of normal maturation, other activities, or events outside of what is being assessed.

1. Councils on Higher Education Accreditation at www.chea.org/pdf/fact_sheet_1_profile.pdf

2. The Higher Learning Commission at www.ncacihe.org/commission/

K.
Ownership of Student Intellectual Property Produced at Baker College
The purpose of this policy to detail ownership of student works produced as a portion of their scholarly activities while a student in Baker College, including all work submitted as a portion of a class, to fulfill a course requirement, or as fulfillment of any requirement within a degree program at Baker College.  See Appendix AE.


VII.
FACULTY MATERIALS



A.
Lesson Plans



Instructors are responsible for keeping an accurate lesson plan for all classes, prepared at least one week in advance.  Lesson plan books are available from the Dean.  An up-to-date lesson plan should be available and easily retrievable in case of unexpected absence.



B.
Grade Books



Each instructor is directly responsible for keeping a grade book with grades recorded for each student in each course taught.  To protect confidentiality, at no time should students be allowed to view the contents of this grade book.  The instructor should inform each student of his/her grades verbally or on a separate written page.




Grade books may be requisitioned from the Dean and must be saved for three years after completion of the quarter.




Attendance records are very important and must be maintained:




1.
Attendance must be taken for every class period and marked on the weekly attendance sheet.




2.
Attendance must be recorded in the instructor’s grade book.




3.
Weekly attendance sheets must be returned to the [ * INSERT * ] by [ * INSERT * ].




Grade books are the property of the College and must be returned to the Academic Office upon termination of employment with the College.



C.
Teaching Supplies and Keys



1.
Teaching materials such as paper, pens, index cards, etc. [ * INSERT * ], can be requisitioned from [ * INSERT * ].  The Bookstore hours are posted.




2.
Instructor manuals, desk copies, and/or review copies can be obtained from Deans or [ * INSERT * ].  Instructors should not request textbooks from the Bookstore.




3.
[ * INSERT * ] parking stickers must be requisitioned from the Campus Safety Office.




Note: Copies of textbooks, instructor manuals, grade books, keys, etc., are the property of the College and must be returned to the Dean on or before the final day of instruction.


D.
Security of Instructor Manuals and Practice Sets



Each instructor is directly responsible for instructor textbook keys and must ensure that students are not copying work from them in lieu of doing their required assignments.  Answer keys should be kept locked up and returned to the divisional Dean when not in use.




Corrected practice sets and comprehensive problems may not be distributed back to students to keep, as this encourages copying by peers.  They may, however, be returned for review and comments and recollected and destroyed after the end of the next quarter.



E.
Duplication, Transparencies, Tests, Handouts, etc.



Duplication work, reproduction of tests, and making of transparencies are teacher respon​sibilities.  All duplicated and copied material should be printed on both sides whenever possible.  These functions are to be completed prior to class time.




Word processing and copying assistance is available in the [ * INSERT * ]. 

VIII.
CURRICULUM POLICIES AND MATERIALS



A.
Curriculum Change



Maintaining standards of excellence in the development and coordination of all curricula is a high priority of Baker College, as the quality of curriculum has a direct effect on the ultimate success of our graduates.  Careful attention is paid to all additions, deletions, and revisions to ensure that curricular materials reflect and complement the overall mission and purposes of the College.




In addition, course content is reviewed regularly to guarantee that the most up-to-date concepts and skills in all programs are covered.  A master file of all syllabus guides and course outcomes is maintained by the System Director of Curriculum, Flint campus, and can be downloaded by faculty from the Baker College faculty web page by accessing Faculty/Staff, then Solar.  All faculty should apply for an e-mail account and password through their Dean.


B.
Syllabus Guides



The syllabus guide is the tool that enables Baker College to maintain a parallel pattern in teaching of the same course in succeeding quarters or by different instructors in the same quarter.  Revising and updating the syllabus guide is a professional obligation and an opportunity for curriculum input.




1.
It is important that all instructors use the course syllabus guide as the basic guide for planning and teaching the course(s) assigned.  New faculty who have not received a syllabus guide for their course(s) should contact the appropriate Dean or [ * INSERT * ].  It is the respon​sibility of faculty to make sure they have downloaded and are using the current syllabus guide.  Syllabus guides are for instructor use only and may not be given to students.




2.
New syllabus guides must be prepared by the assigned instructor when a new course is added or whenever there is a change in course outcomes, text, textbook edition, course content, AV materials, writing/laboratory assign​ments, or teaching approach.




3.
The final course syllabus guide must be submitted to the instructor's Dean by the assigned due date.  The Dean will then review and approve it for correctness and send it to the System Department Coordinator who will then route copies via the web page to other campuses for review by their faculty.  When approved by all appropriate campuses, a copy is routed to the System Director of Curriculum for final processing.

4. Blank forms for writing new syllabus guides are available on the web page.

5. Finally, course outcomes must be reviewed and updated whenever syllabus guides are revised.


C.
Course Outcomes



The purpose of course outcomes is to make clear to both instructors and students what will be taught in a specific class, what skills and knowledge they will develop, and the minimal expectations for completing the course successfully.  This puts into practice the current educational philosophy that students who know what is expected of them perform more successfully and learn more quickly than others.




 1.
A complete set of course outcomes (CO's) will be prepared by the assigned instructor for each new or revised course.  Outcomes must be revised each time a syllabus guide has been revised and whenever there is a change in texts, text​book editions, course content, writing/library assignments, or teaching approach.  CO's must be submitted to the instructor's Dean by the assigned due date.  The Dean will then review and approve them for correctness and route a copy to the System Department Coordinator who will then send copies via the web page to other campuses for review by their faculty.  When approved by all appropriate campuses, a copy is routed to the System Director of Curriculum for final processing.




 2.
Blank worksheets with guidelines for writing course outcomes are available on the web page.  Syllabi guides must be reviewed and updated whenever course outcomes are reviewed.




 3.
The official copy of course outcomes must be attached to the syllabus for distribution to students and to the appropriate divisional Dean.



D.
Course Syllabi



Course syllabi are designed to give students an overview of the course and its content, teaching methodology to be used, tests and other requirements, grading criteria, etc.




 1.
Instructors are responsible for giving all students a copy of the course syllabus for each course taught on the first day of class.  This is a sign of a well-prepared instructor.  First impressions are important.




There is a higher occurrence of student withdrawal in classes where the instructor isn't well prepared for the first class meeting.




 2.
The course syllabus must be prepared according to the standard guide​lines.  The format and instructions for preparing the course syllabus are available from the Deans or [ * INSERT * ].  The first page of the course syllabus, which contains all standardized information, is preprinted for faculty convenience and should be downloaded from the Faculty web page.  (Appendix W‑1, W‑2)



 3.
A copy of the course syllabus and the course outcomes must be submitted to the Dean no later than the first day or evening of scheduled classes.


E.
Curriculum Material Copies



 1.
Any instructor who needs a copy of course outcomes or the syllabus guide can download it from the faculty home page.  The deans, [ * INSERT * ], or faculty secretary can instruct faculty in how to access these materials.




 2.
Other curriculum materials may be obtained as follows:

a.
Program rotation schedules-Academic Office

b.
College catalogs-Deans or Academic Office
c. Audio visual materials-  [ * INSERT * ] 



F.
Internet Account and Information Resources
1. All faculty are encouraged to acquire a Baker College e-mail account and internet access account.  These accounts will provide access to the faculty web site, the Solar System for Curriculum, and other college and library resources.
Faculty should read and be familiar with two documents regarding computer usage and information resources:  The Information Systems Division Conditions of Use Policy and the Policy on the Proper Use of Information Resources, Information Technology, and Networks at Baker Colleges.  See Appendices I and H.



G.
Ownership of Work Products Policy
The purpose of this policy is to detail ownership of products produced as a portion of activities at Baker College, both within the normal activities of the employee as well as additional activities contracted above and beyond the normal course of duties.  See Ownership of Work Products by Faculty, Staff and Employees of Baker College, Appendix AF.

IX.
COLLEGE COMMITTEES



Following is an official list of college committees and their make-up.



A.
Operations Committee



Membership: [ * INSERT * ].



B.
Other Committees:

[ * INSERT].
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