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This Handbook contains facts, policies, and procedures of special interest to faculty. It
supplements the College Academic Bulletin; the contents of both should be familiar to all faculty.
The most recent edition of the Handbook along with archived editions can be accessed from the
Provost’s Faculty Resources page. The My Allegheny website contains additional information
related to policies, Committees, and resources.

Allegheny College is an Equal Opportunity Employer that actively seeks to attract, hire, and retain a high
caliber, diverse workforce comprised of employees whose talents and experiences best equip the College
to accomplish its mission. It is the policy of Allegheny College to provide equal employment opportunity
to all employees with a strong commitment to diversity, inclusion, and equity. The College does not
discriminate, and will not tolerate discrimination, on the basis of race, color, religion, gender, gender
identity, gender expression, sexual orientation, age, creed, national/ethnic origin, ancestry, veterans or
handicap or disability as those terms are defined under applicable law.

Inquiries related to any of the above, or to discriminatory or sexual harassment, should be directed as
follows:
e FEEO, Title VI, or Section 504 of the Rehabilitation Act: the EEO Officer or the Director of
Human Resources.
e Title IX: the Title IX Coordinator
e Discriminatory harassment and hate crimes:
o Students: Dean of Students
o Faculty: Provost
o Staff: Human Resources
o Visitors and after hours: Safety and Security Office
e Sexual harassment and sexual assault: to the Title IX Coordinator or Deputy Coordinators

Please consult the Human Resources Office, 814-332-2312, for contact information for any of the
personnel listed above.


http://catalog.allegheny.edu/
http://sites.allegheny.edu/facultyresources/
http://sites.allegheny.edu/my/
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Section 1: Introduction

1.1 Allegheny College Mission Statement

Allegheny’s undergraduate residential education prepares young adults for successful, meaningful lives
by promoting students’ intellectual, moral, and social development and encouraging personal and civic
responsibility. Allegheny’s faculty and staff combine high academic standards and a commitment to the
exchange of knowledge with a supportive approach to learning. Graduates are equipped to think critically
and creatively, write clearly, speak persuasively, and meet challenges in a diverse, interconnected world.

(Revised Spring 2004)

1.2 Statement of Community

Allegheny students and employees are committed to creating an inclusive, respectful and safe residential
learning community that will actively confront and challenge racism, sexism, heterosexism, religious
bigotry, and other forms of harassment and discrimination. We encourage individual growth by
promoting a free exchange of ideas in a setting that values diversity, trust and equality. So that the right
of all to participate in a shared learning experience is upheld, Allegheny affirms its commitment to the
principles of freedom of speech and inquiry, while at the same time fostering responsibility and
accountability in the exercise of these freedoms. This statement does not replace existing personnel
policies and codes of conduct.

(Adopted by faculty vote, 20 April 2007)

1.3 Allegheny’s Institutional Learning Outcomes

Allegheny’s Institutional Learning Outcomes are housed in the Academic Bulletin.

1.4 The Honor Code

The Academic Honor Program is designed to promote individual responsibility and integrity in academic
affairs and to develop an atmosphere conducive to serious independent scholarship. The Honor Code is
housed in The Compass Student Handbook and Resource Guide.

1.5 History

Allegheny College was founded in 1815, and Timothy Alden, a Harvard graduate, was named its first
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president. Initially, classes were held in Meadville’s log courthouse and in Alden’s home. Within half a
dozen years, however, Alden had succeeded in attracting sufficient funds to begin building a campus,
having traveled throughout the eastern states seeking support for a planned library and classroom
building. John Adams headed the subscription list of donors from New England.

The most significant donations were the fine private libraries of Dr. William Bentley, Judge James
Winthrop, and Isaiah Thomas. The 1823 library catalog lists some 8,000 titles, a number of them unique
today, making this collection one of the finest held by any of the early colleges.

The need to properly house the library led to the construction of Bentley Hall in the 1820s, today a
leading example of early American architecture. Designed by Alden, this structure still crowns the hill on
which the campus is located. If you are interested in learning more about College history, you might find
the following publications of interest. All are available in Pelletier Library.

1. Ernest Ashton Smith, Allegheny—A Century of Education 1815-1915 (1916)

2. Jonathan E. Helmreich, Through All the Years: A History of Allegheny College (2005)

3. Jonathan E. Helmreich, Allegheny College: A Tour of the Historic Campus. Sound recording
Compact Disk (2000) [Circulation CD-ROM 378.748 A Wzh. or Faculty Shelf]

4. Jonathan E. Helmreich, Eternal Hope: The Life of Timothy Alden, Jr. (2001). [922 AL22 h or
Faculty Shelf]

5. Laughter on the Hill: A Treasury of Allegheny College Humor, compiled and edited by Nels
Juleus (1979) [817 J941 L]

1.6 Allegheny Organization

Allegheny College is organized into a number of divisions, and each division is headed by a Vice
President, Provost, or Director. The Academic Affairs division is headed by the Provost and includes the
faculty; the Deans, Associate Deans and Associate Provosts of the College; the Registrar’s Office; the
Learning Commons; and the Allegheny Gateway.



Section 2: Organization of the Faculty

2.1 Faculty Meetings

The first meeting in the fall is typically held on the first Friday of classes; later meetings, four or five a
semester, are held on Thursdays at 4:30 p.m. The last meeting of the year is held on the Friday morning
preceding Commencement. There are also occasional evening discussion meetings. All faculty members
are expected to be present at all sittings. Part-time faculty may attend faculty meetings but may not vote.

Minutes of faculty meetings are placed on the web a few days after each session. If not amended at the
next sitting of the Faculty, they are considered approved. Items of major import must be read at two
separate sittings.

2.2 Faculty Moderator

The Moderator of the Faculty will be a faculty member elected by a vote of the Faculty for a three-year
term. The Moderator will preside at all faculty meetings. All full-time faculty members are eligible to
serve as Moderator.

The election procedure will make use of an approval voting method as follows: In the first round voters
will be presented with a list of eligible faculty. They may vote for any number of candidates. Based on
the results of the initial round of voting, a final ballot listing three names will be prepared. Again, Faculty
will be directed to vote for as many of the candidates as they wish.

The Moderator will be responsible for working with chairs of the standing committees, the President, and
other administrators to determine and distribute in a timely fashion the agenda for each meeting. The
Moderator will accept faculty requests made prior to each meeting to speak on any agenda item, and will
actively solicit participation in the debate of faculty who possess the expertise and points of view which
he or she believes will enrich the quality of the discussion. All remarks made during debate will be
addressed to the Moderator.

The Moderator will have sole responsibility for recognizing speakers and otherwise managing debate.
Committee chairs and others introducing proposals for faculty consideration will have no role in

recognizing speakers, although members of the committee responsible for the measure being discussed
will normally be given preference by the Moderator when they request the floor.

2.3 Secretary of the Faculty

The Secretary of the Faculty will be a Faculty member nominated by the Faculty Council and elected by
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the Faculty. In nominating a Secretary, the Council will take into account seniority and/or record of
contribution to the College.

The Secretary represents the Faculty at the Commencement Ceremony by participating in the awarding of
degrees and affixing his/her signature to all diplomas. For meetings of the Faculty, the Secretary advises
the Moderator in setting the yearly schedule; solicits items of business for each meeting, creates the
agenda in consultation with the Moderator, and calls all meetings through advance distribution of the
agenda; provides for the distribution of handouts and attachments relevant to the agenda (and the retrieval
of unused copies) as necessary; serves as Parliamentarian of the Faculty by ruling on matters relevant to
faculty tradition and the order of debate; records the proceedings of each meeting (except executive
sessions) in the form of Minutes, posts them along with relevant attachments on the College’s website or
at the appropriate venue and signs and deposits an official copy for each meeting in the College archives.

(Fall 2002)

2.4 Faculty Council

The Faculty Council is an elected committee with the functions to advise the President and the Provost in
the development of general college policies, advise the President on Honorary Degrees, serve as the
Committee on Committees, and consider and deal appropriately with issues brought to it by any member
of the college community. See Section 3.7 for the complete charge and description of Faculty Council.

2.5 Standing Committees

Allegheny College is distinguished by its commitment to shared governance. This commitment rests
upon three principles:

1. We are a community dedicated to a common project: engaging with our students in a liberal
education.

2. We believe that this common project is best advanced when we draw upon the broad
competencies of all members of our community.

3. We think that the general direction of the college should be determined by democratic practices
and habits

The commitment to shared governance imposes certain responsibilities and burdens on members of the
Allegheny community. It also conveys great benefits. Among the most important are faculty leadership
and participation in shaping our common future. The committee system is the principal means through
which we realize this commitment.

Faculty members of standing committees are either faculty-elected positions (Faculty Review, Faculty
Council) or are appointments that are nominated by Faculty Council and approved by the faculty. Student
members are appointed by the Student Government from a list of student applicants. Faculty members



usually are not asked to serve on committees during their first two years at the College, but are expected
to be available thereafter. Additional information on committees and their membership is available
on-line at:_http:/sites.allegheny.edu/committees/

General Rules

1. The Faculty Council will serve as the “Committee on Committees” and will nominate for Faculty
consideration and approval persons eligible to fill vacancies on the Standing Committees. Faculty
members who have completed at least two years of teaching may be considered eligible for
service on a Standing Committee. Faculty in their second year of service will not normally be
asked to serve on Standing Committees.

2. Faculty members will normally serve three-year terms on committees. Faculty completing three
consecutive years of service on either appointed or elected committees (Faculty Review
Committee, Faculty Council) will not normally be appointed to a committee for two years.
Generally, sabbatical and other leaves will count towards a faculty member’s hiatus from
standing committee service. If sabbatical or other leaves prevent a faculty member from serving a
full, three-year term on a committee, upon return, the faculty member will be eligible for
appointment to a committee. Eligibility does not indicate that a faculty member will
automatically be appointed to a committee. Council will consider institutional need and the
faculty member’s service record in determining whether to appoint a faculty member to
committee service directly after a leave. Committee service on appointed committees will not
affect eligibility for elected committee positions (Faculty Council, Faculty Review). Members of
an elected committee are ineligible for service on another elected committee and may not appear
on any ballot for committee election. Persons serving a full, three-year term on an elected
committee (Faculty Review Committee, Faculty Council) shall be ineligible for election to either
elected committee for three years following the expiration of their terms. Persons serving fewer
than three years on an elected committee (Faculty Review Committee, Faculty Council), due to
sabbatical or other leaves, will be eligible for election to either committee upon their return from
leave.

3. Nomination for elected committee service is an expression of trust and respect. This is especially
true for the Faculty Review Committee, as “the award of tenure is the single most important
personnel decision the College makes; it must be awarded with the gravest care" (Faculty
Handbook Section 5.2.36). Faculty nominated for election in the first round of voting for an
elected committee (Faculty Council and Faculty Review) should recognize the institutional
importance and professional responsibility of serving on these important committees. Individuals
may decline to have their names appear on the first ballot, but faculty whose names appear on the
first ballot are expected to serve if elected.

4. Elections for elected committees (Faculty Council and Faculty Review) and the Faculty
Moderator position shall be conducted by Faculty Council using an approval voting procedure
described as follows: in the first round, eligible faculty will be asked if they would accept
nomination; voters will then be presented with a list of faculty willing to serve one week prior to
the faculty meeting at which the first round of voting is conducted. At the designated faculty
meeting, faculty may vote for any number of candidates. Based on the results of the initial round
of voting, a final ballot (listing double the number of names to fill the vacancies will then be
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mailed to all eligible voters. The final FRC ballot shall not contain more than two faculty from
any single department or program. The second round of voting will close no earlier than one
week after final ballots have been mailed.

When not specified, faculty membership on standing committees should, whenever possible,
reflect affiliation with all academic divisions of the College. In cases where divisional
representation is specified, at least one faculty member from each division will be nominated. In
the exceptional circumstance of there being no eligible faculty from a particular division to serve,
Faculty Council will nominate faculty from outside that division to fill the vacancy. This
exception will not apply to the Faculty Review Committee.

If faculty are appointed in departments or programs that have a divisional affiliation (Humanities,
Natural Sciences, Social Sciences), they will normally be considered to be of that division for the
purposes of committee assignments. If faculty are appointed in multiple departments with
different divisional affiliations, they may choose which division they will represent. If faculty are
formally appointed in departments or programs without divisional representation (e.g.,
interdivisional departments or programs), they may choose which division they will represent.
For faculty who are choosing a divisional affiliation, it should be based upon their
epistemological point of view as a scholar and teacher. New faculty in the position of choosing a
divisional affiliation should do so prior to first commencing committee service, which usually
begins in the third year of service. Continuing faculty appointed in departments or programs
without divisional affiliation who wish to change their divisional affiliation, may do so during a
hiatus from committee service. i.e., they may not do so while serving on a committee. If a
Memorandum of Understanding assigns a divisional affiliation to a member of the faculty, that
affiliation will be honored. In all cases where a declaration of divisional affiliation needs to be
made, it must be made via the Committee Preference Form distributed by Faculty Council at the
end of the Spring semester.

Students will normally serve two-year terms on committees, but seniors will not be excluded
from consideration for committee vacancies.

No faculty member may serve simultaneously on more than one standing committee.

Faculty terms on appointed standing committees begin and end at the start of the Fall Semester.
While committee terms do run through the summer months, committee members should be
expected to deal only with essential business electronically. Non-essential business should be
delayed until the start of the new semester.

When a faculty member resigns from a committee, the chair of the committee and the chair of
Faculty Council should be notified in writing. In the event that a member of an elected committee
cannot complete his/her term and that time constraints make a new election infeasible, Faculty
Council will revisit the voting results from the most recent appropriate election to identify the
next eligible faculty member with the highest number of votes and will ask that person to serve
the remainder of the vacated term.

Exceptional matters that any committee wishes to call to the attention of the President and/or the
Faculty should be brought to the Faculty Council.
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12. All committees, except the Faculty Review Committee, will hear and consider related issues
brought to them by any member of the college community.

13. All committees are responsible for periodically reviewing and updating the charge for their
committee. Any changes will be brought to Faculty Council for review and presentation for a
vote of the Faculty.

14. Unless otherwise stated, the reporting frequency and procedures are:

a. An agenda will be established for each meeting and distributed to Committee members in
advance of the meeting.

b. The Committee will appoint a Secretary who will keep minutes of the meeting. Minutes
will be submitted electronically to the Merrick Archives to be posted on the committee
web site for distribution to the college community.

c. An annual report will be filed with Faculty Council by May 30th and presented in a fall
faculty meeting attachment.

d. An annual agenda to outline anticipated committee business for the year will be filed
with Faculty Council rior to the September faculty meeting.

15. In extenuating circumstances, committee chairs may request a course release as
compensation for chair duties and responsibilities. To be considered for a course release,
the faculty member must submit in writing the rationale to the Provost and Faculty
Council. After initial consideration of department and program staffing needs, the
decision is at the discretion of the Provost in consultation with Faculty Council.

(Revised 28 January 2016, 28 April 2018, 14 November 2019)

2.6 Department Chairpersons: Responsibilities

For the purposes of this discussion the word ‘department’ refers to an academic department or program
that oversees a curriculum of study taken by students as a major.

The Chair of a department is the chief academic and administrative officer for that department and is
accountable directly to the Provost. (S)he is responsible for the proper functioning of the
department/program with respect to curriculum, facilities, budgets, hiring, faculty development, student
concerns, and engagement in the broader community.

The Provost, following consultation with all continuing full time faculty in the department, appoints the
Chair for a four- year term, which may be renewed for up to one additional four-year term. Selection
criteria include: experience in leadership positions; the point in a person’s career with respect to
sabbaticals, research plans, etc.; placement of sabbaticals within the department; and tenure
status—under normal circumstances only tenured faculty will be asked to serve as Chair of a department.
Chairpersons serve at the pleasure of the Provost, who will evaluate the Chair’s work regularly, and assist
when appropriate. Near the end of the first four-year term the Provost, after meeting with continuing full
time faculty, will determine if reappointment is mutually desirable.
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Under ordinary circumstances, the Chair is relieved of one course per year as compensation for Chair
duties and responsibilities. In rare cases, this allowance may increase, at the discretion of the Provost. To
be considered for a second course release, the Department Chair must submit in writing the rationale to
the Provost. A second course release is not automatically renewed from one academic year to the next,
which means the Chair must write each year he or she believes circumstances warrant a second release.
Factors to be considered for increasing the course allowance include departmental size, sabbatical leaves,
departmental searches, personnel matters, or other issues that may result in large departmental time
demands placed upon the Chair. After initial consideration of department and program staffing needs, the
decision is at the discretion of the Provost. If circumstances prohibit a Chair from taking a course
reduction, a stipend can be negotiated.

Outlined below is a list of the specific duties of the department Chairperson. This list is meant to provide
direction in administering the responsibilities of this position, which may vary somewhat from
department to department. Departments should maintain a list of specific job duties to ensure the smooth
operation of departmental business.

1. Leadership: The Chair is responsible for fostering a climate of respect, collegiality, and
interaction within and among departments so that student learning, faculty development, and
programmatic and interdisciplinary successes are fostered and encouraged. Facilitating an
ongoing program for long-range planning and innovation, including curriculum, within the
department is also the Chair’s responsibility. This plan should reflect balance between
departmental goals/mission/needs and those of the college.

2. Departmental Representative and Liaison: The Chair acts as the spokesperson in all official
transactions with department members, as well as with other members of the college and
community-at-large (off-campus contacts). (S)he oversees department policies and practices,
guides planning, and serves as the “certifying officer” of the department on official matters. The
Chair also facilitates communication with other academic departments and programs where
concerted efforts would be of mutual benefit.

3. Personnel: The Chair has oversight responsibility for department staff, including building
coordinators, technicians, program assistants, and all other personnel whose duty lies within the
department. The Chair is the first point of contact and has primary responsibility for mediating
conflicts among department staff as well as handling student and parental concerns or
complaints. The Chair has principal responsibility for all department personnel searches and
serves as the chief coordinator for recruitment into the department; (s)he may delegate this
responsibility where appropriate. The Chair should work closely with new faculty to ensure
proper orientation to departmental policies. First-year faculty should not be expected to provide
academic advising for students or serve as a first reader on senior projects. Exceptions may be
made for the senior project, in consultation with the Chair and the Provost. A first-year faculty
member may be asked to serve as second or third reader on a small number of senior projects.

4. Handling and Keeping of RSE Narratives: All narratives will be sent to the chair of the faculty
member’s home department/program. In the event that there is no home department/program, a
department/program chair will be designated upon consultation between the faculty member, the
Provost, the Registrar, and the chair in question. The chair should provide copies of narrative
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evaluations to untenured faculty but must retain the original narratives. Copies of narratives
should be provided to tenured faculty upon their request. Narratives should only be destroyed
under one of the following circumstances:
e The instructor has left the college and is not expected to return, or
e The instructor has achieved the rank of full professor and at least five years have elapsed
since the course was taught.

Faculty Development and Evaluation: The chair ensures that the faculty are aware of the
department’s expectations and that each faculty member’s own expectations and concerns are
addressed when appropriate. Chairs provide opportunities for ongoing conversation with
department colleagues about their professional responsibilities and development and shall hold
such conversations with tenure-track faculty members annually. The chair will coordinate all
departmental evaluations; and when the college considers faculty for promotion or tenure, the
chair (with contributions from other faculty members as appropriate) will be the primary author
of department faculty evaluations.

Departmental Meetings: Chairs are responsible for calling regular department meetings; a
minimum of three meetings per semester is required. The Chair insures that agendas are made
available to department members and that department business is recorded as appropriate.

Course Scheduling: The Chairperson is responsible for organizing class schedules, subject to
approval by the Provost. Although the task of actually coordinating schedules may be delegated,
untenured faculty members should not be asked to perform this task. It is the Chair’s right to
ensure that scheduling burdens are equitably shared by department members, who must be aware
that it may be necessary to teach a five-day schedule one semester per year.

Certifying Minors and Transfer Credit Approval: It is the Chair’s responsibility to certify that
requirements for minors have been met and to approve credit for transfer and off-campus courses.
Although the task of certifying minors or approving transfer credit may be delegated, primary
oversight belongs to the Chair.

Physical Operations: The Chair is responsible for the general management and oversight of
departmental facilities, including office-classroom-lab-studio space and equipment. The Chair
should be aware of department needs with respect to facilities, and represent those needs to the
administration.

Budget: The Chair is responsible for planning and maintaining the department operations budget.
Classroom Observation Policies:

Every academic department and program at the college is expected to establish a written policy
by which the regular classroom observations of untenured faculty will be conducted. Reasons for
such a policy are manifold. For the evaluative work tenured faculty must do, direct observation of
colleagues’ teaching is an irreplaceable feature of the accurate and fair assessment of pedagogical
practice. Formalizing such policies in writing ensures their routine implementation and
demonstrates an institutional commitment to teaching that is both thorough-going and equitable.
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Each department’s and program’s specific classroom observation policy should be designed to fit
its particular nature— its size, its culture, its pedagogies—but all such policies should be
consistent with the following expectations:

e Frequency. Every tenure-track colleague should be observed teaching by at least one
tenured colleague each year, for formative or summative purposes (depending on when
the observations take place in the observed faculty member’s review schedule);

e Sequence. Classroom observations should happen on two sequential classes or as close
together in the calendar as circumstances allow;

e Scheduling. The observed faculty member should help determine the dates of the visits
at least a week ahead of time (no surprise visits). If the observed faculty member is
visited by more than one tenured colleague in a semester, every effort should be made to
avoid having more than one or two faculty observing the same class meeting;

e Before-and-after meetings. The observer should meet with the observed colleague both
before the class observation sequence to put those classes into context, and afterwards
(one day or at most a week after the last observed class). These before-and-after meetings
should be understood as occasions during which the colleague getting observed can
inform the observer about the course in general, what he or she is trying to accomplish in
these particular class meetings, and what he/she would like the observer to look for.
After the classroom visits, the observing faculty member should describe what he or she
observed in the areas the observed faculty member designated beforehand and in other
areas where the observer discerned noteworthy strengths and challenges. A written report
of classroom observations must be placed annually in both the Department’s and the
Provost’s file.

Each classroom observation policy should represent the consensus of the department or program creating
them and should be reviewed by the department/program every five years. A copy of a department’s or
program’s new policy should be sent to the Provost’s Office. In the spirit of making these documents
consistent with the college’s minimum expectations described above, the Provost or Associate Provost
may on occasion discuss possible revisions in a department’s or program’s guidelines. Each
department/program’s guidelines will also be posted on the Faculty Resources website
(http://sites.allegheny.edu/facultyresources/) when available.

Additional resources related to classroom observations can be found on-line at
http://sites.allegheny.edu/facultyresources/principles-of-classroom-observation/ and
http://sitesmedia.s3.amazonaws.com/facultyresources/files/2011/02/A-Class-Visit-Model.pdf.

(Spring 2002; Revised Spring 2004, Spring 2011, 2 March 2012, 14 November 2019)

2.7 Faculty Input into the Reappointment of the
Provost and Dean of the College

The Provost and Dean of the College serves at the pleasure of the President and may be reappointed for
one or more subsequent terms. If the Provost is to be considered for reappointment, faculty input about
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her or his performance shall be collected by Faculty Council during the fall of the final year of the
Provost’s current appointment. By September 15, Council shall solicit written input from all department
chairs and program directors and also invite letters from any other faculty members, including non-tenure
track and part-time faculty. All faculty input into the review process must be submitted to Council by
October 1. Council shall then review, discuss, and share its findings during a meeting with the President
by October 15. The contents of all letters and other communications will be treated as confidential by
both Council and the President. This process shall be discontinued if the Provost indicates that she or he
does not wish to be considered for reappointment.

(Adopted 3 March 2012)

2.8 Faculty Input into the Reappointment of Deans, Associate Deans,
and Associate Provosts of the College

The President or the Provost and Dean of the College will consult with Faculty Council before
reappointing a Dean, Associate Dean, or Associate Provost of the College.

(Adopted 9 March 2012, Updated Spring 2019)

Section 3: Standing Committees of the
Faculty

Faculty members of standing committees are either faculty-elected positions (Faculty Review, Faculty
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Council) or are appointments that are nominated by Faculty Council and approved by the faculty. Student
members are appointed by the Student Government from a list of student applicants. Faculty members
usually are not asked to serve on committees during their first two years at the College, but are expected
to be available thereafter. Additional information on committees and their membership is available

on-line at:_http://sites.allegheny.edu/committees/

3.1 Academic Standards and Awards

1. Functions

The principal function of this committee is to make certain that students meet the academic requirements

established by the faculty. The Committee’s specific responsibilities are:

A.

To recommend to the Faculty grade standards students are expected to satisfy and consequences
for not doing so.

To consider the cases of students eligible for dismissal and to determine which will be dismissed
and which will be allowed to register for another semester. The Committee will report the results
of these decisions to the Faculty.

To consider petitions for readmission from students who have been dismissed and make a
favorable or unfavorable decision in each case.

To recommend to the Faculty the policies and procedures for dropping a course without grade
penalty.

To establish a Dean’s Exemption Committee to consider and decide upon requests from students
for exemption from College academic regulations.

To recommend to the Faculty standards for the awarding of Latin Honors.
To serve, in conjunction with the office of the Dean of Students, as a review board in the
selection of student recipients of various College awards for superior performance in scholarship

and general merit.

To provide advice and support to the Dean of Students and the Provost in implementing the
above responsibilities.

2. Membership, Membership Selection, Terms of Office and Chairperson Selection

A.

The Committee will be composed of the following:
a. Four faculty members, one from each academic, nominated by the Faculty Council and
elected by the Faculty for three-year, staggered terms;
b. Three students appointed by the Allegheny Student Government each year for up to a
two-year term with one majors (or prospective majors) per academic division;
c. The Dean of Students or a designated representative, and the Provost or a designated
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representative, as ex officio, voting members;
. The Registrar and Dean of Curriculum as ex officio, non-voting member;
e. The Director of the Counseling Center, the Allegheny Student Government Director of
Educational Affairs, and other non-voting consultants as determined by the Committee.

B. Student members will not attend or participate in any meeting where the academic record or
performance of an individual student is discussed.

C. In cases of academic dismissal and readmission, only the four faculty members of the Academic
Standards and Awards Committee vote. If one of the four faculty members is unable to be present
for a vote, a vote by the Provost or Associate Dean of the College may be substituted.

D. The Chairpersons will be a Faculty member selected by the Committee for a two-year term and
the Dean of Students.

3. Dean’s Exemption Committee

A special subcommittee of the Academic Standards and Awards Committee is empowered by faculty to
adjust a student’s academic program and requirements. Normally this subcommittee deals with waivers
of regulations; its decisions are individual and are not considered as establishing precedent. The
Committee is chaired by the Provost or a designated representative. Voting members include the Chair,
the Dean of Students or a designated representative, and at least two faculty members from the Academic
Standards and Awards Committee. Non-voting consultants may be included as appropriate.

(Revised Spring 2007, 11 April 2019)

3.2 Academic Support

Allegheny College must have talented faculty members who remain vital and current both as teachers and
as scholars. To this end, the Academic Support Committee provides access to funding that supports
teaching, professional development, and faculty research. The Committee also serves as a focal point for
consideration of issues related to these matters.

1. Functions

Faculty representatives and the Provost work together to maintain a forum for discussion of academic
support issues, including enhancement of teaching and scholarship and educational technology resources.
The Committee’s functions are:

A. To consider and advise the Provost on faculty applications for grants to support teaching and
scholarship, and to award funding where possible and appropriate.

B. To advise the Provost on faculty development issues including applications for sabbatic and
pre-tenure leaves and the budget to support such initiatives.

C. To advise the Vice President for Information Services and Planning on educational technology
initiatives that support teaching, learning and research, and when necessary, direct these
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initiatives to the appropriate committee or office on campus for further feedback.
D. To support and encourage on-campus programs dealing with teaching and research.

E. To advise the Director of the Library on library resources that support teaching and faculty
research.

2. Membership, Membership Selection, Terms of Office, and Chairperson Selection

A. The Committee will be composed of the following:
a. Three members of the Faculty nominated by Faculty Council and elected by the Faculty
for three-year staggered terms, with at least one member from each academic division.
b. The Associate Provost and Director of the Gateway, the Director of Faculty
Development and the Vice President for Information Services and Assessment as ex
officio, non-voting members;

B. The Chairperson will be an elected faculty member chosen by the Committee for a one-year
term.
(Revised Spring 2011; 11 April 2019)

3.3 Animal Research

1. Functions

The principal function of the Animal Research Committee (ARC) is to insure the welfare of animals used
in teaching and research that originates at the College. The Committee conducts initial and continuing
review of all research and classroom projects involving animals carried out by members of the college
community. The ARC reviews research proposals initiated by faculty members in connection with their
respective academic pursuits.

A. The specific responsibilities of the ARC are:

a. To conduct both initial and continuing review of all research and classroom projects
carried out by faculty and students in connection with their normal academic pursuits;

b. To provide such review and certification of research and classroom projects as requested
by appropriate outside agencies, including state and federal governments;

c. To review alleged violations of the Statement of Principles Regarding Research with
animals (see below) or established professional codes when such a review is requested; if
in the judgment of the ARC a violation has occurred, it will be reported, in the case of
faculty, to the Provost and, in the case of students, to the Campus Life and Community
Standards Committee. Appeal in each case follows established procedures;

d. To conduct a continuing review of state and federal guidelines regarding the care and use
of animals in research;

e. To conduct a continuing review of all research guidelines published by various academic
disciplines involved in non-human research;

f.  To establish and publish College procedures that will govern the initial approval and
subsequent review of all research and classroom projects with animals.
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B.

Projects to be reviewed by the ARC include those:
a. Involving animals to be conducted in the classrooms or laboratories of the College;
b. To be submitted for funding for outside agencies, if required by that agency;
c. For which any member of the college community requests a review.

2. Procedures for submitting proposals for review

A.

F.

Approval must be secured in writing before the purchase or acquisition of subjects may begin, or,
in the case of those projects employing animals bred on-site, before the experimenter may begin
any procedures. The information about a proposed study should be submitted to the ARC at least
one month prior to the anticipated beginning of the project so as to insure time for review.

Research proposals should be submitted using the ARC Review Forms. These Forms are
available from the Chair and members of the ARC.

Changes in the research topic, subject or procedure must be approved in advance by the ARC.
When the ARC has examined a proposal, copies of the evaluation will be sent to key participants
(i.e., student, faculty adviser, research supervisor, etc.) This procedure will be followed in cases
where permission is given to proceed (perhaps with recommendations for improving the
procedure) as well as in those cases where additional information is required. No project may
begin until written notice from the ARC is received.

When the ARC has examined a proposal, copies of the evaluation will be sent to key participants
(i.e., student, faculty adviser, research supervisor, etc.) This procedure will be followed in cases
where permission is given to proceed (perhaps with recommendations for improving the
procedure) as well as in those cases where additional information is required. No project may
begin until written notice from the ARC is received.

The ARC will provide additional reports as required by state and federal regulations.

3. Membership, Membership Selection, Terms of Office and Chairperson selection.

A.

B.

The ARC will be composed of the following:

a. Two faculty members nominated by Faculty Council, approved by the faculty, and
appointed by the President for three-year, staggered terms and including one faculty
member who is engaged in animal research and one faculty member who is not a
practicing scientist and does not use animals in teaching or research;

The College’s principle animal caretaker, appointed by the President;

c. One member of the Meadville community, appointed by the President, who does not use
laboratory animals in any way and whose only affiliation with the College is membership
on the ARC;

d. A licensed veterinarian appointed by the President.

The Chairperson will be one of the faculty members elected by the ARC.
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Statement of Principles Regarding Research with Animals

The Statement of Principles pertains to Allegheny’s institutional commitment to the rules and regulations
regarding research with animals as specified in the Guide for the Care and Use of Laboratory Animals
published by the Office of Animal Laboratory Welfare of the National Institutes of Health. Sections One
and Two of Allegheny’s Institutional Assurance of Compliance read as follows:

I. Applicability of Assurance

This Assurance is applicable to all research, research training, experimentation, biological testing, and
related activities, involving live, vertebrate animals supported by the Public Health Service (PHS) and
conducted at this institution, or at another institution as a consequence of the subgranting or
subcontracting of a PHS-conducted or supported activity by this institution. "Institution" includes the
following branches and major components of Allegheny College: Academic Departments and Programs
and faculty included in the Natural Science, Humanities, and Social Science Divisions. All branches are
located on the main campus in Meadville, Pennsylvania.

II. Institutional Commitment

A. This institution will comply with all applicable provisions of the Animal Welfare Act and other
Federal statutes and regulations relating to animals.

B. This institution is guided by the "U.S. Government Principles for the Utilization and Care of
Vertebrate Animals Used in Testing, Research, and Training."

C. This institution acknowledges and accepts responsibility for the care and use of animals involved
in activities covered by this Assurance. As partial fulfillment of this responsibility, this institution
will make a reasonable effort to ensure that all individuals involved in the care and use of
laboratory animals understand their individual and collective responsibilities for compliance with
this Assurance as well as all other applicable laws and regulations pertaining to animal care and
use.

D. This institution has established and will maintain a program for activities involving animals in
accordance with the Guide for the Care and Use of Laboratory Animals:
(http://grants.nih.gov/grants/olaw/Guide-for-the-Care-and-Use-of-Laboratory-Animals.pdf

E. This institution agrees to ensure that all performance sites engaged in activities involving live
vertebrate animals under consortium (subaward) or subcontract agreements have an Animal
Welfare Assurance and that the activities have Institutional Animal Care and Use Committee
(IACUC) approval.

(Revised Spring 2007)

3.4 Assessment Committee

1. Functions
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The principal function of the Assessment Committee is to serve as the primary oversight body for the
College’s assessment of student learning. As such, the Assessment Committee is responsible for
oversight of four primary assessment mechanisms: 1) monitoring the ongoing development of the
Departmental and Program Self-Study process; 2) evaluating the Distribution Requirements’
effectiveness in helping students achieve the associated learning outcomes; 3) providing guidance to the
Office of Institutional Research in the ongoing development of the Senior Project Assessment; and 4)
monitoring and reporting on surveys and other assessment data as they pertain to student achievement of
the Institutional Learning Outcomes. In addition, the Committee provides guidance and/or
recommendations to improve these four assessment tools, and serves as a resource to facilitate
communication among the faculty and administration about assessment-related initiatives and projects.

The specific responsibilities of the Assessment Committee are:

A. To assist in the prioritization of assessment of learning outcomes and to recommend to the
faculty a small number of learning outcomes as a central focus for institutional assessment,
particularly in the context of departmental and program self-study.

B. To provide guidance to Departments and Programs on developing student learning outcomes.

C. To consult with the Administration on college survey instruments, identifying areas of
importance for learning outcomes.

D. In consultation with the Provost or the Provost’s designee responsible for assessment, formulate
recommendations on assessment initiatives, including the Middle States institutional review
process

E. In consultation with the Provost or the Provost’s designee responsible for assessment, work to
identify priorities for situating Allegheny’s assessment practices and results with respect to
relevant comparison groups and information.

F. Provide advice to Departments and Programs on the range of assessment data available for
inclusion in Departmental Self-Study reports and work with the Office of Institutional Research,
the Registrar’s Office, and other Administrative offices to define a “standard data set” that will
include enrollment data and the results of student and alumni surveys.

G. Provide advice and guidance to the Provost or the Provost’s designee responsible for assessment
on structuring and supporting departmental and program self-studies and related activities. In
particular, the Committee will review Self-Study reports and Action Plans to evaluate the
effectiveness of the self-study process. In its review, the Committee will pay particular attention
to the effectiveness of the Self-Study process as a tool to assess the degree to which program
graduates are meeting the program’s stated learning outcomes and as a tool to identify ways to
improve program effectiveness. The Committee will also note the degree to which the data
presented support the conclusion that program graduates are meeting the College’s Institutional
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Learning Outcomes. As warranted, the Committee will recommend changes to make the
Self-Study process more effective or efficient as a mechanism for assessing programs and
supporting ongoing program improvement.

H. Review the Distribution Requirements on a five-year cycle, reporting findings to the Provost and
Curriculum Committee each year. During the first four years of each cycle, two categories will be
reviewed each year. In the fifth year, the Committee will review the Distribution Requirements as
a whole, including their relationship to assisting students with achieving the Institutional
Learning Outcomes.

I. Every fifth year, review a variety of assessment data to determine whether students are meeting
the College’s Institutional Learning Outcomes, provide suggestions for how the College might
improve student achievement of learning outcomes, seek opportunities to improve the
effectiveness and efficiency of the College’s assessment processes, and report the findings to the
faculty.

2. Reporting Frequency and Procedure

>

Meetings of the Committee will normally be open to all members of the College Community.

w

The Committee will report periodically to the Provost.
C. An annual report in the form of an Executive Summary will be filed with the Faculty Council and
the Administrative Executive Committee; it will also be deposited in the College Library.

3. Membership, Membership Selection, Terms of Office and Chairperson Selection

A. The Committee will be chaired by a faculty member selected by the Committee for a one-year
term who will determine an agenda in consultation with the Provost or the Provost’s designee
responsible for Departmental Self- Study and the Director of Institutional Research.

B. The Committee membership, selected to represent broadly the campus community, will be
composed of the following voting members:
a. The Provost or the Provost’s designee responsible for assessment;
b. ii. Three faculty members, one from each division, nominated by the Faculty Council and
elected by the faculty for three-year staggered terms;

C. The committee membership will also include non-voting institutional consultants, retained by the
Provost, who regularly advise on assessment matters.

(Revised 11 April 2013, 24 April 2014, 28 January 2016, 11 April 2019 )
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3.5 Curriculum

Many matters pertaining to the academic operation of the College, including the calendar, curriculum,
and introduction of new courses and programs are reviewed by the Curriculum Committee, chaired by a
faculty member. Major proposals, including new courses and curricular changes, designed to be acted
upon within a given academic year will be presented to the committee in a timely manner, as per the
deadlines established by the committee.

1. Functions

The principal function of this Committee is to consider and formulate the College’s educational priorities
and educational goals, and to recommend ways and means by which these priorities and goals should be
reflected in the academic program. The Committee’s specific responsibilities are:

A.

To consider and recommend to the Faculty the degrees to be awarded by the College and the
requirements for these degrees;

. To formulate criteria and consider requests for new major, minor, and other academic programs,

for recommendation to the Faculty;

To consider, evaluate, and recommend to the Faculty proposals for cooperative programs with
other institutions;

To consider, evaluate, and recommend to the Faculty proposals from the Study Away and
Campus Internationalization Committee for new off-campus study programs, EL Seminar

Proposals, and Study Away Proposals, and changes to existing programs;

To consider, evaluate, and recommend to the Faculty proposals to add, delete, and alter college
courses;

To recommend to the Faculty the Academic Calendar and course scheduling grid;

To review the curriculum, including the Distribution Requirements, periodically and
systematically, with Committee decisions and recommendations subject to Faculty approval;

To establish a subcommittee to consider, evaluate, and approve Student-Designed programs; and
to consider, evaluate, and approve the use of ineligible courses to fulfill a College Distribution
Requirement;

To provide advice and support to the Provost in implementing the above responsibilities;

The Committee shall establish and publish guidelines and procedures for how the foregoing

proposals are to be submitted and will establish and publish guidelines for which proposals shall
be submitted to the Faculty for a vote and which shall be presented to the Faculty as information.
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2. Membership, Membership Selection, Terms of Office and Chairperson Selection

A. The Committee will be composed of the following:

a. Five faculty members nominated by the Faculty Council and elected by the Faculty for
three-year, staggered terms, and no more than two faculty in the same academic division;
Five students appointed by the Allegheny Student Government for two-year terms;

The Provost and the Registrar as ex officio, voting members;

The Director of the Library, or an appointed representative;

The Director of the FS Program as Consultant to the Committee on matters relating to the

FS Program;

f.  One representative each from the Learning Commons and the Gateway, nominated by
the Director of the Learning Commons and the Director of the Gateway, respectively,
and appointed by Faculty Council, as voting members for three-year terms.

o a0 o

B. The Chairperson will be a faculty member selected by the Committee for a one-year term.

4. A subcommittee of the curriculum Committee is empowered by faculty to consider exemptions from
curricular requirements. Its decisions are individual and are not considered as establishing precedent.
This subcommittee has two specific areas of responsibility: a) to consider, evaluate, and approve
Student-Designed programs; and b) to consider, evaluate, and approve the use of ineligible courses to
fulfill a College Distribution Requirement. The Committee is chaired by the faculty chair of the
Curriculum Committee and all voting members of the Curriculum Committee, except the student
members, are voting members. Non-voting consultants may be included as appropriate.

(Revised Spring 2007, 9 May 2014, 28 January 2016, 17 January 2019, 11 April 2019)

3.6 Faculty Council

The functions of the Faculty Council are to advise the President and the Provost in the development of
general college policies, advise the President on Honorary Degrees, serve as the Committee on
Committees, and consider and deal appropriately with issues brought to it by any member of the college
community.

1. Functions
The specific functions of the Faculty Council are:

A. To advise the President or Provost concerning the development of the College’s educational and
administrative policies, including policies and procedures for tenure and promotion.

B. To provide a forum for the discussion of specific issues brought by any member of the college
community, to bring to the attention of the Faculty or Administration matters for implementation
or decision, and to consider motions submitted by any member of the faculty. After appropriate
deliberations, Council may present such motions to the Faculty with or without endorsement or
may choose not to present them at all. In all cases, Council has the obligation to advise the
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originator of a motion about Council’s position. This clause does not abrogate the right of faculty
members who make motions from the floor at faculty meetings.

To advise the President of the College and the Provost with respect to staffing.
To recommend changes in the committee structure to the Faculty.

To appoint ad hoc committees and to inform the Faculty of the responsibility and personnel of
these committees.

To nominate faculty for membership to the Standing Committees.
To inform the trustees annually about matters of faculty concern.
To accept and file annual reports from all Faculty Committees.

To advise the President on honorary degrees. A subcommittee of the elected members of Council
will convene with students and the Director of Alumni Affairs to provide advice to the President.

As a member of the Great Lakes College Association, Allegheny sends two representatives to the
GLCA Academic Council, which typically meets once per year. GLCA Academic Council
representatives are appointed by Faculty Council, with one representative being a member of
Council. The representatives should serve three-year, staggered terms and represent two different
divisions of the College.

2. Reporting Frequency and Procedures

A.

Either the President of the College or the Chairperson of the Faculty Council may convene
Council.

An agenda will be established for each meeting and distributed to Council members in advance
of the meeting.

The Council will appoint a Secretary who will keep minutes of the meetings; after approval the
minutes will be distributed to the faculty and administration.

The Council will request a place on the agenda of each Faculty Meeting to bring to the Faculty
for deliberation issues of special concern.

The Council will issue at least one oral or written report of its activities to the Faculty during
each of the two semesters of the academic year.

An annual report of Council will be placed in the College Library at the end of each academic
year.

3. Membership, Membership Selection, Terms of Office and Chairperson Selection

A.

The Council will be composed of the following:
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B.

a. The President and the Provost, as ex officio non-voting members;

b. Six members elected from and by the College Faculty for three-year, staggered terms.
Any full-time faculty member, so designated by the Office of Human Resources or by
the Council, who has completed two years of service at Allegheny is eligible for election.
However, no one serving for a three-year term shall be eligible for re-election until three
years have expired after the completion of the term for which the person was elected.
Members of the Faculty Review Committee are also ineligible for service on the Faculty
Council and may not appear on any ballot for election to the Council.

The Chairperson will be an elected member of the Council selected by the Council for a one-year
term.

(Revised Spring 2004. Spring 2011, 11 April 2019)

3.7 Faculty Review

The function of the Faculty Review Committee is to make recommendations to the President in matters
of tenure, promotion and three-year appointments in accordance with the faculty appointment guidelines
and promotion guidelines approved by the Faculty and the Board of Trustees.

1. Functions

The Committee’s specific responsibilities are:

A. To administer, through the Office of the Provost, the process by which faculty are considered for

C.

tenure, three-year appointment, and promotion;

To consider evidence submitted by departments and other sources that bears on the qualifications
of faculty who have been nominated or are otherwise eligible for tenure, three-year appointment,
and promotion;

To recommend to the President, through a formal vote of the elected members, appropriate action
on each eligible candidate.

2. Reporting Frequency and Procedure

A.

C.

The Committee Chair, in consultation with the Provost and other Committee members, will
determine the time, place, and agenda of each meeting.

The Committee will select a Secretary who will advise members of impending meetings and who
will count the number of votes cast in support of and in opposition to recommendations made to

the President. The Provost records the vote.

Meetings of the Committee will be held in closed session.

3. Membership, Membership Selection, Terms of Office and Chairperson Selection
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A. The Committee will be composed of the following:
a. The Provost, an ex officio, non-voting member;
b. Six tenured faculty members, two from each division but with no more than one member
from any one department, elected by full-time faculty.

B. Faculty members on the Committee shall select the Chairperson from among themselves for a
one-year term.
(Revised Spring, 2007)

3.8 Health Professions Advisory

The principal functions of this committee are to help students prepare for post-graduate education in
professional health and to obtain information concerning careers in this area.

1. Functions
The Committee’s specific responsibilities are:
A. To counsel students concerning career opportunities in the health field;

B. To advise students about undergraduate liberal arts curricula suitable for graduate health
education;

C. To assist students in compiling dossiers and obtaining graduate placement;

D. To plan, arrange, and supervise public lectures, symposia, visits by scholars and practitioners,
and other programs designed to introduce students to the opportunities and requirements of
prospective graduate health fields;

E. To represent Allegheny College at appropriate professional institutions and association meetings;

F. To provide counsel, guidance and support to the Director of The Counseling Center and the
Director of Career Services.

2. Reporting Frequency and Procedure

The Committee will issue at least one written or oral report to the Faculty each year summarizing its
activities, decisions and degree of student success in obtaining post-graduate placement.

3. Membership, Membership Selection, Terms of Office and Chairperson Selection

A. The Committee will be composed of the following:
a. Four faculty members, drawn from appropriate departments and nominated by the
Faculty Council for three- year, staggered terms;
b. Four students elected for two-year, staggered terms, from and by the Allegheny students
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d.

participating in the Pre-Health program,;

The Health Professions Advisor—appointed by the President—will be an ex officio,
voting member;

The Associate Provost of the College will be an ex officio, non-voting member.

B. One Co-Chairperson will be a faculty member and official member of the Committee selected by
the Committee for a two-year term. The Health Professions Advisor will serve as the other
Co-Chairperson to the Committee.

(Revised Spring, 2007)

3.9 Institutional Review Board

The principal function of the Institutional Review Board is to safeguard the rights and welfare of
participants taking part in research activities either originated by members of the College community or
conducted at the College by others. Since the College IRB is registered with the Office of Human
Research Protection (OHRP) of the U.S. Department of Health and Human Services (DHHS), policies
and procedures of the IRB are consistent with OHRP standards, specifically the Code of Federal
Regulations (CFR) Title 45, Part 46: http://www.hhs.gov/ohrp/humansubjects/guidance/45cfr46.html.

1. Functions

A. The specific responsibilities of the IRB are:

a.

To conduct both initial and continuing review of all human research conducted by any
member of the College community either on or off campus as well as any research
conducted at the College by outside groups or organizations to determine if such research
is (a) exempt from review, or (b) subject to either expedited or full review;

To address any questions as to whether a specific activity constitutes research under
relevant OHRP definitions (“research ...a systematic investigation, including research
development, testing and evaluation, designed to develop or contribute to generalized
knowledge.” CFR Title 46, Part 46, §46.102);

To conduct required reviews of research projects, including classroom projects, that meet
the OHRP definition of research;

To review alleged violations of participants’ rights in human research as identified in
relevant governmental regulations, the Belmont Report, or established professional codes
when such review is requested; if, in the judgment of the IRB, a violation has occurred, it
will be reported, in the case of faculty, administrators, or staff, to the Provost and, in the
case of students, to the Academic Integrity Board;

To implement current state and federal regulations regarding the protection of human
participants in research projects;

To establish and publish the procedures that will govern IRB decision making at the
College;

To establish sub-boards of the IRB authorized to determine exemption from review or to
conduct expedited review; all reviews requiring full board review must be conducted by
the IRB.

B. Projects to be reviewed by the IRB include research activities:
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a. Conducted by a member of the College community or research conducted at the College

by persons who are not members of the College community;

To be submitted for funding to outside agencies, if required by that agency;

For which any member of the college community requests a review;

d. Involving human participants while a faculty member is at another institution or
collaborating with colleagues from another institution, unless that faculty member has
obtained the approval of an IRB at the other institution (Note: approval from another
institution must be sent to the College IRB);

e. Involving the sharing of data or tissue from a previously approved project.

f.  Used for institutional research that collects new data or goes beyond the normal internal
management uses of information analysis, or when questions arise in institutional
research concerning compliance with protection of human participant guidelines.

oo

2. Procedures for obtaining IRB approval of projects.

A.

Approval must be secured in writing before any recruitment of participants may begin. The
specific procedures for the submission of proposals, including deadlines, answers to frequently
asked questions, and required forms are available on the IRB web site.

Researchers may request an exemption from review, an expedited review, or a full board review
from the IRB. Decisions of the IRB are sent to key participants (i.e., student, faculty advisor,
administrator, etc.) in writing. No project may begin until written permission is received.

Full board review requires that a quorum of the members of the IRB are present, including at
least one nonscientist, and that accurate records of decisions and votes are maintained. Email and
proxy votes are not permitted for full board reviews.

Projects will normally be reviewed during the regularly scheduled meetings of the IRB. Special
meetings may be called by the Chairperson as needed. All actions of the IRB require a majority
vote of the membership of the IRB. Members of authorized sub-boards will not be considered as
part of the membership of the IRB when conducting full IRB reviews.

The IRB makes every effort to work with researchers to ensure that all research is in compliance
with relevant governmental and disciplinary ethical standards. In the event that permission to
conduct a project is denied, that decision is final. The College administration may, at its
discretion, refuse to allow an approved project to proceed, but it cannot give permission to permit
a project which has been denied by the IRB.

3. Record Keeping

A.

The IRB has overall responsibility for maintaining records required by the OHRP for both the
IRB and any authorized sub-boards. These records include, but are not limited to:
a. An annual list of members;
b. Information on the names of researchers, titles of projects, dates proposals are received,
and IRB decisions.
c. Copies of all proposals and required forms along with copies of any associated
correspondence.
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d. Copies of the minutes of all IRB meetings, including the names of those present and a
record of all votes taken.

e. Signed informed consent forms which must be retained in a secure location for three
years.

B. Sub-boards authorized by the IRB are obligated to provide the chair of the IRB with:
a. An annual list of members;
b. A list of titles of all projects reviewed by the committee, together with the decision
reached on each and all required documentation at least once per year;
c. The names of the researchers and advisors as well as the date of receipt and approval.

C. The IRB will provide reports as required by either the College or state and federal regulations.
4. Membership, Membership Selection, Terms of Office, and Chairperson Selection

A. The membership of the IRB, excluding sub-boards, will be composed of the following:

a. A minimum of five persons, at least three of whom are Allegheny College faculty, who
have successfully completed a College approved IRB ethics certification program;

b. Among the members, at least one must have a scientific background, at least one must
have a nonscientific background, and at least one should have no affiliation with the
College, including being a family member of a member of the College community;

c. IRB members should serve staggered three year terms; members may be re-appointed at
the conclusion of their term;

d. The IRB may, at its discretion, appoint consultants to the IRB to address specific
concerns requiring specialized knowledge;

e. The Provost will appoint a Human Protections Administrator who is an ex-officio
member of the committee.

B. The chairperson will be one of the faculty members elected by the IRB.
(Revised Spring 2010)

Section 4: Standing Committees of the
College

4.1 Administrative Executive Committee

The Administrative Executive Committee (AEC) is the primary policy-making body of the College and
includes the President; Provost/Dean of the College; Executive Vice President and Chief Operating
Officer; Senior Vice President for Development and Alumni Affairs; Senior Vice President for
Enrollment; Vice President of Student Life and Dean of Students; Vice President for Information
Services and Assessment/Director of the Library; Vice President for College Relations; Associate
Provost/Director of the Gateway; Dean of Institutional Diversity; Chief Financial Officer and Treasurer;
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Director of Athletics and Recreation; and Director of Human Resources. The Chair of the Faculty
Council also participates in AEC meetings. The AEC is the primary policy-making body of the College.
The AEC reviews all major financial, administrative, academic, and programmatic issues.

Additional information about the senior leadership of the College can be found information about its
current membership can be found online.

4.2 Campus Life and Community Standards

1. Functions

The Campus Life and Community Standards (CLCS) Committee formulates and recommends policy
related to the nature and quality of life on campus, represents the faculty and the student body in hearings
concerning the Honor Code and appeals concerning the non-academic student conduct system, and
provides faculty consultation to the Athletics Department.

The specific responsibilities of the Campus Life and Community Standards Committee are:

A. To provide advice and consultation on the quality of campus life and the nature of student
involvement in out-of- class activities. All members of the community may raise issues for the
Committee’s consideration, but the Committee will pay particular attention to matters related to
the residential college experience, intercollegiate athletics and recreation, spiritual and religious
life, experiential learning, admissions, student activities, and student conduct issues.

B. To represent the faculty and student body on the Academic Integrity Board. The Academic
Integrity Board is the hearing board for cases of alleged violations of the Honor Code. A full
description of the Allegheny Student Conduct System can be found in The Compass.

C. To represent the faculty and student body on the Community Standards Board. The Community
Standards Board is the appeals board for all non-academic student conduct cases.

D. To provide two faculty members, one man and one woman, to serve as Faculty Athletic
Representatives to the athletic department and relevant NCAA conferences.

2. Membership, Membership Selection, Terms of Office and Chairperson Selection.

A. The Committee will be composed of the following:

a. Five faculty members, nominated by the Faculty Council and approved by faculty vote to
serve three-year, staggered terms. Attempts should be made to have divisional and
gender representation on the committee. All faculty members of the Committee will
serve as the faculty representatives on the Community Standards Board and the
Academic Integrity Board. Additionally, two of the faculty members will serve as the
Faculty Athletic Representatives. Faculty substitutes are appointed by Faculty Council in
the event that there are not enough board members present to conduct a hearing for either
the Academic or Community Standards Boards;

b. The Dean of Students, Chaplain, Director of Athletics (or an appointed representative

32


https://sites.allegheny.edu/president/senior-staff/

from Athletics), Director of Student Involvement, Director of the Counseling Center, and
Director of Residence Life (or their substitutes if they are unable to attend), and one staff
representative appointed by the Staff Advisory Committee as ex officio, voting members
of the CLSC Committee;

c. Student members of the Committee will include the student Director and Assistant
Director of Student Affairs for the Allegheny Student Government and six other students,
selected at-large and appointed by a two-thirds vote of the student government. In
making appointments, every effort will be made to ensure representation of many facets
of student life, including (but not limited to) athletics, spiritual and religious life, cultural
activities, and residence life. The six students selected at large will serve as the student
representatives on the Academic Integrity Board and the Community Standards Board.
The ASG President and Vice-President are not eligible to serve on the boards but are
welcome to attend CLSC Committee meetings. Honor Committee members are not
eligible to serve on the Academic Integrity Board. Residence Life staff members are not
eligible to serve on the Community Standards Board. Additionally, student members who
are on probation during the time of service will not be eligible to serve as a member of
the boards.

d. The Assistant Dean of Students coordinates all administrative functions of the Academic
Integrity Board and the Community Standards Board. This person can attend CLCS
committee meetings but is not a voting member.

B. The faculty chairperson for the Academic Integrity Board will be elected from among the faculty
members of the Campus Life and Community Standards Committee to serve for one year (the
AIB chair should not be one of the Faculty Athletic Representatives). If unable to serve for a
particular AIB hearing, the chairperson appoints a substitute chairperson from among the faculty
members. A chair for the Community Standards Board will be appointed for each hearing and
can be either a faculty representative or one of the administrative members of the CSB.

C. The Chairperson of the Campus Life and Community Standards Committee will be a faculty
member selected by the Committee. The Dean of Students will serve as co-chair to assist with
administrative matters and to stand in for the chair as needed.

(Revised 11 April 2019)

4.3 Council on Diversity and Equity

The Council on Diversity and Equity (CoDE) is a standing committee of the College composed of
administrators, faculty, staff, and students. CoDE is primarily an oversight committee with the essential
functions of advocating for diversity, equity, and inclusion at Allegheny College; making policy
recommendations to the Administrative Executive Council (AEC), Allegheny Student Government
(ASG), Faculty Council, the Board of Trustees, and other appropriate Allegheny College governing
bodies or offices; reviewing and evaluating the College’s progress towards diversity, equity, and
inclusion; and considering and addressing any relevant issues presented to the Council by any member of
the College community. For CoDE to perform these principal functions, it must receive relevant data
annually from the College’s senior diversity officer, Human Resources, Provost and Dean of the College,
Public Safety, Senior Vice President for Enrollment and Dean of Admissions, Vice President for
Information Services and Assessment, Vice President of Student Life & Dean of Students, and/or other
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College units.

1. Functions
The specific functions of the Council on Diversity and Equity are

A.

E.

To review data on employee hiring, retention, and promotion by race, ethnicity, gender, sexual
orientation, religion, and other available diversity characteristics (i.e., historically marginalized
and/or underrepresented social identities or groups)

. To review data on student enrollment, retention, and graduation rates by race, ethnicity, gender,

sexual orientation, religion, and other available diversity characteristics (i.e., historically
marginalized and/or underrepresented social identities or groups)

To monitor trends in and review reports on campus social climate for employees and students,
including but not limited to
a. Social climate surveys
Bias reports
Student conduct reports
Employee and student exit interviews and reasons for leaving the College
Employee satisfaction and workload, in particular employees from historically and
systemically marginalized and/or underrepresented groups

°oao o

To review, monitor, and provide input regarding diversity, inclusion, and equity in the College’s
strategic plan

To serve as a sounding board for the College’s senior diversity officer.

2. Membership, Membership Selection, Terms of Office and Chairperson Selection

The council will be composed of the following:

A.

The College’s senior diversity officer or a member of the Administrative Executive Council
(AEC) with an undefined term length.

Four faculty members appointed by the Faculty Council for staggered three-year terms that
represent a mix of divisions, diversity, tenured and non-tenured status

One exempt employee appointed by the Administrative Advisory Committee (AACO for a
two-year term

One non-exempt employee appointed by the Staff Advisory Committee (SAC) for a two-year
term

Allegheny Student Government (ASG) Director of Diversity and Inclusion for an undefined term

Three students representing the diversity of the student body appointed by Allegheny Student
Government (ASG) for one-year terms
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G.

H.

Representative(s) from Athletics, Division of Student Affairs, IDEAS Center, International
Education, Spiritual and Religious Life, and Title IX serving as consultants will be invited to
regular meetings and contacted when issues pertaining to their units are being reviewed

CoDE will be co-chaired by the College’s senior diversity officer and a faculty member. The
faculty member will be selected for at least a one-year term through internal committee vote.

(Revised 11 April 2019)

4.4 Finance and Facilities

1. Functions

The principal functions of this Committee are to participate in the determination of general financial and
facilities planning policy for the College and to serve as a liaison between Administration, Faculty and
Staff on financial matters.

The Committee’s specific functions are:

A.

To engage in a continuing review of the financial and facilities situation at the College and to
report this information to the campus community;

. To monitor the financial condition of the College and the state of the College’s facilities as

compared to other institutions;

To advise the Administration on all financial and facilities matters that concern the members of
the College community, such as the size of the College, the level of tuition and fees, the size and
distribution, over broad categories, of the College budget, needs for new construction,
renovation, and deferred maintenance on the campus, and long-range financial and facilities
planning;

To recommend priorities for broad financial aggregates and ratios, and for construction,
renovation and maintenance projects;

To hear and deal with related issues brought to the Committee by any member of the College
Community.

2. Reporting Frequency and Procedure

A.

Meetings of the Committee will normally be open to all members of the College community. An
agenda will be established for each meeting and distributed to Committee members and made
available to members of the College community in advance of the meeting.

The Committee will appoint a Secretary who will keep minutes of each meeting.
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C. The Official Meeting Minutes will be made available to members of the College community on a
timely basis.

D. The Committee will report periodically to the campus community.

E. An annual report will be filed with the Faculty Council, the Administrative Advisory Committee,
and the Staff Advisory Committee at the end of each academic year. In addition, the annual
report will be deposited in the College Archives.

3. Membership, Membership Selection, Terms of Office, and Chairperson Selection

The Committee membership, selected to represent broadly the campus community, will be composed of
the following:

A. Five faculty members nominated by the Faculty Council and elected by the Faculty for
three-year, staggered terms;

B. Two administrative and two staff members appointed by the President of the College for
four-year staggered terms;

C. Four students nominated by the Allegheny Student Government and confirmed by the President
of the College for two-year staggered terms;

D. The Executive Vice President and the Provost ex officio.

E. The Vice President for Finance and Administration, the Associate Vice President for Finance, the
Director of Human Resources, the Director of Institutional Research, and the Director of Physical
Plant, Facilities and Construction will serve as non-voting consultants to the committee.

F. The Co-Chairpersons of the Committee will be the Executive Vice President and a faculty
member of the Committee selected for a one-year term.

(Revised, Spring 2007, 4 March 2013, 1 November 2018)

4.5 Administrative Advisory

The Administrative Advisory Committee (AAC) is elected to communicate the interests and opinions of
exempt (salaried) employees and acts as a liaison to the Administrative Executive Committee (AEC).
Information about the AAC can be found online at: http://sites.allegheny.edu/aac/ .

4.6 Staff Advisory

The Staff Advisory Committee (SAC) is elected to communicate the interests, opinions and concerns of
the non-exempt (hourly) staff to the Administrative Executive Committee (AEC). Information about the
SAC can be found online at: http:/sites.allegheny.edu/sac/ .
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4.7 Study Away and Campus Internationalization

1. Functions

The Study Away and Campus Internationalization Committee is responsible for coordinating
international educational opportunities and initiatives, including overseeing international aspects of the
curriculum, evaluating and approving study away programs, and administering resources related to study
away and campus internationalization.

The Committee’s specific functions include:

A.

E.

F.

developing and periodically updating a comprehensive internationalization plan, including an
inventory of areas such as globally focused course offerings, international faculty development
opportunities, study away programs and enrollment, EL travel seminar frameworks, and
international student and scholar recruitment and retention.

setting benchmarks and timelines for the comprehensive internationalization plan and monitoring
institutional progress.

ensuring coherence and communication between curricular and co-curricular aspects of
international education.

vetting new off-campus study programs, EL Seminar Proposals, and Study Away proposals, and
making changes to existing programs in support of strategic goals before their review by the
Curriculum Committee.

Serving as an advisory body for the International Education Office.

promoting recruitment and retention of international students.

2. Reporting Frequency and Procedures

A.

D.

An agenda will be established for each meeting and distributed to Committee members in
advance of the meeting.

. Meetings of the Committee normally will be open to all members of the College community.

The Committee will appoint a Secretary who will keep minutes of each meeting. After approval
by the Committee, minutes will be made available to the campus community.

The Committee will file an annual report with Faculty Council.

3. Membership, Membership Selection, Terms of Office, and Chairperson Selection.

The Committee will be composed of the following:
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A. Voting members:
a. Three faculty members nominated by Faculty Council and elected by Faculty for

three-year, staggered terms with divisional representation;

The Director of International Education;

The Assistant Director of International Education;

d. The Associate Director of Admissions and Coordinator of International Recruitment, or
another representative from Admissions;

e. The Director of Foundation & Corporate Relations, or another representative from the
Alumni Affairs & Development Division;

f. The TESOL instructor;

g. Two student members appointed by Allegheny Student Government for two-year
staggered terms, preferably one international student and one student who has studied
away.

oo

B. Non-voting member: representative from the Allegheny Executive Committee (AEC), preferably
the Director of the Allegheny Gateway.

C. The Committee Co-Chairs will be a member of the faculty and the Director of International
Education.

(Adopted 13 April 2012, Revised 10 May 2019)
4.8 Faculty Athletics Representatives (FARs)

The functions of the Faculty Athletics Representatives (FARs) are to advise the Department of Athletics
& Recreation and members of the faculty on issues related to Allegheny’s athletic programs.
Responsibilities and duties include ensuring student-athlete welfare and the academic integrity of the
athletics program. Because of the expertise required for understanding NCAC and NCAA responsibilities
and regulations and to provide continuity in representation, appointments will typically be for 5 years
with an option to renew, ideally with some overlap between incoming and outgoing FARs . The Provost
will appoint FARs after consultation with the Director of Athletics and with Faculty Council. Any
full-time faculty member is eligible. Appointments will be compensated either in lieu of a standing
committee appointment, or through a stipend, or through a course release in consultation with the Provost
and candidate’s Department Chair. The appointment will be reviewed every five years as part of the
NCAA Institutional Self-Study Guide (ISSG) process coordinated by the Athletics Director.

(Revised 8 December 2016)
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Section 5: Faculty Appointments

5.1 Guidelines for Recruiting Full-Time Faculty

Introduction

These procedures are guidelines; they are subject to change and exceptions to them may be granted.
These procedures are designed to ensure that the best possible faculty member is hired, that all interested
applicants have an opportunity to apply, and that all those who do are treated fairly, equitably, and
humanely. Against these goals of quality, opportunity, and equity will be judged all requests for
exceptions. All such requests should be directed to the Provost and Dean of the College (hereafter
referred to as “Provost”™).

1. Identifying A Vacancy

A. Resignations and Retirements
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When a faculty member expresses an intent to resign or retire, the department or program
chairperson (hereafter referred to as “department chairperson” or “department chair”) should
encourage that faculty member to submit as soon as possible a letter to the Provost indicating the
effective date of the resignation or retirement. (If the chairperson wishes to prevent a resignation
by means of a counter-offer, contact the Provost immediately to discuss how to proceed.) The
chair should next contact the Provost requesting permission to recruit a replacement. The chair
should be prepared to explain the need for maintaining the position within the department.
Should a question arise concerning the continued need for the position, the Provost shall discuss
it with the chair, members of the department or program (hereafter referred to as “department”),
and the appropriate governance structure.

B. New Position

When a department or program desires an additional position, it should submit a written request
with supporting documentation as early as possible. The documentation should include the job
description detailed below and clearly articulate the need for the position from an institutional
perspective. In particular, the request should describe how the position will further programmatic
objectives and support the mission and strategic priorities of the College. The request should also
include enrollment data and a description of programmatic history and goals. The Provost shall
discuss requests for new positions with the appropriate governance structure.

2. Writing the Position Description or Job Ad

A detailed job ad should be developed by the department or program as a whole. (When teaching in a
second department or program is contemplated, the appropriate chair(s) should be consulted.) The
description should include at least the specialties, training, degrees, and experience required; an
indication that commitment to teaching and learning in a liberal arts context is expected, including a
contribution to the teaching of general education courses and FS courses, interdisciplinary courses, and/or
courses fulfilling all-college requirements; the rank(s) available. If the job is of limited duration, for
example if the position is a sabbatical replacement or tenure ineligible, this information must be included
in the description.

There must be a direct relationship between the duties to be performed and the credentials and experience
required. Doctoral degrees should be specified in most academic disciplines, but they are not always
required in the creative and performing arts; in these areas, appropriate terminal degrees are normally
expected. The job description, therefore, must distinguish clearly between required credentials and
experience as opposed to desirable ones. Finally, the job ad must include directions on how to apply,
including the need for at least three references and a deadline for the receipt of applications, as well as the
internet address of the department or program.

The chair should request a copy of the latest job ad template from the Provost’s Office and follow that
template. The job ad must be approved by the Provost before any further steps in the search process are

undertaken.

3. Planning The Search
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Once the request to recruit has been approved, the department chair should prepare a search plan in
consultation with the department.

A. Advertising and Posting

Announcement of positions available should be as broad as possible. The prime purpose of
advertising and posting is to amass a large pool of qualified applicants, including female and
minority candidates. Some potential resources to broaden the pool include national journals,
departments at other institutions, academic and professional associations (including committees
within these associations), listservs, and websites.

Posting of ads internally will be arranged by the Provost’s Office. The department chair will be
responsible for placing other ads in a timely fashion and for sending the ad to those institutions
and groups appearing on the list submitted as part of the search plan.

Departments are encouraged to make contact with colleagues and departments at other
institutions to identify potential applicants, including those from diverse backgrounds. Another
good practice is to utilize directories and rosters of prestigious fellowship programs at both pre-
and post-doc levels, including those that support individuals from diverse backgrounds; for
example, the University of California System President’s Postdoctoral Fellows Program
(http://ppfp.ucop.edu/info/) and the Ford Foundation Fellow Program
(http://sites.nationalacademies.org/pga/fordfellowships/). Finally, departments are encouraged to
attend conferences that provide opportunities to recruit applicants.

B. The Search Committee

Search committees normally consist of at least three members of the department or program, one
faculty member from another department within the division, and one faculty member from a
department outside the division. Search committees for interdivisional positions should include at
least one faculty member not affiliated with the interdivisional program. Committees should be
selected to reflect the diversity of the college faculty. If it is part of the departmental culture,
students may serve on the search committee and vote. At a minimum, students should be
included in all on-campus interviews. The department or program chair will chair the search
unless other arrangements are made in advance.

In its initial meetings, the department or program should decide who from the department will
serve on the search committee and create a list of four to six faculty from outside the department
who might also serve on the search committee. The list of suggested search committee members
should be forwarded to the Provost, who will approve the committee. Faculty who were denied
renewal of contract or who have resigned their positions may not participate on the search
committee unless approved beforehand by the Provost. Any adjustments in the composition of
the search committee must be arranged by the chair and approved by the Provost.

While all members of the search committee are expected to gauge the potential of applicants to
contribute to the College’s broader mission, the committee members from outside the searching
department(s) or program(s) are charged with assessing an applicant’s potential to contribute to
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teaching and learning in a liberal arts context. Particular attention should be paid to a candidate’s
ability to communicate disciplinary material to non-specialists, as well as their willingness and
ability to work with students and faculty in a variety of contexts and courses, both inside and
outside of the discipline. The outside members are also ideally situated to present the broader
institutional context to candidates during the interview process. Outside members of the search
committee should not be expected to read all the files, but rather only those chosen after an initial
screening process conducted by the department. Generally, approximately 15 - 20 files are
reasonable.

Faculty and students serving on the search committee should be made aware that, even though
the College will normally hire a candidate recommended by the committee, the role of the
committee is to screen candidates and offer a recommendation to the Provost, who makes the
final decision.

All members of approved search committees should plan to attend a scheduled Search and
Selection Committee workshop hosted by the Provost’s Office. During this workshop, the
Provost or an appropriate designee will review the legal aspects of faculty searches and relevant
diversity materials, such as how to avoid cognitive errors, gender- bias research, and Allegheny
data points. The Provost may also be invited by individual departments to attend a departmental
meeting so as to discuss process and criteria, and to answer questions that may arise.

Preliminary Interviews

If it is expected that candidates will be interviewed at a professional conference, the chair should
identify the conference, where and when it will take place, which search committee member(s)
will be attending, and the approximate cost of this activity. Preliminary interviewing at
conferences can be an excellent way to narrow the pool of finalists. If a professional conference
is not an alternative, the search committee should strongly consider conducting preliminary
interviews by means of teleconferencing.

Summary: The Search Plan

The following items, described above, should be sent to the Provost for approval:
1. job notice for posting;
ii. advertising list and groups;

iii. search committee membership; and
iv. conference/preliminary interviewing plans.

4. Keeping Records

As soon as the search plan is approved, the chair should decide whether to manage the search files
electronically or in paper. If managing the search electronically, a folder in an approved electronic
repository (such as Sakai) should be created to store the files. Electronic copies of the approved job ad
should also be stored in the repository, as well as copies of the ads as they appeared in print or electronic
form. All applications received should be placed in the repository in a .pdf or similar format, and
applications received in paper should be scanned and added to the online site. To reduce workload,
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departments may choose to specify in the job ad that all applications must be received electronically and
refuse to accept print applications. Details about how to manage files in an electronic repository are
available from the Provost's office. If managing the search in paper, the chair and the building
coordinator should begin by identifying a file drawer to be used exclusively for the search. The search
file or drawer must be secure and safe, yet readily available to members of the search committee. No one
may take candidate files out of the building. The approved job ad should also be placed in the drawer
along with the ads themselves as they appear in print or electronically. Whether the department uses hard
copies or electronic copies of the files, all files must be retained for at least three years after the
conclusion of the search. If the successful applicant is a non- resident alien, files must be retained for five
years.

The building coordinator should prepare a form email for acknowledging receipt of an application. This
email should be sent out the day the application is received. Email should also be used at the end of the
search to notify all candidates except finalists that the search has concluded. Paper letters or a phone call
from the department chair should be used to notify any candidates who were brought to campus for an
interview.

5. Screening Applications

Prior to beginning the selection process, the chair should review the applicant pool to determine whether
women and underrepresented minority applicants are represented at about the rate of their estimated
availability in the field. If not, the search committee needs to ask if recruitment and outreach efforts were
sufficiently broad and consider re-opening the search with expanded, inclusive efforts. The Associate
Provost for Diversity and Organizational Development will often have availability data as a resource and
can make this information available to search committees. Data reports are from the National Opinion
Research Center and Survey of Earned Doctorates, where most recent information is accessible.

Before the review of applicants begins, the full committee must meet to develop a set of criteria for
screening candidates. The criteria should adhere closely to the qualifications outlined in the notice of
vacancy. Although screening procedures may vary from committee to committee, the chair must keep a
record of why each candidate was rejected. The reasons may range from the candidate not meeting the
minimum job requirements to the collective judgment of the committee. In every instance, the reasons
must be free from bias and indicated on the Search Log & Recruitment Tracking Report.

All members of the search committee should be encouraged to review materials contained in the Faculty
Search Resource Materials from the Provost’s Office about cognitive errors and gender bias. These
materials contain many best practices that should be kept in mind and followed throughout the selection
process. For example, research has shown that it is important to take time to read thoroughly the files of
all applicants who meet minimum standards. It is also extremely important not to rank candidates but
rather to use large categories such as: Yes, No, Maybe or Acceptable, Not Acceptable. At this stage in the
review, and with only a file from which to make a judgment, more precise rankings can be inaccurate. In
addition, all decisions must be based on evidence. Members of the search committee and the search
committee as a whole must be able to back up their opinions, statements, and decisions with evidence in
the file.

6. Initial interviews

43



To expedite the process of reviewing candidates, the committee may elect to form one or more
subcommittees that will conduct a first screening to eliminate candidates who are clearly not qualified.
The outside members of the search committee should not be involved with this initial screening, which
should result in a list of approximately 15 - 20 candidates. The full committee should then narrow this list
to a dozen or so candidates, called the short list.

It is a good idea to conduct preliminary interviews with all short-listed candidates at a national
conference or using teleconferencing. At least two search committee members should conduct initial
interviews, and they should use a prepared set of questions for all candidates that has been approved
beforehand by the committee. The chair should be sure to contact all interview candidates well in
advance if the preliminary interviews take place at a conference.

Interviewers should keep in mind that all interviewing is a two-way street: an opportunity for Allegheny
to learn more about the candidate and for the candidate to learn more about Allegheny. Search committee
members should be positive about the College and Meadville and be sure to leave time for questions to be
asked by candidates. Studies have shown that the solo minority is far less likely to succeed than
minorities in mixed on-campus pools. Therefore, search committees should plan to interview more than
one woman or underrepresented minority faculty member.

Upon returning to campus or after teleconference interviews are completed, the interviewers should share
comments with the search committee. Together, the committee should then develop the list of five or six
candidates who will be considered for interviews on campus. These five or six candidates should not be
ranked. It is expected that qualified minority or female candidates will be on this list.

The search chair should send these five or six files to the Provost for review; the Provost and search chair
will decide together which two to three candidates to invite to campus.

7. On-Campus Interview

The chair should be sure to review the Memorandum contained in the Faculty Search Resource
Materials from the Provost’s Office for a more detailed description of guidelines for on-campus
interviews. Once it is agreed upon who will be invited to campus, the chair should call the candidates to
establish the dates. The chair is responsible for all arrangements except where explicitly stated in the
paragraphs that follow.

The candidate is responsible for booking his or her own flight. When confirmation of a candidate’s travel
plans is received, the chair should tell the Provost’s Office. Most candidates will find it necessary to
spend one night, and sometimes two nights, on campus. The building coordinator is responsible for
making arrangements at one of the area B&Bs.

Each on-campus interview should involve the following: meetings with department faculty, both
collectively and individually; the offering of a research seminar and/or classroom teaching; meeting or
lunch with students; a 30-minute interview with the Provost; some contact with faculty from other
departments; a brief tour of the campus, departmental facilities and, if time permits, the town.

All continuing, full-time members of the department should participate in the on-campus interview;
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faculty who are not continuing may participate only with the approval of the Provost. Once the chair has
assembled the schedule, a copy of it should be sent to everyone who will be conducting an interview.
This schedule should also indicate where each interview will take place and identify who is responsible
for getting the candidate from one place to the next. A one-page curriculum vitae of the candidate should
be attached to the itinerary.

During these interviews, the candidate should be clearly informed regarding department and College
expectations in terms of courses to be taught, professional growth, advising and so forth. The nature of
the position and possibilities for the future should also be discussed. If a candidate inquires about salary
and benefits, he or she should be told that the Provost will discuss those items generally with candidates,
but not name a specific salary figure except when making an offer.

The department chair may inform each candidate regarding the number of other candidates still to be
interviewed and give some general estimate of when he or she may expect to hear from us. The candidate
should be told that if he or she is faced with a job offer decision prior to hearing from us, the candidate
should call the chair or the Provost to inquire about his or her standing.

Questions asked during employment interviews should be directly related to determining the candidate’s
qualifications for the appointment. These might appropriately deal with institutions attended,
specializations, work experience and accomplishments, skills, references, self-evaluation and goals,
educational philosophy, research program, and the like. Inquiries regarding race, religion, ethnic
background, national origin, marital status, dependents, or age are inappropriate and possibly prejudicial.

Lunch should normally be on campus (bills may be sent to the Provost Office with the name of the
department also indicated thereon); the luncheon group should be limited to three or four individuals plus
the candidate. The dinner group should not exceed four persons including the candidate. Search
committees should also exercise restraint when ordering alcohol, though one glass of wine is appropriate,
if so desired.

If possible, a member of the department should meet the candidate at the airport and return the candidate
to the airport. These are the candidate’s first and last contacts with the College; thus, while the task of
transporting the candidate may be onerous, it is also important. A College car may be available through
the Office of Safety and Security; if private cars are used, the College will reimburse the owner at the
current established mileage rate.

The College does not cover travel expenses for a candidate’s spouse or partner, although the spouse or
partner may accompany the candidate if he or she desires. If the spouse or partner does come along, the
department should arrange for some department members or their spouses/partners to visit with the
candidate’s spouse or partner, although the department should not feel responsible for entertaining the
spouse or partner throughout the entire period. The Provost’s Office should be notified in advance if the
spouse or partner will be coming with the candidate. The spouse or partner should not accompany the
candidate during his or her interviews.

Before the candidate leaves, the chair should ask whether the candidate remains interested in the opening,
offer to provide additional information, and furnish the candidate with the candidate travel expense form
so that the costs may be reimbursed by the College. This form when completed should be signed by the
department chair and forwarded directly to the Provost’s Office.
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8. Recommending Candidates

Soon after the final candidate has left campus, the chair should collect the opinions and input from
everyone who met the candidate during the interview. (Forms for doing so are contained in the Faculty
Search Resource Materials from the Provost’s Office.) The search chair should also discuss with the
Provost the strengths and weaknesses of each on-campus candidate. When all the opinions on all the
candidates have been collected and collated by the building coordinator, the search chair should call a
meeting of the committee to discuss a recommendation for filling the position.

If the search committee believes that no candidate was strong enough for Allegheny, the chair should
immediately contact the Provost so that additional on-campus interviews can be arranged. Otherwise, the
committee should indicate which of the interviewed candidates were “acceptable” and which were
“unacceptable.” Within the acceptable group, the committee may indicate a preference for one candidate
over another, although this is not required.

The Provost and search committee chair together will decide who will receive an offer. When agreement
is reached all around, the Provost will telephone the candidate to offer him or her the position.

9. Hiring And After

When an oral acceptance has been received from a candidate, the Provost will notify the chairperson and
prepare a letter of appointment. The Provost’s Office will notify the chair when a signed contract has
been returned so that the chairperson can notify the rest of the candidates (via email) that the position has
been filled. These emails should only be sent out after a signed contract has been returned to the College;
for candidates who were brought to campus a more personal letter or a phone call may be sent, and no
letter should be sent to any candidate who was offered the position but declined.

Extreme care should be exercised in composing rejection emails. The email must not include a precise or
specific cause for rejection. Rather, the language should be cast in deliberately vague terms. These letters
should talk about the identification of other candidates whose credentials and experience appear to better
suit the College’s particular needs.

It is important that contact be maintained with the new faculty member over the months prior to his or her
arrival on campus. Not only does it keep the new faculty member’s interest and enthusiasm high, but also
it can greatly ease his or her adjustment to the College and community and avert minor problems in the
fall. The Associate Provost of the College will also write to new faculty in August informing them of the
fall orientation program. The department chair or program director will presumably stay in touch
regarding plans, syllabi, textbook orders, and the like for the courses to be taught by the new faculty
member.

The new faculty member’s greatest initial concern may well be housing. The Provost’s Office keeps a list
of apartments and houses available for rent or purchase. This list depends, however, on individuals
informing them of places available. Advertisements in the 7ribune may be of help, and new faculty
members will probably wish to work through a realtor. Any assistance the department can provide in this
regard is generally greatly appreciated. The new faculty member, however, must take responsibility for
arranging for housing; it is not the responsibility of the department or the College.
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10. Concluding The Search

After the last rejection letter has been sent, the search chair should do the following: 1) complete a Search
Log & Recruitment Tracking Report (the appropriate form is contained in the Faculty Search Resource
Materials from the Provost’s Office); and 2) store the search materials, including minutes and notes, in a
safe place for three years, or five years if an international candidate was hired (procedure for optional
“digital” storage of search materials is available in the Faculty Search Resource Materials from the
Provost’s Office).

11. Late-Occurring Vacancies

Any vacancy that develops after April 1 will be considered a late-occurring vacancy if recruitment is for
September 1 of the same year. Persons interviewed for such positions should be informed that the post is
automatically a one-year temporary post and that a regular search will be held during the coming year to
fill the position for the following year. Exceptions to this rule must be approved by the Provost. Under
normal conditions, the person holding the one-year temporary position may apply and be a candidate
during the full search, but there is no guarantee that he or she will be the individual selected.

Job announcements for the late-opening vacancy should be sent to universities and professional registers
as under normal recruitment procedures, if possible. Many times the best option for a one-year
replacement can be regional colleges or universities. Telephone calls or letters should be sent to all
nearby major institutions (please keep a list). These should include, but not be limited to, Penn State, Pitt,
WVU, Ohio State, Case Western, Rochester, Syracuse, SUNY at Buffalo, Penn, Temple,
Carnegie-Mellon, Kent State, University of Michigan, and Bowling Green State University. The job
description should be posted on the Allegheny web page.

For temporary hires, care should be taken to minimize costs during the search, both in terms of time and
dollars. Therefore, outside faculty members are not usually necessary. In addition, the interview may be
shortened to one day, and candidates will meet with the Associate Provost rather than the Provost.
Sometimes it might also be possible to bring in one candidate at a time for an interview, or even to
conduct the interview via advanced technology.

12. Part-Time Openings

For full-time one-semester sabbatical replacements or part-time openings, recruitment is usually local
rather than national. The job description should be posted and announced internally by the Office of
Human Resources, and neighboring institutions should be contacted. Care should be taken not to allow
the duties of the position to expand beyond those indicated in the description after the person is
employed. Visiting faculty who are hired to work full-time as one-semester, sabbatical replacements will
be eligible to enroll in the following benefits: medical insurance, dental insurance, and vision insurance.
No other benefits are available to full-time, one-semester sabbatical replacements. Half-time
appointments are not eligible for benefits. Only persons who have been employed more than half-time for
the two immediately preceding academic years may be promoted to full-time without a regular search,
and only with the approval of the Provost.
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13. Process for Conversion to the Tenure Track

As is stated in the Introduction to this section of the Faculty Handbook about recruitment guidelines, the
College’s faculty appointment “procedures are designed to ensure that the best possible faculty member
is hired, that all interested applicants have an opportunity to apply, and that all those who do are treated
fairly, equitably, and humanely. Against these goals of quality, opportunity, and equity will be judged all
requests for exceptions. All such requests should be directed to the Provost and Dean of the College.”
Given these priorities, a national search will be conducted for all tenure-track faculty positions unless a
convincing case can be made for converting to tenure-track status a colleague not on the tenure track. For
a conversion to be considered, the following three-step process will be followed:

STEP I

The department/program chair will first confirm with the Provost that a tenure-track line is open in the
department/program. Next, the chair will indicate to the Provost that at least a two-thirds majority of the
tenured and tenure-track faculty in the department/program have indicated, through a paper ballot, that a
colleague not currently on the tenure track is an ideal match for the open position. If this criterion is not
met, the Provost will not entertain the request further and the conversion process will end here.

STEP II

If the requirements of Step I are met, the department chair should prepare a written memo to the Provost
discussing the possible conversion in terms of the following contextual issues:

What is the status of the open position?

What are the current enrollment pressures in the department?

What kind of a search led to the hire of the non-tenure-track faculty member in question?

What is the diversity composition in the department and does the candidate for conversion add to

that diversity?

Does the candidate’s area of specialty add breadth to the department’s offerings?

How strong is the candidate’s record in teaching, research (or research potential), and service?

e How strongly is the candidate supported in the department? Have all department members been
consulted, including untenured colleagues?

e Any other information requested by the Provost

The Provost will consider the conversation in consultation with Faculty Council.
STEP III

If the Provost does not support the conversion on the basis of the institutional factors outlined in Step I,
the matter will be closed and the conversion denied. If, after Step II, the Provost believes there is merit to
considering the conversion, the Provost will invite the submission of a conversion file from the
department chair. This file will contain the following documents:

e Sclf-evaluation from the candidate, including updated cv
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e Letter of evaluation from the department, signed by all tenured members

e Unless otherwise approved by the Provost, all available RSEs. The quantitative summaries of
RSEs will be generated by the Registrar and sent to the candidate, the department chair, and the
Provost.

e All classroom observations

e Writing sample, available publications, or other examples of professional development

e Outside letters of recommendation (optional)

Please note: Individual tenured faculty in the department who do not agree with the request may submit
to the Provost a separate letter explaining their position. Faculty whose relation to the candidate would in
any way suggest a conflict of interest will not participate in the writing of the letter or the discussions that
inform it.

In addition, the Provost will conduct short interviews of all tenured, tenure-track, and non-tenure track
renewable faculty in the department to discuss confidentially the strengths and weaknesses of the
candidate and the level of support each faculty member has for the conversion. The Provost will
summarize the substance of the interviews in a memo to the file and place that memo into the conversion
file, which will then be sent to the chair of the Faculty Review Committee who will circulate it to all
members of that committee.

The conversion request will be reviewed in a subsequent meeting of the FRC, which will discuss
strengths and weaknesses of the candidate and make a recommendation to the Provost. The final decision
about the conversion shall be made by the Provost; both the decision and the reasons behind it shall be
conveyed to the candidate, the department chair and to the FRC by the Provost.

A department may initiate the process for conversion to the tenure track at any time during the academic
year; however, requests will be reviewed by the FRC as its schedule allows.

The department letter of evaluation and dissenting letters, should any exist, will not be included in the
Provost’s file for the faculty member but will be retained according to the college’s standard hiring
practices. The faculty member will consult with the Provost about what other materials in the conversion
file, such as RSEs, classroom observations, and self- evaluations, will be maintained in the Provost’s file.

(Revised 15 November, 2012, 16 February 2015, 12 March 2020)

5.2 Faculty Appointments

Introduction

1. The Faculty is composed of the President, the Provost, the Associate Provosts and Associate
Deans, the Chaplain, the Librarian, and all Professors, Associate Professors, Assistant Professors,
full-time Instructors, and other College employees holding academic tenure or designated as
faculty by the President in a letter of appointment. Faculty status confers upon the holder a
responsibility to attend general meetings of the Faculty and to participate in matriculation,
commencement and other official ceremonies of the College wearing academic regalia. It confers
the privileges of voting at Faculty meetings and in Faculty elections, serving on standing
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committees in the governance structure of the Faculty or College, and serving as Faculty
Moderator. Among those with Faculty Status, only those with Faculty Rank (i.e. Instructor,
Assistant Professor, Associate Professor, or Professor) may be tenured as members of the Faculty
or be elected to serve on Faculty Council or the Faculty Review Committee. Those with faculty
status, but not faculty rank, are considered administrators in all respects other than those outlined
above.

Allegheny College is a community of scholars dedicated to serve, with respect and concern, the
intellectual, cultural, moral, and spiritual needs of its constituency. The most important
continuing responsibility of such a community is to maintain the excellence of its teaching staff.
To accomplish this, the traditions, strengths, and goals of the College and the strengths, interests,
and ambitions of individual faculty members must be creatively and imaginatively integrated by
the mutual efforts and concerns of faculty and administration. Such mutual endeavor requires
encouragement and support of faculty and program development, fair and humane assessment of
faculty performance, continuing dedication to and support of those disciplines for which faculty
are responsible, and active support of the College program as a whole.

The presupposition of such mutual endeavor and respect is the principle and exercise of academic
freedom. The College, as a community, firmly commits itself to the following statement of this
A.A.U.P. principle
(https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure):

a. Teachers are entitled to full freedom in research and in the publication of the results,
subject to the adequate performance of their other academic duties; but research for
pecuniary return should be based upon an understanding with the authorities of the
institution.

b. Teachers are entitled to freedom in the classroom in discussing their subject, but they
should be careful not to introduce into their teaching controversial matter which has no
relation to their subject. Limitations of academic freedom because of religious or other
aims of the institution should be clearly stated in writing at the time of the appointment.

c. College or university teachers are citizens, members of a learned profession, and officers
of an educational institution. When they speak or write as citizens, they should be free
from institutional censorship or discipline, but their special position in the community
imposes special obligations. As scholars and educational officers, they should remember
that the public may judge their profession and their institution by their utterances. Hence
they should at all times be accurate, should exercise appropriate restraint, should show
respect for the opinions of others, and should make every effort to indicate that they are
not speaking for the institution.

Any reappointment takes place within an institutional context. Because the College is an
integrated community, the professional appraisal of an individual faculty member occurs within
the context of an appraisal of the College. The individual’s performance and promise is judged
within the context of the department(s), division(s) and the College as a whole. Through normal
college communication channels, the individual should be aware of that context. The department
chairperson will discuss fully with individuals their particular place within the context. The
discussion will include such factors as rank and imminent retirements within the department,
teaching and advising loads, the development of areas of expertise, and the ratio of tenured to
untenured faculty. The College does not limit the number or percentage of faculty tenured in a
department, even though the College as a whole will not have a faculty made up entirely of
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tenured people.

Standards

The College seeks for its faculty persons who will, most importantly, make outstanding
contributions in teaching; will demonstrate excellence in research (as defined below); and will
contribute to the total life of the community. All are essential. Some of the personal qualities
which contribute to excellence in these three areas are: intellectual ability and curiosity,
analytical power, initiative, energy, imagination, creativity, clarity of expression, integrity, and a
sympathetic appreciation for the viewpoints of others.

The College, for its part, will seek to assist faculty by providing a context of freedom, protection
from harassment, and, commensurate with its ability, adequate physical facilities for teaching and
research, support in money and time for responsible and promising research, encouragement of
professional development, and resources for the improvement and development of skills.

The College is also responsible for the periodic evaluation of its faculty both in terms of the
individual’s record of performance and the promise in that performance. The amount and type of
information available for evaluating a person will change as an individual’s career advances. The
burden of proof rests on the faculty member to demonstrate performance and promise. By the
time the individual is considered for tenure, the candidate must have demonstrated conclusively
outstanding contributions in teaching, excellence in research, and contributions to the learning
community. There should be ample reason to expect that once granted tenure, an individual will
continue to be productive in the areas of teaching, research, and community service.

Criteria for Evaluation

The criteria for the evaluation of faculty members by peers, students and the college
administration reflect high standards of performance. The criteria themselves are based on the
responsibilities of the faculty to the college community. These fall into three broad categories:
teaching, research, maintaining a learning community. These are interdependent and all relate
finally to teaching, the faculty’s primary responsibility.

Criteria: Teaching

10.

Allegheny College seeks to employ men and women who demonstrate both outstanding ability
and creativity in teaching and contribute significantly to the intellectual activity of their
disciplines. Effective teaching communicates to the student enthusiasm for learning. In addition
to demonstrating mastery of subject matter, successful teachers evoke thoughtful, reasoned, and
creative responses to the material presented. Faculty members must maintain high standards for
their students’ performance, but they must also provide the resources and support necessary to
allow students to meet these standards.

The faculty is responsible for the academic program of the College. Faculty members design and
teach courses and programs (both departmental and interdisciplinary) which serve to educate our
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11.

12.

13.

14.

15.

students in their respective disciplines and which are appropriate to an undergraduate liberal arts
curriculum. These activities are based on current knowledge in a specific field of specialization
and on an ability to place this knowledge within a broader context. Faculty members are at once
specialists and generalists.

Faculty members are also members of the larger academic community, professionals who
represent their various disciplines to the Allegheny community. As such, they contribute to the
intellectual life of that larger community of scholars and interact with colleagues in their field of
specialization. In order to communicate to students and to colleagues the present state of a
constantly evolving body of knowledge, their teaching must be informed by research. It is
essential that our students understand not only the values and methodologies of a discipline but
also its unanswered questions. Ongoing research enables the faculty to teach by example, to teach
creativity, to demonstrate enthusiasm for and commitment to the intellectual life. It is in these
ways that teachers/scholars transmit their enthusiasm for and their understanding of the liberal
arts to our students.

Allegheny College supports the use of all teaching practices that enhance student engagement,
intellectual growth, and persistence at Allegheny. These practices can take place in a variety of
contexts: in classrooms; in laboratories; in the field; in clinical settings; through service learning
and community-based learning; team-teaching; clustered courses; learning communities;
collaborative learning; diversity and global learning; internships; and through the mentoring of
students, including through student research.

The faculty member under review must present a record of effectiveness in teaching. In addition
to student evaluations and classroom observations, relevant evidence in the assessment of
teaching can include but is not limited to instructional materials and approaches; new course
development and course redesign; professional development activities and efforts aimed at
improvement of teaching; and records of advising and mentoring. Evaluation of the effectiveness
of specific teaching practices should include recognition of the contingent circumstances that
might complicate their implementation. In such cases it falls principally to the faculty member
under review to explain the impact of such circumstances. Allegheny College recognizes that
approaches to teaching and the types of evidence of teaching effectiveness may vary across fields
and candidates. Accordingly, variance in candidate portfolios may also be expected.

Advising of students, both formal and informal, is considered an integral part of teaching at
Allegheny. Teachers should be sensitive to student problems and create positive learning
situations in the classroom and in informal discussions. In a residential college, the faculty,
through its contributions to college policy, through interaction with students and by example
ensure that the intellectual, ethical and aesthetic values inherent in the academic disciplines are
manifested in the life of the college.

The following is a list of the specific criteria on which we base evaluations as well as the sources
of evidence which are used in the assessment of each faculty member’s performance. These are
not meant to be exclusive. Those who wish to present additional evidence may do so. In
evaluating performance in teaching the degree of excellence attained in doing the following is
assessed.
a. Demonstrating competence in one’s field of specialization and across disciplines. In
order to demonstrate such competence, faculty members should do the following:
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Know the literature of their fields including current research.

Understand and evaluate the research of others.

Introduce current research into their courses.

Demonstrate an ongoing concern for problems of practitioners in their field and

for finding innovative solutions to these problems.

e Teach their discipline within a liberal arts context, thus enhancing students’ and
peers’ awareness of the place of their field of specialization within the larger
body of human knowledge.

e Demonstrate a willingness and ability to explore new areas of inquiry. (See also
Criteria: Research.)

b. Designing and organizing appropriate courses. Courses should be academically sound
and should be organized clearly and logically in such a way as to interest, stimulate and
challenge students. Courses should be appropriate to the departmental or interdisciplinary
program of which they are a part and also appropriate to the liberal arts curriculum.

c. Presenting course materials. In presenting course materials, faculty members should do
the following:

e Communicate effectively and clearly.

e Demonstrate enthusiasm for teaching and learning.

e Encourage students to think critically and independently.

e Encourage students to participate actively.

e (Challenge and motivate students.

d. Maintaining standards and evaluating students. In order to help students realize their
potential, faculty members should do the following:

e Demonstrate personal and professional integrity.

e Adhere to high standards for student performance.

e Devise appropriate and challenging assignments and examinations.

e (Grade assignments and examinations fairly.

e. Advising and aiding students. In order to advise students effectively and to create
positive learning situations outside the classroom, faculty members should do the
following:

e Be available for student consultation.

e Participate in or organize co-curricular activities.

e Be sympathetic to student needs.

Sources of Evidence:

e Self-evaluations