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1.2

Definition and Purpose

The La Sierra Uwersity Faculty Handbookontains a review of important policies and
procedures primarily for the information of La Sierra University faculty members and
administratorsAdditional useful information is contained in such other university
publications ashe undergraduate and graduBtéletins the Student Handbogland the
Salaried Employee Handbookhis handbook is not intended to represent the complete
and exact text of all university rules, regulations, policies, and proce@aieses and
memorandahat are paraphrased, excerpted, or summarized are followed by the notation,
i S e e Consultthe appropriate administrative offices for further information.

Revisions

La Sierra University reserves the right to revise, modify, or repeal any ofitgepamr
proceduresRevisions and additions may be made at any time, and faculty are advised to
consult the electronic version of the La Sierra Univefsgétgulty Handbookor changes

that take effect between distributions of the printed version dfimelbook Normally,

the Board of Trustees will consider revisions toFaeulty Handboolonly at its last

meeting of the academic yedhe process for revisinigandbookpolicies and

procedures is as follows:

(@) Any member of the university community may pospHandbookrevisions to the
Office of theProvost

(b) Theprovostforwards proposed revisions to the appropriate university committee for
deliberation and recommendation to the Faculty Senate.

(c) The Faculty Senate submits proposed revisions tedbaltyHandbook Committee.

(d) TheFacultyHandbook Committee reviews proposed revisions to insure the
consistency oHandbookpolicies, procedures, and style and reports its findings to
the Faculty Senate.
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Foreward

1.3

1.4

(e) The Faculty Senate reviews the proposed revisions and sutsmésommendations
to the University Council.

() The University Council reviews the proposed revisions and submits its
recommendations to the Board of Trustdethe recommendations of the University
Council are different from what the Faculty Senate renended, the University
Council will report such differences in writing to the Faculty Senate before
submitting them to the Board of Trustees with sufficient time for the Faculty Senate
to respond in writing to the University Council.

(g) The Board of Trusteesonsiders and votes on the recommendatibtise board
approves the recommendationshall include effectiveness dates in such actions.
setting such dates, it shall provide sufficient time for the notification of the faculty
before the actions ate take effect.

(h) Therevision process is complete only after pinevostofficially notifies the faculty by
written document, electronic mail, or annual update (as per 1.3) and provides the
faculty with a copy of the voted revisions or refers them to saghions published as
per 1.4.

Custody and Updates

Custody of thé=aculty Handbookesides with th@rovost The provostwill periodically
issue revised printed editions of the enkeeulty Handbookvith the edition date at the
bottom of each pag&etween the publication of such editions, th@vostwill issue
revised subsections (e.g., |.E: 2.2) as necessary in print or electronic format with the
effective date at the end of the subsection title.

On-line Access

The Faculty Handbooks reproduced in aariety of electronic formats and is accessible
oncampusthroughhe wuni versityods i ndewicealUsdrsshonld Wor |
feel free to download, store, or pridandbookiext as needed.

This binder and its contents are the property of La Slignigersity.
Requests for extra copies or update pages should be directed to the
Office of theProvost
225 Administration Building
(951) 7852320
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Revised version voted by the Board of Trustees May 21, 2009

Part I.A, Section 1L

MISSION STATEMENT

As members of the diverse La Sierra University commumigyare committed to inquiry, learning,

and service. Our community is rooted in the Christian gospel and Selan#kdventist values and
ideals. Our mission is:

To seek truth, enlarging human understanding through scholarship;
To know God, ourselveand the world through reflection, instruction, and mentoring;
To serve others, contributing to the good of our local and global communities.

We pursue this mission with excellence, integrity, compassion, and mutual respect.
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Part I.A, Section 2

STRATEGIC PLANNING

2.1  Definition

2.2  Strategies and Tactics Throughout the University
2.3  Process of Strategic Planning

2.4 Primary Tasks of Strategic Planning

2.1 Definition

Strategic planning is the process by which the university defines and reftetisbasic
mission and expresses the goals and related strategies to achieve that mission.

2.2  Strategies and Tactics Throughout the University
(&) University level

(1) Atthe university level, an overall institutional strategy is formulated by the
uni v er stegic Pldneing Eommitee (see the description in the appendix to
part | ) in accordance with the universi
objectives of the mission, the wuniversi
service areas, its programnd services, and the competitive advantages it seeks to
establish over other universities and colleges.

(2) Campus wide functional tactics are then formulated by university administrative
units for the implementation of the institutional strategies.

(b) Programlevel

(1) Program level strategies are determined for each school and academic unit on the
basis of the universityés strategic obj
weaknesses.

(2) Program level functional tactics are determined to implement program stgatdgi
each school and academic unit.

2.3 Process of Strategic Planning
To inform the process of strategic planniighin the university

(a) Evaluates past performances.
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Part I.A, Section 2: Strategic Planning

2.4

(b)
(©)
(d)
(e)

Identifies its resources and opportunities.
Specifies and prioritizes its desired mix of mags and services.
Designs alternatives for the future.

Designates the ways in which effectiveness and efficiency will be achieved and
measured in its process and actions over a specific future period of time.

Primary Tasks of Strategic Planning

The primay tasks of strategic planning are:

(@)
(b)

(©)
(d)

(e)

The timely revisiting of the universityo:

The formulation of objective statements reflecting the best interpretation of the
implementation of the mission statement in light of the current situatidysena

The devel opment of strategies for achievi

The assignment to the appropriate administrative unit the task of implementing the
strategies by developing implementation or operational plans that are the detailed
speci fications of how the universityos st

The control and monitoring of the process to ascertain that the specific tactics designed
by the designated administrative unit to
followed and a& achieving those objectives.
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Part I.A, Section 3

UNIVERSITY GOVERNANCE

3.1  General Statements

3.2 Role of the Board of Trustees

3.3  Role of the President

3.4  Role of the Faculty

3.5 Role of the Faculty Senate

3.6  Role of the Administration

3.7 Role of the Students

3.8  Function of Standing Committees

3.9 Relationships of Standing Committees
3.10 Descriptions of Standing Committees
3.11 Other Standing and Ad Hoc Committees

3.1 General Statements

(&) Grounded upon an atmosphere of trust, good willcandl | egi al i ty, La Si
governance structure seeks to insure a co
faculty, administrators, and students in the development and implementation of the
uni ver si tThréugh pamicipasomal@partment, school, Faculty Senate, SALSU
Senate, and the extensive university committee structure, all groups within the university
have the opportunity to influence the governance of the university, to propose changes in
university policy, and to matain an updated strategic pl&towever, within this structure
of shared governance, specific groups, as described below, possess areas of primary
responsibility.

(b) University governance bodies shall include effectiveness dates in theiradditsd
actions and in setting such dates shall provide sufficient time for the notification of all
affected parties before the actions are to take eSech policies take effecnly after the
chair or secretary of the governance body officially notifies all &ffeparties by written
document, electronic mail, or other verifiable means and provides them with a copy of the
voted actions or refers them to such actions publishditi@n

3.2 Role of the Board of Trustees

Except during meetings of the Constituent Memhershthe university, the Board of
Trustees has ultimate and final authority for governance of the univéisayBoard of
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Part LA, Section 3: Universit§governance

Trustees gives final approval to the wuniver
and appoints the president, othémenistrative officers, and the faculty, upon recommendation
of the presiden{See I.A:4 andrustee Handboglsection 1)

3.3 Role of the President

As leader and chief administrative officer of the university, the president insures the
academic integrity ofe institution, serves as the primary avenue of communication between
the university and its trustees, and funct
constituent communitietinder the Board of Trustees, the president has final authority with
reference to the actions of all university governing bodies and operating comnitsethe
appendix to part | for the job description of the president)

3.4  Role of the Faculty

The faculty have primary responsibility for developing and proposing acadedhfaarity
policies and for creating and revising curricula (see parts Il and 1ll) and have responsibility
for recommending the means for their implementation.

(a) Inter-school policy and curriculum development are primarily the responsibility of the
Faculty Seate.

(b) Intra-school policy and curriculum development are the responsibility of academic
departments and schools.

3.5 Role of the Faculty Senate

(&) The Faculty Senate is the recognized representative body for the unwedsitiaculty.
The senate represents thdependent voice of the university faculty as it works
cooperatively with the administration, trustees, and student body to secure effective
participation in the activities, policies, and governance of the univereigyprimary
purpose of the Faculty Bate is to provide an organized forum where the faculty of the
university may actively participate in the governance of their unive(Sie Faculty
Senate Constitution, Appendiy B

(b) The Faculty Senate reports directly to the presidiepractice, its@commendations to the
president for implementation or for further recommendation to the Board of Trustees are
submitted to the University Council for consideratibhe actions or recommendations
of the University Council are different from what the Hagc Senate recommended, the
president will report such differences in writing to the Faculty Senate before
implementing the actions or submitting the recommendations to the Board of Trustees
with sufficient time for the Faculty Senate to respond in wgitmthe University
Council.
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Part LA, Section 3: Universit§governance

3.6 Role of the Administration

Administrators have primary responsibility for implementing university policies and the
uni versityods strategic plan and for facil
uni ver si t(8e@the admisissrative nwrganizational chart that follows and the
appendix to part | for the job descriptions of gnevost,vice presidentsand other
administrators; others are on file in tHaman Resourcedffice)

3.7 Role of the Students

Student particip@on in university governance educates students in the process of
collaborative decisiomaking and supplements their formal academic experi&tadent
service on university governance and operational committees primarily provides essential
student persgctives on issue§tudents conduct their own governance affairs through the
officially sanctioned Student Association of La Sierra University (SALSU§ SALSU
constitution describes the powers, responsibilities, and procedures of the association.

3.8  Function of Standing Committees

Together with the Faculty Senate, the uni
of the university takes place under a process of shared goverStenoging committees
possess the power to act and to recommend to &trators, trustees, or to other
committeesThere are two types of standing committegsiernance and operational.

(&) Governance committees develop, recommend, and approve university policies and the
uni ver si ty 6Memisetshipacanmprises broagptesentation from the
university, including faculty and administrators, and, when appropriate, trustees, students,
and staff These committees are:

(1) University Council
(2) Strategic Planning Committee
(3) Academic Affairs Committee
(4) Budget and Finance Committee
(5) Student Life Committee
(b) Operational committees advise administrators and facilitate the implementation of
university policies amMdmbershipcompriseyirdividuald y 6 s

with the appropriate knowledge or skilome of these commits and the administrators
they report to include:

[.LA. UNIVERSITY IDENTITY & GOVERNANCE Page6 Edition: 07/01/10

Vv



Part LA, Section 3: Universit§governance

(1) Committees that report to the president:
(i) Grievance Committee
(i) Religious Life Committee
(2) Committees that report to tipeovost
) Deansdé6 Committee
(i) Executive Committee
(iif) Graduate Admissions Committee
(iv) Graduate Concil
(v) Graduate Admissions Committee
(vi) Honors Council
(vii) Institutional Effectiveness Team
(viii) Intellectual Life Committee
(ix) Library Committee
(x) Rank and Tenure Committee
(xi) Undergraduatddmissions Committee
(xii) University Studieouncil
(3) Committees that report to the vice pdest for financial administration:
(i) Buildings and Grounds Committee
(i) Compensation Committee
(i) Strategic Computing Advisory Committee
(4) Committees that report to the vice president for student life:
() Residential Life Committee
(i) SALSU Senate
(5) Committee that repasto the vice president for enrolimesdrvices

Scholarship Awards Exceptions Committee
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Part LA, Section 3: Universit§governance

3.9

3.10

3.11

(6) Committees that report to the vice president for advancement:
(i) Social Committee
(i) Student Awards and Scholarships Committee
Relationships of Standing Committees

The chartat the end of Part I, Organization of Governascemarize the organizational
structure of thenainuniversity standing committees listed in 3.8.

Descriptions of Standing Committees

Descriptions of the wuniversiihcludedinthda andi ng
appendix tdPart I. For details on the Grievance Committee, see lll:Fat.details on the
SALSU Senate, see the SALSU constitution.

Other Standing and Ad Hoc Committees

(&) The university has other standing committees that operate only wihdaols othe
Faculty Senate drave only a limited function in terms of campus sc&&amples of
the latter include Institutional Animal Care and Use Committee, Institutional Review
Board, Registration Committee, and Undergraduate Student Recommesdatio
Committee Details concerning such standing committees are on file in the offices of the
respective academic deans and vice presidents.

(b) In addition to its standing committees, the university from time to time establishes ad
hoc or temporary committees which it makes specific, time limited assignments.
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Part I.A, Section 4

BOARD OF TRUSTEES

4.1  Authority of the Board of Trustees
4.2  Membership and Officers

4.3 Meetings

4.4  Duties and Responsibilities

4.1

4.2

4.3

4.4

Authority of the Board of Trustees

Except duing meetings of the Constituent Membership of the university, the Board of
Trustees has ultimate and final authority for governance of the univ&stiject to the
provisions of the laws of the State of California and any limitations in the articles of
incorporation or the bylaws, and in accordance with SexgaytAdventist values and ideals,

the temporal activities, business, and affairs of the university are managed and all corporate
powers exercised by or under the direction of the Board of Trustees.

Membership and Officers

(&) The designated membership and officers of the Board of Trustees is specified in the
universityés byl aws.

(b) The president serves as the secretary.
Meetings

(a) Each year, the Board of Trustees holds at least five regular meetings aatispetings
as required and duly called.

(b) Meetings of the Board of Trustees are open to attendance by university employees and
students, except when the meeting or portion of a meeting is declared an executive session
by vote of the trusteeddditional pesons may be invited to attend meetings of the trustees
by the chair or by vote of the Board of Trustees.

Duties and Responsibilities

The Board of Trustees is to guide the university wisely in fulfilling its mission in higher
education in the context of tieelucational, occupational, moral, spiritual, and social needs and
challenges of the Seventlay Adventist Churchlhe trustees are to develop the necessary
financial support adequate for the operation and development of the univérsifyresident is
accountable to the Board of Trustees for the operation of the university and for

[.LA. UNIVERSITY IDENTITY & GOVERNANCE Paged Edition: 07/01/10



Part I.A, Section 4: Board of Trustees

recommendations in policy and planniii¢pe Board of Trustees reserves to itself final authority
for certain approvals, authorizations, and conirbé functions of the Board @rustees with
regard to the university are specified in t

(a) To establish goals, philosophy, and objectives.

(b) To order and control all affairs and business, and to be informed of the work of the various
schools, departmentspmmittees and programs.

(c) To formulate, revise, and maintain official policies.
(d) To approve major policy handbooks.

(e) Toremove from membership on the Board of Trustees for cause and declare vacant the
seat of any trustee, provided however that such remodaleclaration shall be approved
by an affirmative vote of not less than titurds (2/3) of the total membership of the Board
of Trustees.

() To appoint, promote, discipline, reassign, or discontinue the president, the provost, vice
presidents, deans, adnstiative department directors, academic department chairs, and
faculty. Except for the president, the Board of Trustees may delegate the appointment,
promotion, demotion, or removal of these and other personnel.

(g) To award tenure to faculty.

(h) To evaluate theffectiveness of policies and personnel, especially the president, and to
make changes in harmony with the goals, philosophy, and objectives of the university.

() To grant emeritus status to administrative and academic personnel.
() To authorize the acquisitiaand disposition of real property within certain limitations.
(k) To authorize the disbursement of funds by designated officers.

() To authorize the officers to execute annuity agreements, trust agreements, life income
agreements, and other documents confidddetainiversity.

(m) To review the articles of incorporation and these bylaws, and to recommend changes.

(n) To approve the establishment or dissolution of schools, departments, academic
programs, centers, and museums.

(o) To be informed about and to participate indlkerediting process.
(p) To adopt the annual budgets of the university and of any subsidiary entities.

(9) To approve salary scales and compensation packages.
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() To receive the annual report of the auditor and to approve the annual audited financial
statement.

(s) To cdtivate, facilitate, and personally suppdretfund raising efforts of theniversity.

(t) To approve and provide finance, including voluntary support from various publics, for
the longrange development of the university.

(u) To appoint any standing or ad hoeruittees of the Board of Trustees that the trustees
may deem necessary for the efficient functioning and development of the university (such
as executive, membership, academic affairs, personnel, student life, finance, development,
and campus planning), @mo define the responsibilities of such committees.

(v) To authorize the borrowing of funds or to authorize one of its committees to borrow
within guidelines established by the Board of Trustees.

(w) To exercise all of the powers conferred by the California Gatjmms Code as it relates
to nonprofit religious corporations or other applicable laws consistent with the policies
of the Pacific Union Conference of Seveuty Adventists.

[.LA. UNIVERSITY IDENTITY & GOVERNANCE Pagell Edition: 07/01/10



Part I.A, Section 5

ACCREDITATION AND CREDENTIALS

5.1 General

5.2  Approval Preess

5.3  Selfstudies

54 WASC and AAA

5.5  Professional Accrediting Organizations

5.1

5.2

5.3

5.4

5.5

General

The university seeks or maintains accreditation with appropriate national, regional, and
professional accrediting associatiolbe university also offers credentialing grams
approved by the State of California and the SevdaghAdventist Church.

Approval Process

Decisions regarding accreditation and credentiaigmade by the Board of Trustees upon
the recommendation of the president after consultations withrthirest, appropriate deans,
and faculties with respect to need for the accreditation and the advantages to the university.

Self-studies

Theprovostshall coordinate all accreditation sstludies or delegate the same to appropriate
deans, academic units, adividuals.

WASC and AAA

Communication with the regional accrediting organization for the university, the Western
Association of Schools and Colleges, and the Adventist Accrediting Association is the
responsibility of the appoietediiatenofficecrand/ or t he

Professional Accrediting Organizations

Communications with national professional accrediting and credentialing organizations is the
responsibility of thgrovost This responsibility may be delegated to a dean or chair in
counselith the president.

[.LA. UNIVERSITY IDENTITY & GOVERNANCE Pagel?2 Edition: 07/01/10



Part I.A, Section 6

UNIVERSITY EMBLEMS

6.1  Definition of University Emblems
6.2  Logos for University Entities

6.3  Authorization and Significance
6.4  Custody

6.1

6.2

6.3

6.4

Definition of University Emblems

The university emblems consist of theiversity seal (not to be confused with the legal
corporate seal), the nameplate, including their modified and stylized versions, and the mace.

Logos for University Entities

University entities may have individualized log&sich entities include the schsof the
university, centers, museums, and special programs and activities.

Authorization and Significance

(a) Because the university emblems are the property of the university and embody the ideals
of education and service which motivate all the work ofuthgersity, their uses are
guarded in order to protect the name of the university and are limited to those uses
deemed beneficial to the university and appropriate to its purposes.

(b) The establishment of new logos for university entities must be authosizbé b
University Council.

Custody

(&) General custody of the university emblems, other than the corporate seal, is shared by
the provostand the vice president for advancem#tititten requests for other than
official university use of the emblems are consedeindividually and may be submitted
to either vice presidenermission for such use requires the written approval of both
vice presidents.

(b) Custody of the emblems of schools and other academic units resides with the respective
academic dean or direct@nd permission for neastablished use is requested of the
dean or directofThe dean or director may approve such requests with the concurrence
of the vice president for advancement.
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Part LA, Section 6: University Emblems

(c) Custody of the emblems of centers, museums, institutes, journalglaied rentities
resides with the chair of the respective governing committee, and permission-for non
established use is requested of the cii&ie chair may approve such requests with the
concurrence of the vice president for advancement.
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APPOINTMENT OF ADMINISTRATORS

1.1  General Procedures for Appointment of Administrators
1.2  Appointment of President

1.3  Appointment of Vice Presidents

1.4  Appointment of Deans of Schools

1.5 Appointment of Directors of Administrative Departments
1.6  Approval of Agpointment

1.7  Other Appointments

1.1  General Procedures for Appointment of Administrators

(a) Applicants for administrative positions will submit a curriculum vitae and if not
currently employed at the university they will also fill out an application for
employmaet.

(b) In addition to these general expectations of all positions, procedures for recruitment and
review of applicants will follow specific policies for the positions as outlined below.

(c) The search process, when required, should be informed by common pisegice.g.,
T. J. MarcheseThe Search Committee Handbook: A Guide to Recruiting
Administrator3, which should include but not be limited to the following:

(1) The search committee should seek appropriate campus input.
(2) Names recommended should be prioritized.
(3) Only voting members participate in the final deliberations.

(4) Candidates prepare a written response to specific issues posed by the search
commi ttee, including their understandi:

(5) Diversity in terms of gender, ethrtigj and search committee experience will be
considered for the makeup of the search committeaiever, the primary goal is to
assemble a committee which is acting on behalf of the university.

(d) If a candidate is currently employed by another SevdathAdwentist institution the
following procedures should be observed:
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(1) The appropriate vice president obtains clearance from the corresponding officer of
the employing organization before the candidate has a formal interview for the
position or negotiations begin

(2) The following documented information is obtained from the employing
organization: obligation, if any, to the current employing organization for
unamortized education and/or moving cdfsthere is an outstanding obligation,
provision for meeting it shad be in place before the position is offered to the
candidate.

(3) After the Board of Trustees has voted the appointment, the university will process
the call through the appropriate channels, as defined Bivtinking Policy of the
General Conference of Sewb-day Adventists

(e) Upon acceptance of the position offered, the individual arranges wibeipertment of
Human Resourcaggarding travel and the moving of personal goods.

1.2  Appointment of President

The president is appointed by the Board of Trust@éen t he pr esi dent &s
open, the Board of Trustees will initiate the search process which includes a search
committee.

(&) While the search committee will have representation from trustees, faculty, staff,
students, and alumni, the largest represen will be from trustees and faculty.

(b) The chair of the Board of Trustees will be a tvating member of the search
committee.

(c) The chair of the board will give the committee the charge.

(d) In the event that none of the names recommended to the Boardstdelris appointed,
the search process will be reopened.

1.3  Appointment of Provost andVice Presidents

The provost andige presidents are appointed by the Board of Trustees, upon
recommendation of the University Council through the presiéféhen a vice prg@dential
position becomes open, the president will initiate a search process which includes a search
committee.

(a) The search committee will be representative of the areas of influence of the vice
president position.

(b) The president will be a newoting membenf the search committee.

(c) The president will give the committee the charge.
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(d) In the event that none of the names recommended are approved, the search process will
be reopened.

1.4  Appointment of Deans of Schools

Deans of schools are appointed by the Board o$tEes, upon recommendation of the
University Council through the presidedth en a deands posiptovostn be
will initiate a search process which includes a search committee.

(&) The search committee will consist of five (seven in the catieedCollege of Arts and
Sciences) voting members and two rating membed a faculty alternate and the
provost

(1) Three of the members (five in the College of Arts and Sciences) and the alternate
will be school faculty (elected by the school).

(2) The chair wil be appointed by thprovostfrom the school members.

(3) One member of the committee will be a faculty member from outside the school,
chosen jointly by the chair of the committee andgtevost

(4) One committee member will be appointed by the president.
(b) Theprovostwill give the committee the charge.

(c) The search committee will provide opportunities for the school faculty to nominate
candidates, meet the finalists, and give input to the committee.

(d) In the event that a committee member becomes a candidate fotltealternate will
fill that vacancy.

(e) Only voting members will participate in the final deliberations.

() The search committee will recommend to pinevosta small number of ranked
candidates.

(g9) Inthe event that none of the names forwarded is approvezhashg administration or
the Board of Trustees, the search process will be reopened.

1.5 Appointment of Directors of Administrative Departments

Directors of administrative departments are appointed by the Board of Trustees, upon
recommendation of the Univengi€Council through the presideMth en a di rect or 6
becomes available, the appropriate vice president will initiate a search process which will
include input from individuals who relate to this positibonmost cases the vice president

will be aided by a search committdéa search committee is formed, it must have
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1.6

1.7

representation from areas of influence, and it will follow common practice for searches in
academic institutions.

Approval of Appointment

The appropriate officer will recommend the datate for vice president, dean of a school, or
director of an administrative department to the University Council for its endorsement and
recommendation to the Board of Trustees.

Other Appointments

(&) Nonfaculty administrative staff, e.g., associate directd administrative departments,
are appointed by the Executive Committee, upon recommendation by the appropriate
vice president.

(b) Other nonrfaculty staff are appointed by the appropriate vice president.

(c) For the appointment of faculty, see Ill:3For theappointment of no@dministrative
and norfaculty salaried employees, see Saaried Employee Handbodkor the
appointment of hourly employees, seeldwirly Employee Handbook
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CONFLICT OF INTEREST STATEMENTS

2.1 Persons Whéile Individual Statements
2.2 Points Covered in the Statement
2.3  Review and Change of Statement

2.1 Persons Who File Individual Statements

The following annually file with the Presi
of Interest Declaraton: St at ement of Acceptanceo:

(a) Trustees.
(b) Vice presidents and deans of the schools.
(c) Administrative and academic unit heads.

(d) All persons employed by the university in development areas, whether in current gift
development or planned giving functions.

2.2 Points Covered in the Statement

(&) Having no financial interest or business relationship which competes with or conflicts
with the interest of La Sierra University.

(b) Having no financial interest in, not serving as an employee, officer, director, or trustee
of, and noreceiving financial benefits either directly or indirectly from any enterprise
(excluding less than ten percent [10%] ownership in any entity with publicly traded
securities), which is or has been doing business with or a competitor of La Sierra
Universty.

(c) Receiving no substantial payments or gifts (other than a token value) from suppliers or
agencies doing business with La Sierra University.

(d) Not serving as an officer, director, trustee, or agent of any organization affiliated with or
subsidiary to La @irra University in any decisiemaking process involving financial or
legal interests adverse to La Sierra University.

(e) Applying the declaration to all immediate family members (spouse, children, parents).
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2.3  Review and Change of Statement
(a) The chair of the Baa of Trustees and the president review the statements.

(b) Individuals whose circumstances change regarding areas covered in their signed
statements must promptly report such <chal
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POLITICAL ACTIV ITY

3.1 General Guidelines
3.2 Prohibition of Use of University Name or Facilities

3.1 General Guidelines
(&) The university does not engage in politics in any form or carry on propaganda.

(b) The university does not give approval or endorsement to an individuang for

public office.

APol itical Activitieso Limitation of | nt
participate in or intervene in (including the publishing or distributing of statements) any
political campaign on behalf of any candidaterf publ i ¢ of fi ce. 0

(c) Those who in their official capacity speak for the university should undertake to make
clear when expressing individual views that they are not stating a university position.

(d) All members of the faculty and staff have a right to parditgpor not, to whatever extent
they desire, in the political proce€3n the other hand, no member of the academic
community may speak or act in the name of the university in this process.

3.2 Prohibition of Use of University Name or Facilities
(@ T he unisrname o indiggiddshould not be used on stationery or other documents
intended for political purposes, including soliciting funds for political support or
carrying on a political campaign.

(b) University addresses, including the offices of departments, yaousitaff, should not be
used as mailing addresses for political campaign purposes.
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SPECIAL RECOGNITION

4.1
4.2
4.3
4.4

Conferral of Honorary Degrees
Other Awards at Commencement
Recognition at Other Events
Forms of Recognition

4.1  Conferral of Honorary Degrees

The honorary degree is a means by which the university can celebrate individuals who have
given distinguished service to humanity, the Sevelath Adventist Church, or La Sierra
University. This degree is conferred upon individualsanexemplify the ideals of La Sierra
University to recognize meritorious contributions.

(a) Selection of Candidates

(1)

)

3)

(4)

(5)

(6)

Nominations may be made to the president by students, faculty, staff,
administration, trustees, or friends of the university and are to betingyr
describing in detail the merits and achievements of the nominees.

The president submits the nominations to the appropriate school deans or academic
department chairs for their recommendations.

Nominations for the D.D., V.A.D., H.D., Litt.D., Mus.D, Ped.D., Sc.D., and

S.S.D. honorary degrees are considered by the Honorary Degree Committee,
composed of the president (chair) and members of the Steering Committee of the
Faculty Senate, for recommendation to the University Council.

Nominations for the.L.D. and H.S.D. honorary degrees are considered by the
Executive Committee for recommendation to the University Council.

The University Council acts on recommendations from the Honorary Degree
Committee and the Executive Committee.

The president will infam the Board of Trustees of the decisions of the University
Council.
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(b) Criteria for Selection of Candidates
Candidates for an honorary degree must meet at least one of the following criteria:

(1) The nominee has demonstrated outstanding achievement in hefietchof
endeavor.

(2) The nominee has made a significant contribution to society.

(3) The nominee has made a significant contribution to the university.
(c) Presentation of the Degree

(1) Presentation of the degree is made by the president or designee.

(2) The honorary dgree shall be conferred in person (never in absentia) at
commencement or at another appropriate convocation.

(3) The president shall develop a written citation to be publicly read at the conferring of
the honorary degree.

(d) Appropriate Honorary Degrees

(1) Doctor ofDivinity (D.D.) For distinguished church leadership in administration,
writing, or speaking that reflects an influence of unusual merit.

(2) Doctor of Visual Arts (V.A.D.Jor creative contributions in the fields of
architecture, design, painting, sculptwerelated fields.

(3) Doctor of Humane Letters (H.D.) For scholarly achievement in writing in the
liberal arts or humanities or for unusual service to society.

(4) Doctor of Laws (LL.D.)For distinguished leadership in administration or public
service in busiess, education, finance, government, or public life.

(5) Doctor of Literature (Litt.D.Jor scholarly work in literature.

(6) Doctor of Music (Mus.D.Jor composition, theory, or music performance of lasting
importance.

(7) Doctor of Pedagogy (Ped.CFpr service in éucation, especially as an honored
teacher.

(8) Doctor of Science (Sc.DHor distinguished achievement in natural, physical, or
medical science.

(9) Doctor of Humanitarian Service (H.S.=9r significant contributions to the
university or society.
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4.2

4.3

4.4

(10) Doctor of Soaal Science (S.S.DHor distinguished achievement in the social
sciences.

Other Awards at Commencement

(&) Those honored at a conferral of degrees event are limited in number in order to
safeguard this recognition as being one of unusuthdim®n. Awardsare identified in
one of the following classifi¢ans.

(1) Distinguished University Service AwarBresented to a faculty member or
university administrator selected for having made outstgncbntributions to the
educational enterprise at La Sierra Unsigr. A person so honored is generally
well known and recognized on the campus; has served the university for a minimum
of ten years or, in the event of transfer from another deradianal post, has
served a total of ten years with distinction; andrebtlhave retiree status prior to
joining the university.

(2) Presidential Citation$2resented to persons whom the president considers to have
made extraordinary contributions in such areas as community service, humanitarian
service, service to education, asgtvice to religion.

(3) Jay J. Nethery Award for Service to La Sierra University StudEnésented to a
person who has provided extraordinary service to students of La Sierra University.

(b) Anyone may submit to the president the nominations of persons échgnized at a
conferral of degrees everthe University Council approves such nominations upon the
recommendation of the president.

Recognition at Other Events

Ot her events at which persons may be recog
alumn homecoming, annual student awards <chap
convocation, and campus/department receptions, luncheons, or diriress.honored at

such occasions are chosen according to the selection criteria established by the individual
academic or administrative units.

Forms of Recognition

(&) Appropriate forms of recognition include:
(1) A monetary award.
(2) A plaque or printed certificate which is individualized in its wiogd
(3) A plaque or printed certificate which is not individualized in its duag.

(4) An appropriately worded letter from an officer of the university or dean of a school.
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(b) The preparation of citations, plagues, and certificates is done in consultation with the
Office of University Relationswhich also serves as a repository of atlhsawards.
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LIBRARY

1.1  Operating Guidelines
1.2  Faculty Involvement
1.3 Library Regulations
1.4  Branch Libraries

1.5 Department Libraries

1.1  Operating Guidelines

(a) Library materials are selected and acquired without restrictitm fasmat.Subject to
limitations of resources, materials are collected consistent with the educational and
cultural objectives of the university an:i
development policy.

(b) Materials acquired are organized accordmgppropriate standards of bibliographic
control and are preserved to ensure both current and future use.

(c) Library staff provide faculty and students with assistance in using the collection and in
locating information.

(d) Through cooperative and consortigr@ements, as well as through ititeary loan, the
library provides access to materials outside the university that are necessary for
teaching, study, and research.

(e) Materials are made available to other libraries and users outside the universityenbnsist
with standards for interlibrary loan and cooperative sharing of resources.

() The library employs appropriate technology to increase access and use of information
resources owned by the university and available through other agencies.

1.2  Faculty Involvement

(@ Faculty participate in the development o1
materials to the library through their department chairs.

(b) Faculty initiate reserve status requests for materials they expect their students to use
intensively over @hort period of time.
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1.3

1.4

15

(c) Faculty participate in the review of library policies and advise the director of the library
through their membership on the Library Committee.

Library Regulations

The library maintains a handbook of general information, such adwdelddibrary hours,
borrowing regulations, special services and facilities, and general operating pohees.
handbook is available at the circulation desk in the libfarym time to time, general user
policies and information are published and digtted as needed.

Branch Libraries

(@) The library may establish branch libraries for the purpose of serving the special
information needs of a large segment of the university, such as a Sthesd. may be
established only on the recommendation of the Lib@osnmittee and with the approval
of the University Academic Affairs Committee.

(b) The director of the library administers any branch libraries.
Department Libraries

(a) Departments may develop collections of materials that will be referred to frequently and
thatare necessary for the immediate information needs of the deparBuenht.
collection may consist of current periodicals, textbooks, and reference books.

(b) Department libraries are maintained with department funds.

(c) If adepartment closes its collectionorideses t o Aweedo it, the
to the University Library for disposition.
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UNIVERSITY ARCHIVES

2.1  Ownership

2.2  Depository

2.3  Collections of University Official Publications

2.4  Collections of Other University kterials

2.5 Non-University Archival Materials

2.6  Reports of the Department of Archives and Special Collections
2.7 Releasing of Materials

2.1

2.2

2.3

Ownership

All files generated by the universityodos ad
schoolsare the property of the university.

Depository

(a) Correspondence of historical significance from the university administration is to be
deposited in the University Libraryds De,|
after it is no longer needed for adnsinative purposed he correspondence from the
offices of the president, the vice presidents, the deans of the schools, and the director of
the library is of particular importance.

(b) Copies of minutes, annual reports, etc., are to be deposited with thenDegaof
Archives and Special Collections by the various administrative offices and schodis.
materials will be made available to researchers in accordance with the policy on access.
(See 2.7).

Collections of University Official Publications

Each offce of the university furnishes the Department of Archives and Special Collections
with copies of official publications, policy handbooks, and manuals developed and
reproduced by those officeBhese include, but are not limited to, the following:

(&) University bulletins and brochureka Sierra TodayUniversity Vitag and alumni
publications and directories.

(b) TheFaculty HandbookSalaried Employee Handbodkourly Employee Handbogk
andStudent Handbook
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(c) Other handbooks and manuals of historical significaviteh are published by the
schools as well as academic and support service departments.

2.4  Collections of Other University Materials

The university offices responsible for maintaining the following official papers will deposit
them in the Department of Archeég and Special Collections when they are no longer
necessary for immediate administrative reference or use:

(&) Minutes

(1)

(2)

3)
(4)
(5)
(6)
(7)
(8)
(9)

Minutes of Constituent Membership meetings, including the reports by the
President and the vice presidents.

Minutes of the Board of Trustedacluding those of La Sierra College, Loma Linda
University (for the period 1961990), and La Sierra University.

Minutes of the University Council.

Minutes of the Executive Committee.

Minutes of the principal committee of each vice president.
Minutes d the Faculty Senate.

Minutes of the faculty meetings in each school.

Minutes from the Student Association of La Sierra University.

Such other university committee minutes as may have historical significance.

(b) Annual reports of the president and the vioesglents.

(c) Annual audited financial statements.

(d) Accrediting reports and associated materials from the university and the schools.

(e) Materials and films produced by the Officeldriiversity Relations

() Materials published for furdhising purposes.

(g) Student yedbooks and newspapers.

(h) Publications and materials of the La Sierra University Press which would be appropriate

for the archival files.
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2.5

2.6

2.7

Non-University Archival Materials

The university archivist may acquire such aomversity archival materials as relatedthe
educational and cultural purposes of the university.

Reports of the Department of Archives and Special Collections

The Department of Archives and Special Collections issues a semiannual report to the
president, with a copy to theovost listing the materials received by the depzent and the
origin of these materials.

Releasing of Materials

Sensitive materials, such as correspondence and minutes released to the Department of
Archives and Special Collections, may be used with the following liioits:

(&) The department regularly reevaluates classified materials in order to make them
accessible to qualified scholars as soon as the original conditions causing them to be
classified no longer prevail.

(b) Unless otherwise specified, materials of the nadfigeeneral minutes may be available
immediately to qualified researchers after deposit.

(c) The materials not available for immediate use normally will not be withheld for more
than ten years.

(d) Documents prepared by legal counsel in the employment of the sityyaithough
university property, may be subject to collection, but release for scholarly use may be
restricted by standards governing attoreégnt privilege.
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CENTERS

3.1 Introduction and Definition

3.2  Establishment of Centers

3.3  Organizational Relationship of Centers to the University
3.4  Governing and Advisory Bodies

3.5  Operation of Centers

3.6  Review of Centers

3.7 Dissolution of Centers

3.1 Introduction and Definition

(&) Among the things that help to make an institution of higher educationversity are its
centers, museums, institutes, journals, press, and related emtitiesgh these, a
university augments its research, publication, and training not only for students and
faculty on the campus but also foetscholarly and general lplic.

(b) For the purposes of this section, all references to centers will include the following types
of entities which must be established by the Board of Trustees: centers, museums,
institutes, journals, and related entities, such as the La Sierra Uryirnesss.

3.2  Establishment of Centers
(a) Centers are not incorporated separately from the university.
(b) The Board of Trustees formally approves the establishment and naming of all centers.
(c) The procedure for obtaining approval to establish a center involves ihwifait

(1) The person or department who wishes to establish a center prepares a proposal that
includes:

(i) Name
(i) Purpose
(i) Rel ati onship to the universityés mis

(iv) Space needs
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3.3

3.4

(v) Personnel needs
(vi) Projected budget for the first five years of operation

(2) The one who proposéhe center obtains written endorsement by a vice president or
an academic dean and, in the case of the latter, the written endorsement of the
provost

(3) If the proposal is endorsed as per (2), the vice president submits it to the University
Council for first reading.

(4) If the University Council wishes to pursue the proposal, it submits the proposal to a
special feasibility study committee for review and recommendation.

(5) The University Council reviews the report and recommendations of the special
feasibility sudy committee and votes on whether or not to endorse the proposal and
recommend it to the Board of Trustees.

(6) The Board of Trustees considers and votes on the recommendation.
Organizational Relationship of Centers to the University
(a) Centers that have univégswide interests report to a vice president.
(b) Centers that have scheatiented interests report to an academic dean.

(c) The University Council receives all reports of regular and special reviews of centers and
recommends to the Board of Trustees the estaibient and dissolution of centers.

Governing and Advisory Bodies

(@) Governing Committee
(1) Centers are governed by a committee appointed by the University Council.
(2) Chair

(i) Governing committees of centers that report to a vice president are chaired by
the vice preslent.

(i) Governing committees of centers that report to an academic dean are chaired
by the academic dean.

(3) The governing committee is responsible for assuring the fiscal integrity of the
center, establishing policies for the operation of the center thabasestent with
the general policies of the university and the specific policies concerning centers,
and recommending to the University Council the appointment of a director.
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3.5

3.6

(b)

Advisory Council

Centers may form an advisory council for the purposes of prognanfinancial
support.

(1) Advisory councils may suggest and conduct activities which are consistent with the
established policies and practices of the university.

(2) Advisory councils hold no fiduciary or poliapaking responsibilities for their
respective ceters.

Operation of Centers

(@)

(b)

()

(d)

(€)

(f)

(@)

Centers operate within the established governance, finance, personnel, and fund raising
policies of the university.

Centers are financially se#ufficient, requiring no annual operating support from the
university.The univerdly may provide certain funds for start up or special projects for a
specific period of time, during which the allocation will be annually reviewed.

The university is legally, financially, and publicly accountable for all the activities
conducted or sponsed by its centers.

The university may provide space to house centers.

Centers submit an annual operating budget for approval to the Budget and Finance
Committee through the chair of their governing commitBeh budgets may be part of
the budget of thappropriate school or administrative unit.

All financial operations of centers, including all income and expenses, are audited
annually by the university or its designated independent auditors.

Unless specifically exempted by the University Council, afiligations and materials
of centers adopt the design standards established and used by the university.

Review of Centers

(@)

(b)

Annual Report

The directors of centers submit an annual report of the operation of the centers to the
University Council through thappropriate vice president or academic dean.

Regular Reviews

Centers undergo reviews every five years to examine their continued viability in
relationship to university mission, university priorities, fiscal responsibility, outcomes,
availability of persnnel, space, etc.
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(c) Special Reviews

(1) Atany time, the University Council on its own initiative or upon recommendation
by a university officer may order a special review of a center.

(2) Before the commencement of a special review of a center, the directorcentee
and the chair of its governing committee are given written reasons for the ordering
of the review.
(d) Review Procedure

(1) The University Council appoints the review committee and its chair.

(2) The review committee submits its report and recommendatiohs tdrtiversity
Council.

(3) The president invites a formal response from the center.

(4) The University Council considers the report and recommendations of the review
committee and the response of the center, with a view towards one of the following:

() Endorsingthe ent er 6s continuation without

(i) Endorsing the centero6s continuation
effected within a specific period of time and reviewed accordingly.

(i) Recommending to the Board of Trustees the orderly dissolutitire @enter.
3.7  Dissolution of Centers
(&) The Board of Trustees formally approves the dissolution of centers.
(b) The procedure for dissolving a center requires all the following:
(1) The University Council appoints a regular or special review committee as per 1.6.

(2) Thereview committee submits its report and recommendation concerning
dissolution to the University Council.

(3) The president invites a formal response from the center.

(4) The University Council reviews the report and recommendation concerning
dissolution by the raew committee and the response of the center and votes on
whether or not to recommend to the Board of Trustees the dissolution of the center.

(5) The Board of Trustees considers and votes on the recommendation.
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OFF-CAMPUS CURRICULAR ACTIV ITIES

1.1  Introduction

1.2  General Guidelines

1.3  Types of Activities

1.4  General Requirements and Authorization

1.1 Introduction

Off-campus curricular activities hold great potential for benefiting the univelkitst

importantly, they enrich the leaing experience of currently enrolled students and extend the
educational prograsmand expertise of stafftoedfa mpus groups such as
alumni and friends. Secondarily, they expa
supporters, expal its donor base, and increase goodwill toward the university.

1.2 General Guidelines

(@ Offcampus curricular activities sponsored
name, should reflect its goals and valuesensure that such activities confororitiese
goal s and values and to safeguard the uni
position, the following general guidelines apply:

(1) Activities should be organized and conducted in such a way as to clearly
demonstrate that they are an extensiomefaducational purposes of the university
and cmsistent with niversity goals and philosophy.

(2) Plans should incorporate safeguards to the legal and financial position of the
university, by providing for adequate liability insurance, by incorporating
appropiate contractual agreements with agents and suppliers, and by using fiscal
planning and procedures that cover and account for all expenses and contingencies.

(3) Activities should have a university designated representative in attendance to ensure
that its inerests are safeguarded at all times.

(4) Planning and approval must proceed through official chanfgse. 1.3)

(b) No activities should bear the university name or endorsement if it does not conform to
these guidelines.

I.D. POLICIES ON CURRICULAR MATTERS Page35 Edition: 07/01/10



Part I.D Section 1: OfCampus Curricular Activities

1.3  Types of Activities

It is not the purpse of the university to compete with commercial organizations in offering
off-campus curricular activitieslowever, the university may use the services of commercial
organizations for planning, transportation, and local arrangen@iffitsampus curricular
activities offered by the university may generally be identified as one of five types.

(a) Study Abroad Program.

Adventist Colleges Abroad (ACA) is a consortium of Sevatdal Adventist colleges
and universities in North America, which grew out of the Y&lroad program begun
by La Sierra College in 196 ACA provides qualified students opportunities for study
overseas while completing the requirements of their major programs at their home
institutions.The program allows students to immerse themselvdginulture and life
of the host country and to become conversant in its languatyeésldition, students
participate in orsite guided field trips of geographic or cultural significar{Eer
available programs and prerequisites, seé gh8ierra Univesity Bulletin

(b) On-site Education or Fieldwork.

Participants in such activities would generally be enrolled students involved in formal
study and working toward the completion of course requirements that take them beyond
the confines of the classroofxamples include an archaeological expedition, a

biological expedition, or other extended fieldwork distant from the univeiigmically,

such experiences would last longer than two or three weeks.

(c) Educational Valuedded Tours.

These draw on the expesrisf university personnel or others to enhance the educational
experience of participants beyond that of a travel experience Asallemic credit may

be offered to participants who desire it and who complete a prescribed group of
supplemental activitiem conjunction with participation in the touExamples include

alumni and/or student tours that involve travel from place to place with shorter stays in
individual locations and that include guided lectures from accompanying faculty or other
expertsSud tours would typically last two to three weeks.

(d) Educational or Recreational Tours.

The purpose of these may be to reach out to various university supporters in order to
develop contacts with alumni and friends and to develop a broader sense of community
among these group&cademic credit would not be formally offered on such tours, and
they would be of shorter duration and lower c&siamples may include alumni

sponsored tours, cruises, and expeditions of one week or less.
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1.4

(e)

Local Field Work or Trips.

These supplement the activities of a typicalcampus university courseor example,
they provide the opportunity for field research, study, or observation; supplemental
course instruction; resource access; or seitvased learninglhey generally Ist for

one to three days, at one time or throughout the academic gqlepartment chairs

have oversight of these activitids.order to assure proper insurance coverage for such
activities, department chairs must provide the office of the vice pregatdmancial
administration in advance with schedules of the events and the expected numbers of
students to be involved.

General Requirements and Authorization

(@)

(b)

(©)

(d)

(e)

Tours operated in the name of the university become the legal and educational
responsibilityof the universityThe university reserves the right to establish necessary
procedures regarding any aspect of tours for which it is responsible.

Proposals for tours may be accepted from any source, but using the name of the
university requires its authaation.Proposals for tours carrying academic credit should
be made through the school that will grant the academic credit and will be processed
through theprovost Proposals for tours not carrying academiairshould be made
through the tlice of alumni relations.It is recommended that all toursordinate or
consult with the fiice of alumni relations.This office will assist tours with publicity

and scheduling to avoid conflicts with the university calenfliitours must meet
appropriate insurang@nancial, and, where appropriate, academic requirements.

In order to allow sufficient lead time for university and other appspt@lir planning

should commence and proposals should be submitted not less than two years in advance
of the expected datd departureTour pl anners must compl et e
Campus Study Touro form (available in thi
be the basis for discussion and approval in various university committees and, where
necessary, wilbeuseado noti fy appropriate outside a
sponsor the tour.

Academic credit can be granted only after approvahbyprovostnd only for specific
courses listed in the universiBulletin. Those who expect academic credit timur
participation must enroll for the appropriate course credit prior to the beginning of the
tour. In compliance with accreditation guidelines for academic credit study tours, credit
will be limited to a maximum of 1.5 credit hours per week ofintie study and/or
travel.Up to 1.5 additional units may be granted for additional readings, papers, and
class meetings prior to or following the tolihe same level of academic rigor is

required for study tours as for-@ampus courses.

When academic creds igranted, all tuition shall be paid directly to the university.
Tuition charges for those seeking academic credit shall be calculated on the basis of the
current study tour rates astlall be paid directly to the office of studeimiaince.
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() The tour direatr in cooperation with the appropriate academic dean or the director of
alumni relations should survey the tour participants following the return for the purpose
of gathering suggestions that may be used in planning future £otosr reunion
hosted byhe tour directg(s) may be planned as a follayp at a convenient time within
two to four months.

(g) The university will maintain a complete accounting of all expenditures, income, and
rebatesAll tour directors have the responsibility to fully report andruhel financial
transactions.

(h) Individuals authorized to accompany a tour as support staff will be responsible for
substantiating the tax deductibility of personal expenses and courtesy tickets, if any are
issued.

() These general requirements are not intetdewver activities that may be classified as
on-site education or fieldwork, local field work or trips, or study abroad programs.
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AFFILIATIONS AND ARTICULATIONS

2.1 Position of the Western Association of Schools and Colleges
2.2 University Policies on Affiliations and Articulations

2.1

2.2

Position of the Western Association of Schools and Colleges

The university subscribes to the policies of the Western Association of Schools and Colleges
(WASC) given in itsHandbook of Accreditatioregarding offcampus and netraditional

programs of instructiorBuch programs may require negotiations for a formal affiliattas.

the concern of WASC that these programs be equal in academic quality and learning to the
more traditional, camptisasedorogramsThe evaluation of special programs and courses is
part of the evaluation of the institution as a whole; however, special programs may be
examined separately.

University Policies on Affiliations and Articulations

The uni ver si tlatss, agreeménts of association, aand drticulations and a
current list of suchraangements are on file in thdf©e of theProvost
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UNIVERSITY STATIONERY AND CALLING CARDS

11
1.2

Letterheads and Envelopes
Calling Cards

11

1.2

L etterheads and Envelopes

(@)

(b)

()

(d)

(€)

All entities of the university are required to use the university letterhead and envelopes
ordered from and supplied by the Purchasing DepartrAirégxceptions must be
approved by the Office dfniversity Relations

The use of dicial stationery is limited to those who are employed by the university and
to its trusteedt cannot be used for personal business or other personal correspondence.

The letterhead, printed on 8%41 inch paper, consists of the university nameplate, the
university seal as a watermark, and the university address at the bottom of the sheet.
Design specifications are published and examples provided wnileersity Publication
Standards Manualwhich is published and maintained by the Offic&Jafversity
Relations

Requests for variations (e.g., modificationgaper, ink, etc.) must be presented in
writing to the Office ofUniversity RelationsAll requests will be considered on an
individual basis.

Subsidiary, voluntary, supporting, or closely alliedamizations (such as centers,
museums, alumni associationsefds of La Sierra University, etc.) will use stationery
that is designed in collaboration with the Officéufiversity Relationgor the use of
such groups, so as to maintain appropriate petsge and governance of the use of the
university name.

Calling Cards

(@)

(b)

The use of the official calling card is limited to those who are employed by the
university, to its trustees, and to those approved by a university officer or academic
dean.

All requess for calling cards are to be made to the Purchasing Department through the
office of the respective vice president or dean.
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(c) A standard format calling card is required and is specified ibJtingersity Publication
Standards ManualCalling cards are orded through the Purchasing Department.

(d) The president, vice presidents, and the deans of the schools may use an engraved calling
card; all others use a printed calling card.

(e) Requests for variations from the standard format calling card must be approwed by t
Office of University Relationsn consultation with the respective vice president.
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UNIVERSITY PUBLICATIONS

2.1 General
2.2  Specific Publications

2.1 General

The university communicates its mission, purposes, and policiespuabiiss through a
variety of publications.

2.2  Specific Publications

(a) Academic and faculty policies are disseminated primarily through the univBtsigtin
and theFaculty HandbookThese activities are the responsibility of gnevost

(b) The vice presiderfor student life publishes tHstudent Handboo&nd theGuide to
Residential Life

(c) TheDepartment of Human Resourgasblishes staff handbooks for salaried and hourly
employees.

(d) TheUniversity Relationdepartment publishes two news magazines:
(1) La Sierra Taay, an alumni journal.
(2) University Vitag a news magazine publishétutee times per year

(e) The universitymaintains a World Wide \&b page on the internet.
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ADVERTISING

3.1  Outgoing (Purchased by the University)
3.2  Incoming (Solicied and Sold by the University)

3.1  Outgoing (Purchased by the University)

The creation of all paid institutional advertising for newspapers, magazines, radio, television,
etc., is the responsibility of the vice president for advancement or as otherweigate!

3.2 Incoming (Solicited and Sold by the University)

Advertising may not be solicited for any university publications, including student
publications, without prior approval of the vice pdest for advancement or as otherwise
delegated.
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PUBLICITY AND NEWS RELEASES

4.1  General
4.2  Relationship of the Director dniversity Relationgo University Officers
4.3  Procedure

4.1

4.2

4.3

General

Supervision of all official statements for general publication or broadcast in which the name
of the unversity or one of its entities is included is the function of the vice president for
advancement through tleecutivedirector ofuniversity relations

Relationship of the Director of University Relationsto University Officers

(&) The president, vice presdts, deans, and heads of academic units should keep the
executivedirector ofuniversity relationgully informed, both factually and promptly, of
developments in their areas of responsibility.

(b) Itis understood that thelationsprofessionals will work &ry closely with the above
persons in ascertaining the facts and dissatimg information.

(c) Should there be a disagreement between one of the above administrators and the
executivedirector ofuniversity relationgs to what can be used and what caneot b
used, the final decision will be that of the president.

Procedure

(@) News releases of a sensitive nature regarding programs, policies, and activities are first
cleared through the dean of the relevant school or the head of the academic unit, if
related to a academic matter, and the appropriate vice president in consultation with the
executivedirector ofuniversity relations

(b) Publicity and news releases on behalf of organizations or groups to whom the university
is host are routed through tegecutivedirector of university relations

(c) Information regarding potential publicity (favorable or adverse) about the university or
any of its entities or personnel, or circstances likely to produce such publicity, should
be called to the attention of te&ecutivedirector ofuniversity relationgas well as the
dean of the relevant school, if related to an academic matter, and the appropriate vice
president.
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RELEASE OF INFORMATION CONCERNING THE
BOARD OF TRUSTEESOG ACTI ON

5.1 Responsibilityof the President
5.2  Prerogative of the Chair of the Board of Trustees

5.1 Responsibility of the President

(&) The president has the prerogative to release information concerning actions of the Board
of Trustees affecting the eduimaal program of the univeity, its schools, faculties,
facilities, and plans for the futueincluding pertinent information to the adrstrators
of major entities of the university; and information peiitagto the employment,
promotion, and discontinuance of academic and keyaocademic personnel.

(b) The president has the prerogative to release or authorize to be released information from
or actions of the Board of Trustees specifically relating to the activities, interests,
responsibilities, and plans of the corporation.

5.2  Prerogative of the Chair of the Board of Trustees

The preceding provisions constitute the normal channels for the release of information and
authorization originating from the Board of Trustddewever, nothing herein is construed

to curtail the freedom of théhair of the Board of Trustees to make such announcements as
the chair may deem advisable.
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QUESTIONNAIRES, DIRECTORIES, AND
STUDENT/FACULTY LISTS

6.1  University Replies to Questionnaires and Directories
6.2  SchootRelated Questioraires

6.3  Student, Faculty, and Employee Lists

6.4  University Telephone Directory

6.1

6.2

6.3

University Replies to Questionnaires and Directories

(&) The preparation and editing of entries in selected directories and questionnaires in which

descriptions of the univdtg as a whole are to be given is the function of the president
or those assigned or authorized by the president, such as the director of institutional
research.

(b) Answers to questionnaires relating to the regular business of entities of the university do
nat require additional authorization.

SchootRelated Questionnaires

(&) Intramural or extramural questionnaires directed to the whole faculty, including those
specifically addressed to department chairs, require the authorizationpobtost
This does not iclude questionnaires that may originate with the Faculty Senate.

(b) Non-research questionnaires directed to students require authorization as follows:

(1) The appropriate academic dean for questionnaires associated with course
assignments.

(2) The vice president fatudent life for all other questionnaires.
(c) Questionnaires for research require approval by the Institutional Review Board.
Student, Faculty, and Employee Lists

(a) Lists of all university students with their addresses may not be given to anyone unless
authorizd by the vice president for student life.

(b) Lists of all university faculty with their addresses may not be given to anyone unless
authorized by therovost
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(c) Lists of all university employees with their addresses may not be given to anyone unless
authorizedby the president.

6.4  University Telephone Directory

(&) The university telephone directory is published for the convenience of university
employees.

(b) Distribution of the telephone directory to anyone outside the sityes authorized by
the Office ofUniversty Relations
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SUBPOENA POLICY

7.1 Procedure
7.2 Timeliness

7.1 Procedure

(&) Whenever an officer, faculty member, staff, or other employee of the university is
served with a subpoena that relates to university business (except éntstewbrds),
the subpoena should be submitted to the president for reViepresident may consult
with university legal counsel before the university makes its response.

(b) Whenever an officer, faculty member, staff, or other employee of the university is
served with a subpoena that relates to student records, the subpoena should be submitted
to university legal counsel for review.

7.2 Timeliness

Time is of the essence in responding to a subpoena because of strict deadlines required by
law. Therefore, submissn to the president or university legal counsel for review, as per 7.1,
should be immediate and should not be delayed for any reason.
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GIFTS AND GRANTS

1.1  Definitions

1.2  Solicitation of Gifts
1.3  Acceptance of Gifts
1.4  Administration

1.5 Processing

1.1 Definitions

(&) A gift includes all types of support to the university, such as cash, securities, real estate,
testamentary legacies, equipment, supplies, artifacts, vehicles, etc., for the benefit of any
of the academic or service segnts of the university.

(b) A grantis the result of a process in which a principal investigator submits a proposal
with a budget to a prospective government or private sponsor which, if funded, usually
requires both technical and financial reports.

1.2 Solicitation of Gifts

The solicitation of gifts, either current or deferred, may be done only by persons authorized
by the president.

1.3  Acceptance of Gifts

(&) The vice president for advancement should be notified when a gift is offered to any
personnel of the universityhereby insuring the proper procedure for accepting and
acknowledging the gift.

(b) If the acceptance of a gift carries a variety of obligations, the vice president for
advancement will check with the proper authorities to determine whether such a gift
shout be accepted.

(c) Special attention is given to writing the letters of appreciation so that the tax position of
the institution is not jeopardized.

(d) Gifts are unacceptable if there is an implied obligation for acceptance or application for
admission to any sool of the university or if given for the tuition and expenses of a
particular named student.
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(e) Questions of legality and ethics pertaining to the offer of a gift are resolved by the vice
president for advancemeiiihe vice president will work with the apmgriate
administrative officers and will seek the counsel of legal and tax personnel.

1.4  Administration

(@) The wishes of donors for the use of their gifts are meticulously carriet the.
purpose is not a legitimate one, the gift is not accepted and tlom reasle clear to the
prospective donolf the gift is unrestricted, its use is determined by the university.

(b) The administration of a gift is in accord with directives established by the donor(s) and
submitted to th®ffice of Advancementt is extremelyimportant that departments that
receive a gift send the check immediately toG@tiice of AdvancementA receipt and
letter of acknowledgment and thanks are sent to the ddinguerson or group may
administer gifts on their owiSuch a procedure invalités the donor's charitable tax
deductionGifts are made to La Sierra University rather than to a segment of the
university.The restriction for benefiting the designated segment is established by the
donor and approved by the vice president for advandemen

(c) Gifts madeto the university through the alumrssociation will be receipted,
acknowledgedand recognized by the alummsisaciationThealumni &sociation is
responsible for sending gift information to @é&ice of Advancementso that donor
informédtion is available in one central location.

1.5 Processing
(&) Grants

(1) All proposals for government (federal, state, county, city, or the agencies of such
units) and private (foundations, corporations, and individual) grants to the
university are processed by thefioé of Sponsored Research, which is responsible
to theprovostthrough the assistant vice president for graduate studies and research.

(2) The Office of Sponsored Research is responsible for notifying the following of
grant submissions and outcomes: presidaowost vice president for financial
administration, and vice president for advancement.

(3) Once a grant has been awarded, the Offiokdevlancementnanages the grant and
issuesreportd hi s of fice, in the personibef t he
to the vice president for financial administration.

(b) Church Subsidies and Appropriations

All church subsidies and appropriations are processed and administered by the vice
president for financial administration or as otherwise delegated.
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(c) Gifts

All gifts are processed in ti@ffice of Advancementinder the vice president for
advancement as follows:

(1) Reporting and assigning of the gift.
(2) Issuing of the official receipt.

(3) Keeping cumulative records in the proper gift records office for each individual
donor.

(4) Acknowledging the gift or providing the information for the president to
acknowledge the gift in accordance with established recognition procedures.

(5) In the case of memorial gifts, sending memorial acknowledgment to the bereaved as
well as to the donor

(6) Publishing annual reports listing all gifts by name of donor except those who have
requested anonymity.
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ENDOWED CHAIRS

2.1 Identification
2.2 Financial Support

2.1 Identification
(&) Funds may be accepted to endow a professorial.chai
(b) The endowed chair carries the name of the donor or of some person named by the donor.

(c) Faculty appointments are made according to regular policies and proc¢8eees.
111:3.1)

2.2  Financial Support

(&) The endowed chair may carry a salary greater than thaidpobin the regular wage
scale.

(b) The amount of endowment is dependent on one of the following criteria:

(1) If the endowment is for the support of an already established professorship or one
which in the normal course of events would be established by thesityyéhe
endowment should be suffent to produce earnings to cover the major portion of
the cost of the chair, which includes salary and ben€fidst of research, travel, or
clerical support would require additional endowment funds.

(2) If the endowmenis for the establishment of a chair in a new and/or highly
specialized area, the endowment should be sufficient to produce earnings to cover
the entire cost of the chair.
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SPECIAL REIMBURSEMENT/REMUNERATION

1.1  Reimbursement/Remundi@n of Persons Within the University
1.2  Remuneration of Persons Outside the University

11

Reimbursement/Remuneration of Persons Within the University
(&) Non-Faculty Employees

The following guidelines apply to neflaculty employees whose instructional ¢iner
types of services are requested by a school of the university:

(1) Instructional services of administrative or other 4fiaculty personnel are requested
by the dean of the immediate supervisor or department director, with further
clearance required if gficable.

2) The empl oyeeds regular work | oad may ot
additional assignment.

(b) Faculty Members

The following guidelines apply to faculty members whose instructional or other types of
services are requested by the collegbyoany other schools of the university, or any
campus administrative entity:

(1) During the span of the academic year, requests for faculty to engage in instructional
or other activities for the university outside of their faculty load should be made to
department chairs or deans who will consult with the faculty member to determine
whet her such requests will jeopardi ze s
annual individualized faculty plan.

(2) Because of their centrality to the success of unddugita education at the
university, classes taught for University Studies or the Honors Program shall be
considered part of faculty loads and will be negotiated between the director of these
programs and the chair or dean.
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Part I.A, Section 3: Special Reimbursement

1.2

Remuneration of Persons owide the University

(@)

(b)

(©)

Guest Lecturers and Consultants

(1) Honoraria for guest lecturers are approved in advance by the head of the academic
unit sponsoring the eventhe amount paid is based on an established fee schedule.

(2) The remuneration of consultants in demic or nonacademic areas is approved in
advance by the president or the appropriate vice presileatamount paid is
determined on a case by case basis.

Contract Teachers

Contract teachers are remunerated according to the annually established contract
teaching scale, which takes into consideration the qualifications of the teacher and the
numberofclassunit6.ur t her adj ust ments may be made
include supervision of directed study or laboratory instruction.

Method of Remuoeration

In order to comply with regulations of the Internal Revenue Service, it is essential to
process remunerations through the regular university payroll channels.
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Part .G, Section 2

ACQUISITION AND DISPOSITION OF PROPERTY

2.1 Equipment
2.2  Red Property

2.1

2.2

Equipment

The Board of Trustees has delegated the responsibility for acquisition and disposition of
equipment to the operating entgief the university under boaapproved purchasing
policies and guidelined.he university annually submits the Board of Trustees a capital
budget for approval.

Real Property

The acquisition and disposition of real property as a function of the Board of Trustees depend
upon two criteria: (a) whether it is for academic purposes or for investment purposgs; and
whether it is in close proximity to or a part of the campus or distant from the cafeus.
acquisition or disposition of real property for academic or investment purposes requires
authorization of the Board of Trustees or one of its committeesy dsepylaws 6.8.].
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Part .G, Section 3

SALESPERSONS AND THE DISTRIBUTION OF
LITERATURE

3.1 Clearance
3.2 Restrictions

3.1 Clearance

(a) Before going to any department of the university, salespersassobtain clearance
from the purchasingapartment.

(b) Equipment or other articles for sale may not be left in a department on a trial basis
unless clearance is obtained from thpatément admiistrator.

3.2  Restrictions
(a) Oral solicitation or the distribution of literature by any person is prohibited on
propertiesof the university without approval by tlegecutivedirector ofuniversity
relations

(b) Signs posted at the entrance of all university parking lots and other appropriate
pl aces ar e tawm prohthited from &ny soleitian or distribution of
i terature on La Sierra University proper

(c) University employees may not sell goddsother employees during wainky hours.
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University Administrative Offices and Functions

Board of Trustees

Office of the Presidefy

—-

Office of the Provo!

ijcadernic Financial
Administration i B .
Administration Student Life Advancement Marketing Enroliment Service!
(see chart)
— Controller — Lif(?/%stlei?getﬁtl:es — Dzszf;%l:;%?n — Marketing Recruitment
Student Fiancial Fefrrr . . . . .
e Campus Ministries Alumni Relations University Relation:
— Bursar — Athletics — Planned Giving — Web
Physical Plant/ ) . .
— VS —  Career Services | — Major Gifts
Grounds
— Custodial/Post Offic¢ [— Counseling Center§ — Annual Fund
— Food Services —  Health Services | ——  LSU Foundation
Business il
— Development/Propery Internaslté(zciilegtude, [ — Special Events
Management
Human .
Resourses/Payrol Student Activities
“—  Accounts/Loans | “— Security
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Provost and Academic Administration

Board of Truste

Office of President

Office of Provos

[ I I I
Office of Associal a Information ;
f ’ Schools | ’ Library Technology Summer SessmIv Research

Institutional | Assessment |

Provost

College of Arts afld

— University Studi%— G

— Honors Progran] — School of Businels

| | Division of || School of
Continuing Studigs Education

Records

|} Admissions ancI — School of Religioh

|| Learning Suppo
& Testing

|| Center for Studeft
Academic Succe$s

— ServicelLearning

PreHealth
Professions
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University Governance Bodies

I. ORGANIZATIONAL CHARTS

Board of
Trustees
Office of
President
|
I I
University
Council Faculty Senatla
Strategic Steering
— Planning 1 copmittee
Committee
Budget & Academic
— Finance — Affairs
Committee Committee
Acad(_em|c Faculty Affairs
N Affairs |  Committee
Committee
Student Life F?&cglty Sﬁ[lar)l
| Committee || | SIS
Committee
| Research
Committee
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JOB DESCRIPTION

Position title: Associate Provost for General Studies and Academic Support
Responsible toProvost
General description:

The associate provost for gerestudies and academic support has line responsibility for the
general studies, including but not limited to the University Studies Program and the Honors
Program, and the academic support areas, including but not limited to the Office of the
Admissions ad Records, the Center for Student Academic Success, and the Learning Support
and Testing Center. In the absence of the provost, the associate provost is responsible for the
Office of the Provost.

Duties and responsibilities:

A. Works with the directors ofgpartments and programs on the generation and application of
policies and procedures.

B. Works with the directors of departments and programs on the generation and management of
annual expense budgets.

C. Works with the directors of departments and programgv¥eldp and administer
assessments activities appropriate to their areas.

D. Approves all personal travel applications and expense reports for those with direct line
relationships to the associate provost.

E. Assists the provost in preparing the expense budgetdifareas with line relationship to the
Office of the Provost.

F. Assists the provost in managing events and activities associated with periodic accreditation
reviews.

G. Prepares an annual report for the provost.

H. Performs other duties as are appropriaté¢oQffice of Associate Provost and as the provost
may authorize or request.
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JOB DESCRIPTION

Position title: Asociate Vice President for Financial Administration

Responsible toVice President for Financial Administration

General description:

The asociate vice president for financial administration serves as the budget officer and assists
the vice president for financial administration with the management of all departments under
financial administration with special concentration on computingnlessioffice, personnel,

student financial services, and telecommunications. In the absence of the vice president, the
associate is responsible for the Office of Financial Administration.

Duties and responsibilities:

A.

B.

Works with the directors on poli@nd procedures and with their updates.

Manages all aspects of the university budget (operating, plant, restricted, and endowments),
including distribution of budget worksheets, preparation of draft budget, production of final
budget, consideration of ponnel issues related to the budget, approval of budget
adjustments, management of budgetary overruns, preparation of budget reports.

. Approves all travel applications and expense reports for available budget, as per policy.

Manages the generationdadissemination of financial information, including the preparation
of financial statements and related reports, evaluation of financial information, distribution of
regular accounting records to administrators, and provision of special financial infarmati
upon request.

Coordinates, with the controller, the establishment of new accounts or changes to existing
accounts as requested by department directors.

Approves access for individuals to various Banner forms, as requested by the appropriate
vice president.

. Assists the vice president for financial administration in preparing the capital budget and

financial information on depreciation and miscellaneous funds.

. Monitors quarterly all workn-process accounts.

Distributes all equipment requesirins and compiles information and approves all
equipment purchases based on budget allocations.
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Administrative Job Descriptions: Associate Vice President for Financial Administration
J. Verifies and processes at year end all academic equipmenbowamamounts for the
provost.
K. Deals with telephone companies as needed regarding contractgraethents.

L. Serves as the baalp for the telecommunication coordinator for system programming, voice
mail, and emergencies as needed.

M. Administers the endowed scholarships by overseeing the application process, determining the
amounts available for dishuition, managing all aspects of the awards assembly, and making
draws as needed from the Loma Linda University Foundation for all scholarships and
endowments.

N. Monitors overtime reports and follow up as appropriate.
O. Prepares annual financial reports.

P. Workswith General Conference Risk Management regarding all university insurance and the
uni ver siinywrsedemddi cal and workerds compen:

Q. Performs other duties as are appropriate to her or his office and as the vice president for
financial adnmistration may authorize or request.
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JOB DESCRIPTION

Position Title: Dean of a School
Responsible To:Provost
General Description:

The dean is the chief officer of the school, responsible for maintaining academic quality in
harmony withtheunmier si t yés mi ssion and purposes. 1In
include curriculum development and faculty recruitment and support. Responsibilities include all
aspects of administration, including planning, budgeting, frlmnttling and funeraising,

program coordination, and communication with other units within and outside the university.

Duties and Responsibilities:

A. Implements the policies of theaculty Handbooland proposes policy changes to the
appropriate bodies.

Maintains responsibiltfor the content, emphasis, quality, and format of the curricula.
Ensures that appropriate academic standards are maintained.

Directs appraisal and improvement of the curricula, including periodic program reviews.

m O O

Prepares, with the assistance of thershaii the departments, annual budget needs,
equipment requests, and space requests to the administration and develops a balanced budget
within the constraints set by the administration.

F. Authorizes expenditures of items included within the approved budget.

G. Maintains responsibility, with the chairs of the departments, for the preparation of material
for the universityBulletinand of other materials of an academic and promotional nature for
publication, in consultation with the provost and the editor of @oédpublications.

H. Maintains responsibility for the timely completion of reports, including the annual report to
the provost and similar documents as requested by the administration.

l.  Represents the school, in counsel with the provost, to professionaliiagrer approving
organizations.

J. Represents the school to the administration and other entities within the university.

K. Assists in the advancement efforts on behalf of the school by fioieilding and fune
raising in collaboration with the Office of Adweement.

APPENDIX to PART | Page62 Edition: 07/01/10



Administrative Job Descriptions: Dean of a School

L. Administers the curricula and to ensure that policies are enforced in the areas of student
admi ssions, student academic progress, dea
makes exceptions as permitted by university and school policies.

M. Recommends to the provost candidates for the awarding of degrees.
N. Ensures that appropriate standards of ethics are enforced.

O. Works with the chairs of departments in the recruitment of faculty that possess adequate
training, expertise, competence, and catmmant to the mission of the university.

P. Maintains faculty records.

Q. Sets parameters for faculty loads and other responsibilities as definedracthey
Handbookand within budgetary constraints.

R. Makes recommendations, in consultation with the departotents, related to the
appointment, sabbatical, leave, promotion, tenure, and discipline, including termination or
nonrenewal, of faculty.

S. Supports faculty development in teaching and scholarship and directs the implementation of
the faculty evaluationrpcess.

T. Recommends the appointment of department chairs for transmission to the University
Council.

U. Performs other duties as are appropriate to her or his office and as the provost may authorize
or request.
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JOB DESCRIPTION

Position Title: Director of Iformation Technology
Responsible To:Provost
General Description:

The drector of information technologg responsible directly to the vice president for financial
administration and indirectly to the provost for ensuring the smooth functioning agdainbn

of all campus computing facilities and services in order to accomplish the goals and objectives of
the universityodos strategic plan.

Duties and Responsibilities:

A. Provides balanced consideration and administrative guidance regarding acquisltitse an
of information service resources of the university.

B. Coordinates and encourages cooperation in activities relating to computing and information
services among all academic and administrative areas of the university.

C. Develops associations with suppfieand corporate partners to secure appropriate resources,
including gifts, grants, and funding in consultation with the Office of Advancement.

D. Provides for appropriate representation in national, community, and university groups related
to computing conces.

E. Prepares and manages the computer cost center budget.

F. Plans equipment purchasing in consultation with campus administrators and computer
committees.

G. Manages support staff within the department.

H. Researches, plans, and recommends appropriate hardwaveysosupport, and facilities to
keep pace with future computing needs and the academic and academic support areas of the
university.

I. Assists departments and offices in evaluating computer requirements.

J. Provides computer support for the implementationroversity academic and financial
policies.
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Administrative Job Descriptions: Director of Information Technology

K. Maintains responsibility for developing and applying policies and procedures relating to the
integrity and security of the wuniversityods
and data files.

L. Performsother duties as are appropriate to her or his office and as the provost may authorize
or request.

APPENDIX to PART | Page65 Edition: 07/01/10



JOB DESCRIPTION

Position Title: Director of Institutional Research

Responsible To:Provost

General Description:

The drector of irstitutional resarchis responsibléor identifying, collecting, organizing, and
publishing data concerning the various operations and characteristics of the university.

Duties and Responsibilities:

A.

Prepares and manages an annual calendar for the collection amapubbf the various

data required for standard reports to university administration, the Board of Trustees, state
and federal government agencies, accrediting organizations, denominational entities, and
other organizations to which the university hasadrto submit such reports.

. Provides data and reports as requested by various university entities, such as the Strategic

Planning Committee, the Assessment Committee, and the schools.

Provides special data support to university entities that pealbglprepare materials for
initial accreditation visits and subsequent visits for reaccreditation.

Develops and maintains a dictionary of the data types and categories used by the university.

Provides unsolicited data and interpretative reportseei@ the university and its various
environments to university administrators and committees.

Prepares and publishes annually a comprehensive data report of a wide range of university
operations and characteristics.

. Researches and implements beatpces in the field of institutional research for

universities.

. Performs other duties as are appropriate to her or his office and as the provost may authorize

or request.
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JOB DESCRIPTION

Position Title: Director of the Library
Responsible To:Provost
General Description:

The director of the library is responsible for coordinating and administering the development and
services of the university library in harmony with accepted professional standards of library practice
and the objectives of theversity.

Duties and Responsibilities:

A. Develops library policies in harmony with university policies and standards.

B.Coordinates the devel opment of the |ibraryéo
| i braryds ser vi crerscoopdrative librarg netvgrking gragtamsc i pat i o

C.Prepares and administers the | ibraryds budg
and proposed academic programs.

D. Augments university financial support by soliciting grants and gifts in consultatth the
Office of Advancement.

E. Recruits library faculty in consultation with department chair.

F. Makes recommendations related to the appointment, assignment of rank, promotion, leave of
absence, and severance of faculty members, in counsel with tmergepahairs.

G. States in writing to new faculty appointees the terms of their employment and the amount of
compensation and requests their acceptance of such terms.

H. Maintains library faculty records in addition to those maintained by the department af huma
resources.

I.  Prepares job descriptions of personnel under her or his jurisdiction.

J. Encourages the professional growth and status of library faculty through participation in local,
state, and national library activities and other continuing learning empesieand by providing
opportunities for participation in the academic affairs of the university.

K. Supports and promotes the publications of the library.

L. Cooperates with other entities of the university in university relations and library publicity.
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Administrative Job Descriptions: Director of the Library

M. Prepars reports as requested by the university administration and by educational and
governmental agencies.

N. Serves as a consultant to the Friends of the University Library.

O. Performs other duties as are appropriate to her or his office and as the provost or@geauth
or request.
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JOB DESCRIPTION

Position Title: President
Responsible ToBoard of Trustees
General Description:

As leader and chief administrative officer of the university, the president insures the academic
integrity of the institution, servess the primary avenue of communication between the university
and its trustees, and functions as the unive
Under the Board of Trustees, the president has final authority with reference to treecicibn

university governing bodies and operating committees.

Duties and Responsibilities:

A. Maintains responsibility for executing the strategic plan in areas assigned to the president.

B. Plans, organizes, directs, represents, and is responsible fon#ralge/erall direction of all
operating entities and units of the university.

C. Shares responsibility for the definition and attainment of goals, for administrative action, and
for operating the communications system which links the components of the academ
communityd representing the institution to its many publics.

D. Serves as leader of the university with delegated authority from the Board of Trustees and
with the support of the faculty.

E. Represents the university as its official spokesperson.
F. Develops longange programs of the campus in harmony with its traditions and resources.
G. Makes recommendations on general policy affecting the campus.

H. Directs, in cooperation with the vice president for financial administration, in the preparation
of the campus operatial and improvement budget.

I.  Promotes unity of purpose among the faculty and staff, assuring each member of the
confidence of her or his office and the right to express frankly his views in the discussion of
campus problems.

J. Works through the vice presideior student life to enhance the-corricular environment
for students to develop as whole persons and is ultimately responsible, particularly, for the
religious life of the campus.
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Administrative Job Descriptions: President

K. Engages, in cooperation with the vice president for advancement,\direttte friend
building and funeraising efforts of the university and in university relations programs on
behalf of the campus.

L. Consults with the provost and the deans regarding faculty appointment, salary, rank, tenure,
promotion, leave of absence, as&lerance.

M. Collaborates with the provost and the deans in plannisgiivice training of faculty
members.

N. Appoints, in consultation with the provost, committees of the faculty and staff which are not
specifically designated in the universBylletin.

O. Asggns the duties of the major campus officers of administration in harmony with job
descriptions included in thieaculty Handbook

P. Maintains responsibility for the preparation of job descriptions of personnel under her or his
jurisdiction, unless these arecluded in one of the policy handbooks of the university.

Assigns norinstructional duties to members of the faculty and staff.
Conducts and presides at periodic meetings of the total campus faculties.

Serves as an ex officio member of all university cotta®s.

-+ » ? O

Maintains responsibility, in consultation with vice president for advancement, for all official
campus publications.

U. Maintains ultimate responsibility, through the vice president for enrollment management, for
marketing the university and the raitment of students.

V. Serves as a trustee of the university and as secretary of the Board of Trustees and of meetings
of the Constituent Membership.

W. Presides at all conferral of degree ceremonies.

x

Performs such other duties as are appropriate to her offibes.
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JOB DESCRIPTION

Paosition Title: Provost

Responsible To:President

General Description:
The provost is the second officer of the university, reports directly to the president, and serves as
the universityos c hisendeofehe gresidenti As the ahiéf bperateg i1 n

officer of the university, the provost supervises the activities of the vice presidents and seeks
their consensus in support of mutually developed plans. As chief academic officer, the provost

carriesbroadmeponsi bi l ity for the universityods acac
the universityods academic goals. The provost
and the position of chief academic officer to guarantee that all univecsititias contribute to

the fulfill ment of La Sierrads academic miss

Reporting to the provost are the vice presidents, any associate or assistant provosts, the deans of
the universityds school s, the dtiomaleesdarshr of t h

Duties and Responsibilities:
president

h e i
ative | eader sh
the university

A.Assi sts t
admini str
implementation b

n defining and art.i
i p for the universi
0 s trategic plan.
B. Manages the datp-day operations of the university.

C. Provides academic leadership for the university, supervises program development and
curriculum planning and ensures the integrity and excellence of internal anthéxter
academic programs and external academic relationships.

D. Supervises the development and monitoring of external academic relationships, including
external degree programs, domestic and international agreements and articulations, and
compliance with statory regulations that affect grants and research.

E. Assures institutional effectiveness, oversees theasskéssment of the university and its
programs, faculty members, and administrators, evaluates the performance of the vice
presidents and deans, andacodi nat es the universityds rel a
organizations.

F. Oversees the management of university resources and the preparation of the annual budget
for the university in collaboration with the vice presidents and deans.
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Administrative Job Descriptions: Provost

G. Sets and maintaing) collaboration with deans of the schools and the department directors,
the university's recruiting, admission and graduation standards.

H. Oversees all academic publications and policy handbooks of the university, schools, and its
centers, as well as schdiapublications.

I.  Approves academic searches and makes recommendations to the President regarding the
appointment, promotion, and tenure of faculty members and the appointment of the vice
presidents, any associate or assistant vice presidents appoitiiedAgademic
Administration, the deans of the universit
the rank of director within Academic Administration; actively promotes faculty development
programs; and ensures that standards for due proce#fseshecheFaculty Handboolare
uniformly applied.

J. Maintains the academic files for all faculty members.
K. Maintains responsibility, along with the President, for graduation.

L. Serves as secretary of the university, maintaining and validating its offomaments,
keeping its corporate seal, and signing its legal documents.

M. Develops and maintains descriptions for academic administration committees not included in
the appendix to part | of tHeaculty Handbook

N. Approves the filling of all noradministrdive positions in academic administration.

O. Maintains responsibility for the preparation of job descriptions of personnel under her or his
jurisdiction, unless these are included in one of the policy handbooks of university.

P. Performs other appropriate thg as the president may authorize or request.
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JOB DESCRIPTION

Position Title: Registrar
Responsible To:Associate Provost
General Description:

The registrar is responsible for maintaining the academic records of current and former students,
including those concerned with the registration process. The registrar also cooperates with the
individual schools in carrying out functions of a joint nature for which the schools are primarily
responsible.

Duties and Responsibilities:

A. Coordinates and interfas the various processes involved with the registration of all students on
and off campus.

B. Assembles, maintains, and publishes the master schedule of courses as well as the examination
schedule for each term, while coordinating the effective use of itistrakfacilities and
academic offerings.

C. Ensures the accuracy, thoroughness, and representativeness of internal and external reports
requested by university administration and by educational and governmental agencies.

D. Obtains, safeguards, and maintairesititegrity and confidentiality of current and former
student academic records, including identification, basis of admission, course work taken, and
termination status.

E. Obtains, through established channels, student data from records which are under the
jurisdiction of other offices, such as student life (including international students), financial aid,
student accounts, admissions, and enroliment management.

F. Maintains a clearinghouse for the receipt and appropriate transfer of student transcripts and
othe academic records, keeping students appraised of their progress toward completion of their
academic programs.

G. Evaluates undergraduate transfer credits and assists the individual schools in the evaluation of
postbaccalaureate transfer credits.

H. Issues digdmas, enrollment verifications, grades, and transcripts of credits.

l.  Assists with graduation events in accordance with established procedures, including assurance
of studentsd program completion and ofderly
graduation announcements, diplomas, and regalia.
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J.

K.

Administrative Job Descriptions: Registrar

Applies the universitybés corporate seal wund

Keeps abreast of current developments, processes, and policies in the field in order to advise the
university concerning thienplementation of academic policies and procedures relating to
student academic records and registration.

Admi ni sters record and registration policie
cases of variance, processes exceptions as authoyiteel dppropriate dean.

. Ensures the coordination and efficient operation of office operations, including the development

of effective procedures and the ordering and maintenance of equipment and supplies.

. Selects and reviews the design of all computewsoé associated with student academic

records in consultation with information technology.

. Supervises and manages professional, hourly, and students staff in the Office of the Registrar,

including preparation of their job descriptions and assurance pbtigming professional
development.

Performs other duties as are appropriate to her or his office and as the provost or associate
provost may authorize or request.
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JOB DESCRIPTION

Position Title: Vice President for Advancement

Responsible To:Provost

General Description:

The vice president for advancement oversees university development. In representing the

university to the public, the vice president for advancement manages all advancement functions,

including University Relations and alumni relatson

Duties and Responsibilities:

A.

B.

C
D.
E

n

M

Maintains responsibility for executing the strategic plan in areas pertaining to advancement.

. Manages endowments, trusts, investments, and univergtgsts.

.Serves as I|liaison to university advisory

Manages AThe Presidentds Circleodo and trus

Develops and maintains descriptions for advancement committeexhotad in the
appendix to part | of thEaculty Handbook

Approves the filling of all noradministrative positions in advancement.

Maintains responsibility for the preparation of job descriptions of personnel under her or his
jurisdiction, unless theseamcluded in one of the policy handbooks of the university.

. Performs other duties as are appropriate to her or his office and as the president or provost
may authorize or request.
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. Represents the university at civic functions, commuwitye projects, etc.
Plans coordinates, and hosts community interactions.
. Maintains contacts with civic leaders.
Manages major donor portfolios, arranges
solicitation.
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JOB DESCRIPTION

Position Title: Vice President for Communication and lgutated Marketig

Responsible toProvost

General description:

The vice president for communication and integrated marketing is responsible for establishing
and overseeing a centralized marketing and communication program for the university.

Duties and responsibilities:

A.

Establishes and oversees the running of a centralized Office of Communication and
Integrated Marketing.

Uses an integrated and strategic approach to develop and manage, in collaboration with other
senior administrators, the mating, and communication activities of the university.

Directs marketing to support the work of enrollment services, advancement, customer
experience management, and student life.

Functions as an authorized spokesperson for the university througigwand speaking.

Leads in the universityés commitment to be
parents, and constituents as an increasingly vibrant and strong Sdagmdventist
university that serves its church and its region with reatdekhopefulness and ability.

Guides a creative team in overseeing the work of advertising, market research, and public
relations.

. Guides a creative team in overseeing the development and maintenance of the university

website and other new media iattves. This includes the chairing or-cbairing of the
Web Committee.

. Guides a creative team in overseeing the development of communication messages,

campaigns, promotional materials, and an institutional identity.

Serves as a member of variousuersity committees including the University Council, the
Strategic Planning Committee, the Budget & Finance Committee, and the Executive
Committee.

Performs other duties as are appropriate to her or his office and as the president or provost
may aithorize or request.
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JOB DESCRIPTION

Position Title: Vice President for Enrollment Services
Responsible To:Provost
General Description:

The vice president for enrollment services is responsible for working closely with the administrative
team in impementing the philosophy and objectives of the university with special attention to the
recruitment and admission of eligible students, in the context of the mission statement and the goals
of the strategic plan.

Duties and Responsibilities:

A. Maintains reponsibility for executing the strategic plan in areas pertaining to enroliment
management.

B. Oversees the recruitment program by developing and implementing policies for recruiting
students who meet the guidelines of the uni

C. Meets regularly with the recruitment team to review and update recruitment activities of major
significance.

D. Administers, through the director of admissions, the admissions policies and processes of the
university.

E. Oversees all marketing activities for thawersity, including advertising and printed imaging
material.

F. Represents the university to the public through writing and speaking.

G. Provides an evaluation on a regular basis of the directors and associates on the enroliment
management team.

H. Develops and mnages, in consultation with the directors, the annual budget for enroliment
management.

I. Processes recommendations pertaining to the employment of persons filling administrative
positions in the areas of enrollment management.

J. Develops and maintains degitions for enrollment management committees not included in
the appendix to part | of tHeaculty Handbook

K. Approves the filling of all noradministrative positions in enroliment management.
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Administrative Job Descriptions: Vice President for Enrollment Services
L. Maintains responsibility for the preparation of job descriptiminsersonnel under her or his
jurisdiction, unless these are included in one of the policy handbooks of the university.

M. Performs other duties as are appropriate to her or his office and as the president or provost
may authorize or request.
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JOB DESCRIPTION

Position Title: Vice President for Financial Administration
Responsible To:Provost
General Description:

The vice president for financial administration is the senior officer responsible for planning,
decision, and policy guidance on all fiscal mttend business functions of the university. As

chief financial officer of the university, the vice president for financial administration is also the
treasurer of the corporation and the president of La Sierra Industrie&sitie third officer of

theuni versity, the vice president for financi a
during absences from the campus of both the president and the provost.

Duties and Responsibilities:

A. Maintains responsibility for executing the strategicpitaareas pertaining to financial
administration.

B. Plans, directs, and provides leadership for a broad and diverse group of departments and
activities, including: information technology, physical plant, custodial, grounds, financial aid,
food services, aaunting, telecommunications, industries and commercial properties, student
accounts, human resources, security, purchasing, housing, and safety.

C.Reviews and authorizes, in consultation wi
contracts and documerttsat imply legal and financial liability to the university.

D. Evaluates risks and ensures that the university is appropriately covered with insurance in
areas related to buildings, equipment, workers compensation, general liability, etc.

Supervises the premdion and administration of the annual operating and capital budgets.
Supervises the development and maintenance of accounting procedures.

Prepares financial reports and analyses.

L o m.m

Maintains responsibility for the financial planning and general supergioniversity
building projects and major alterations.

I.  Maintains responsibility for the supervision, training, and hiring of all department directors
in supporting services within financial administration.

J. Represents the university in any lerajnge finagial planning.
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Administrative Job Descriptions: Vice President for Financial Administration

K. Authorizes all new equipment, office furniture, vehicles, etc. bought for the university.

r

Participates in the formulation and analysis of all personnel policies.
. Approves staff moving expenses.
Approves all staff salaries before they arecpssed by the department of human resources.

Conducts periodic department directorso me

v o0 2z £

Processes recommendations pertaining to the employment of persons filling administrative
positions in supporting services within financial administration.

Q. Develgs and maintains descriptions for financial administration committees not included in
the appendix to part | of tHeaculty Handbook

R. Approves the filling of all noradministrative positions in financial administration.

S. Maintains responsibility for the gparation of job descriptions of personnel under her or his
jurisdiction, unless these are included in one of the policy handbooks of the university.

T. Performs other duties as are appropriate to her or his office and as the president or provost
may authorizer request.

APPENDIX to PART | Page80 Edition: 07/01/10



JOB DESCRIPTION

Position Title: Vice President for Student Life

Responsible To:Provost

General Description:

The vice president for student life is responsible for planning, developing, maintaining, and
evaluating a comprehensive prograrsupport and enhance the experience of La Sierra
University students in order to facilitate and assure their academic success. The vice
president also manages the budgetary and personnel resources for Student Life. Ultimately,
the vice president servas an advocate for students through an understanding of their needs,
issues, and environment and by representing these to the president, provost, and other
campus administrators.

Duties and Responsibilities:

General Responsibilities and Reporting Relatghips

A.

B.

Maintains responsibility for executing the strategic plan in areas pertaining to student life.

Maintains responsibility for fulfilling the mission of the University and executing the
strategic plan in areas pertaining to Student Life.

. Maintains reponsibility for developing and administering assessment plans for Student

Life and its various departments and programs with particular reference to establishing
and assessing performance objectives and aligning Student Life and its departments with
the learningcentered objectives of the university.

. Supervises the management of the following departments: Athletics, Campus Safety,

Career Services, Counseling, Fystar/SecongYear Programs, Health Services,
International Student Services, Judicial Affaltdfice of the Dean of Students,

Orientation, Placement Services, Residential Life, Retention, Spiritual Life, and Student
Leadership and Activities.

Processes recommendations pertaining to the employment of persons filling
administrative positions in thereas of student life.

Approves the filling of all noradministrative positions in student life.

Maintains responsibility for the preparation of job descriptions of personnel under her or
his jurisdiction, unless these are included in one of the poéingiooks of the
university.
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Administrative Job Descriptions: Vice President for Student Life

. Develops and maintains descriptions for student life committees not included in the

appendix to part | of thEaculty Handbook

Serves as the Primary Designated Signing Officer for institution and represents the
institution to he Department of Homeland Security.

Performs other duties as are appropriate to her or his office and as the president or
provost may authorize or request.

StudentCentered Duties and Responsibilities

A.

r o T m

Serves as a student advocate and as the liaison beftueents and faculty, staff, and
administration.

Interacts with other departments in providing a holistic experience for students.

Represents student issues and needs to the President, Provost, and other campus
administrators.

Cultivates an understanding student life by attending student functions and socializing
with students.

Initiates, implements, and evaluates university policies for students.

Serves as the executive officer in the administration of discipline to students.

. Oversees the preparatigryblication, and maintenance of t8aident Handbook

. Oversees university worship attendance records and registration holds for excessive

absences.

Supervises SALSU publications.

Department Management Duties and Responsibilities

A.

Provides leadership for tt®&tudent Life division and makes strategic decisions, based on
input gathered from subordinates, students, and superiors.

Oversees the training and development of Student Life personnel and conducts job
performance evaluations.

Fosters good communicationdpositive relations among Student Life personnel.

Chairs the Student Life Committee, directors meetings, and other committees as assigned
by Provost or President.
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Administrative Job Descriptions: Vice President for Student Life

E. Serves as a member of the following committees: University Council, Executive
Committee, Uiversity Studies Council, Religious Life Committee, Retention
Committee, Student Life Committee, Safety Committee, and Buildings and Grounds
Committee; attends Student Senate and SALSU Executive Committee as an advisor.

F. Develops and manages the Studeng biidget.
G. Maintains custody of student n@tademic files.

H. Maintains responsibility for the planning, management, administration, and direction of
the athletics program, upholding NCAA regulations and the academic mission of the
University.

l. If female, seres as the Senior Woman Administrator for NCAA Division Il regulations.

J. Plans, develops, and consults with the Athletics Advisory Committee on those specific
policies, procedures, programs, and methods designed to implement the general athletic
philosophyand policies of the University to be recommended to the Provost and
University Council.

K. Coordinates with the NCAA Faculty Athletics Representative in representing the
University at conference, NCAA, or national meetings.

L. Oversees the delivery of servidesnternational students, including counseling and
orientation for academic, personal, and employment matters.

M. Maintains responsibilityor overall compliance with federal regulations regarding the
enrollment of international students.
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Name:
Status:

Membership:

Appointment:

Term:
Chair:
Meetings:
Minutes:

Input from:

Reports to:
Responsibilities:

To act:

To recommend:

UNIVERSITY COMMIT TEE DESCRIPTION

Academic Affairs Committee
Permanent

Provost (chair), academic deans, associate provost for general studies and
academic support, chair of the Graduate Council, chair of the Academic Affairs
Committee of the Faulty Senate, director of the Honors Program, director of the
library, director of admissions and records, one faculty member, one student

Members appointed ex officio; faculty member by the Faculty Senate; student by
the provost

Continuous for ex officio; one year for faculty member and student
Appointed ex officio

At the call of the chair

Distributed to members

Schools, Faculty Senate (through the president), program directors, Graduate
Courtil

University Council

Reviews and evaluates university policies and procedures for academic
programs and practices

Constructs the university academic calendar

Reviews and evaluates admissions standards and greegtements

Reviews and evaluates all proposals for new programs; expansion, reduction,
revision, or termination of existing programs; and changes in academic
organization

Recommends implementation procedures for academic policies approved by the
FacultySenate

New policies and policy changes in thaculty Handbookper revision
procedures listed in the Foreword (to Faculty Senate)
New programs and the closure of programs (to University Council)
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University Committee Descriptions: Academic Affairs Committee

Articulation agreements (to University Collhc
Personnel changes for the academic areas (to University Council)
Changes in academic structure (to Faculty Senate)
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Name:
Status:
Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Academic Integrity Committee
Permanent
Three faculty members, four stunde, one representative from Student Life

Faculty members by the Faculty Senate; students by the provost on
recommendation of the Student Senate; representative from Student Life by the
vice president for student life

Three years foraculty and representative from Student Life; one year for
students

Appointed by the provost from among the university employees on the
committee

At the call of the chair
Distributed to members
Faculty Senate, StudeSenate, Academic Affairs Committee

Provost; appropriate academic deans and department chairs for individual cases

To promote academic integrity across the campus

To receive reports of academic integrity violagdor Levels One and Two and
act on them when necessary

To investigate and adjudicate cases of Level One and Two academic integrity
violations referred by instructors or students

To investigate and adjudicate Level Three and Four academic integrity
violations for students

To administer consequences of cases it has adjudicated, including reassignment
of grades

To create working policies and procedures for the operation and application of
the Academic Integrity Policy

Changes to the Acadarrintegrity Policy (to Faculty Senate)
Consequences for academic dishonesty (to appropriate academic deans or other
administrators)
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Name:
Status:

Membership:

Appointment:
Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Assessment Committee
Permanent

Four faculty members (diremr of assessment as chair), two members of the
staff, (invitee: director of institutional research)

Members appointed by the provost
Three years

Appointed by the provost

At the call of the chair

Distributed to members

Various sources

Provost

Develops and manages the assessment plans for academic programs and non
academic departments

Approves and oversees university level assessment and evaluatibiescti

Develops universityide assessment instruments, including course evaluation
instruments

Receives and approves academic andataemic annual

Provides guidance to programs and departments regarding assessment activities
including the determinatioof learning objectives and performance
indicators, the regular assessment of objectives and indicators, program
reviews, and the use of assessment results in planning

Changes to policies pertaining to assessment and institutional efiessvgo
University Council)

Submits annually a report with recommendations to the provost concerning
academic program and nacademic department annual reports and any
program reviews

Determines and recommends to the provost the definitions and methods o
measurement
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Name:
Status:

Membership:

Appointment:
Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Budgetand Financ€ommittee

Permanent

Vice president for financial administration (chair), associate vice president for
financial administration (secretary), president, prowasg presidents, academic
deans, associate provost for general studies and academic support, chair of the
Faculty Senate, cha@lect of the Faculty Senate, chair of the Strategic Planning
Committee

Members appointed ex officio

Contiruous for ex officio; one year for faculty member

Appointed ex officio

At the call of the chair

Distributed to members

Members

University Council

Reviews financial statemes of the university

Makes adjustments to the annual budget within the approved university bottom
line

Receives recommendations for resource allocations from University Council
and/or Strategic Planning Committee

Crosschecks resources with requests

Reviews drafts of the annual capital and operating budgets

To Recommend: Approval of the annual capital and operating budgets (to University Council)
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Name:
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Buildings and Grounds Committee
Permanent

Vice president for financial administration (chair), associate vice president for
financial administration (secretary), chair of the Faculty Senate, director of
physical plant, president, provost, vice president for advancement, two faculty
members, (invites: associate vice president for advancement, vice president for
enrollment services, vice president for student life, one academic dean, one
physical plant staff)

Members appointed ex officio; faculty members and dean by the provost; staff
by the vice president for financial administration

Continuous for ex officio; two years for faculty members and trustees
Appointed ex officio

At the call of the chair

Distributed to members

Members, univesity committees

Vice president for financial administration

Reviews and evaluates the campus plan

Reviews and evaluates the conditions of campus buildings and grounds

Analyzes capital budget needs pertaining tomasbuildings and grounds

Approves repairs and renovations to campus buildings outside the capital budget
up to an amount per project as voted by the Board of Trustees

Reviews and evaluates the status of university compliance to government
regulations

Capital budget pertaining to campus buildings and grounds (to Budget and
Finance Committee)

Policies pertaining to campus buildings and grounds (to University Council)

Policies pertaining to university compliance to government regulations (to
University Council)

APPENDIX to PART |

Page39 Edition: 07/01/10



University Committee Descriptions: Buildings & Grounds Committee

Plans for repairs and renovations to campus buildings outside the capital budget
within a cost range per project as voted by the Board of Trustees (to
University Council)

Modifications to the campus plan (to University Council)
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Name:
Status:

Membership:

Appointment:
Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Compensation Committee

Permanent

Vice president for financial administration (chair), director of human resources
(secretary), associate vice president for financial administration, chair of the
Salaryand Benefits Committee of the Faculty Senate, provost, one university
employee

Members appointed ex officio; university employees by the provost
Continuous for ex officio; three years staggered for university employees
Appointed ex officio

At the call of the chair

Distributed to members

Individuals and department directors

Vice president for financial administration

Reviews and addresses staff compemisassues

Compares and revises each campusataalemic salary and hourly position

Classifies campus jobs according to established criteria

Approves requests concerning the application of or exceptions to the employee
benefit policies

To Recommend: Staff compensation policy changes (to University Council)

APPENDIX to PART |

Page9l Edition: 07/01/10



Name:
Status:

Membership:

Appointment:
Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Deansd Committee
Permanent

Provost (chair), academic deans, associate provost for general studies and
academic suppart

Members appointed ex officio
Continuous

Appointed ex officio

At the call of the chair
Distributed to members
Members

Provost

Establishes procedures to implemgrravisions of the Faculty Handbook
regarding faculty policies

Coordinates academic offerings among the schools

Develops procedures for the implementation of academic policies

Reviews the implementation of academic and faculty policies

Acts as an advisorydaly to the provost regarding other academic matters

Aids the provost in preparing the annual report

Academic and faculty policy changes (to Faculty Senate or to school faculties)
Procedural changes that involve entities of the campus btiethie schools (to
University Council)
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Name:
Status:

Membership:

Appointment:
Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Executive Committee
Permanent

Provost (chair), president, vice presidents, (invitee: associate provost for general
studies and academic support)

Members appointed ex officio

Continuous

Appointed ex officio

At the call of the chair

Distributed to members, University Council
Members

Provost

Developsad | mpl ement s tacti cal pl ans for

Approves international travel for university employees

Approves the establishment, naming, definition, and filling offacalty
administrative positions below the level of administrativeadepent
director

Provides general administrative support for the individual initiatives of
administrators as requested

Approves the list of persons to be funded for participation in General Conference
visiting teams and standing committees (e.g., BRICOMBRISCO)

Approves changes to the university employment calendar fefacoity
employees

Allocations from matured trusts (to University Council)
Adjustments to the university budget (to Budget and Finance Committee)
Candidates for honoradegrees as per 1.B:4.1 (to University Council)
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Name:
Status:
Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Faculty Handbook Committee
Permanent
Five faculty members (one as chaidliyector of human resources

Members appointed ex offigiéaculty members other than the chair appointed
by the Faculty Senate

Continuous for ex officio; three years for faculty
Appointed by the provost

At the call of the chair

Distributed to members

Various sarces

Provost

Reviews thd-aculty Handbooln the light of internal policies and practices and
external laws and regulations
Engages in a systematic review of the major parts dfdlalty Handbook
Reviews proposechanges to thEaculty Handbookrom various sources and
refers them to the appropriate policy committee when necessary.
Considers proposed changes toRheulty Handbookrom various sources
Assures the timely editing of tf&culty Handbooko incorpoate changes
voted by the Board of Trustees

To Recommend: Changes to thEaculty Handbookto Faculty Senate)
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Name:
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Graduate Council
Permanent

Faculty member (chair), two faculty representativemfthe College of Arts and
Sciences and each school, chair of the Research Committee of the Faculty
Senate, two graduate students

Members appointed ex officio; faculty members by the deans; students by the
provost

Continuous for ex d@icio; three years for faculty members; one year for students
Appointed by the provost

Alternate weeks

Distributed to members and Academic Affairs Committee

Members

Provost

Evaluates graduate programs

Establishes academic standards for graduate education
Promotes graduate education and its marketing
Advocates for graduate students

Advocates for graduate faculty

Promotes research

Budget for graduate promoti@md scholarship (to Budget and Finance
Committee)

Definition of scholarship and scholarly research (to Faculty Senate)

Distinction between graduate and undergraduate faculty (to Faculty Senate)

Reviews and evaluates all proposals for new graduate programegntrations
in current programs and certificate programs (to Academic Affairs
Committee)

Reviews recommendations for discontinuance of graduate academic programs,
concentrations in current programs and certificate programs (to Academic
Affairs Committes)
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Name:
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Honors Council
Permanent

Director of the Honors Program (chair), a dean of men, a dean of women, dean
of the Honors residence hall, six faculty representatives from the College of Arts
andSciences, one faculty representative from the School of Business, one
faculty representative from the School of Religion, one Honors student,
(invitees: provost, associate provost for general studies and academic support,
academic deans, director of thardry)

Members appointed ex officio; faculty representatives by the school deans;
student by the Honors director

Continuous for ex officio; three years staggered for faculty representatives
Appointed ex officio

At the call of the chair

Distributed to members, provost

Members, school deans

Provost

Approves course descriptions for the Honors Program and minor changes in the
curricula

Approves faculty fothe Honors Program

Approves admissions standards for the Honors Program

Approves variances in student requirements

Approves and applies operating policies relating to the Honors Residence Hall

Appointment of the Honors director (to the post)
Major changes to the curricula and standards of the Honors Program (to
Faculty Senate)
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UNIVERSITY COMMITTEE DESCRIPTION

Name: Intellectual Life Committee
Status: Permanent
Membership: Five faculty members (one as chair), one graduate studentndesgraduate

student, (invitees: provost, vice president for advancement)

Appointment: Faculty members other than chair appointed the Faculty Senate; students by the
provost

Term: Three years for university employees; one year for students

Chair: Appointed by the provost

Meetings: At the call of the chair

Minutes: Distributed to members, president, director of university relations

Input From: Members, campus community

Reports To: Provost

Responsibilities:

To Act: | mpl ements thermMTheme of the Ye
Schedules and maintains responsibility for assemblies
Plans lectures and other intellectual activities
Organizes a variety of functions, oth
of the Yearo
ToRecommend:Uni ver sit
Ways the

o

T h e msty Councillt he Year 0 o]
e

6s A (t
Them of the Year o may be s
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UNIVERSITY COMMITTEE DESCRIPTION

Name: Library Committee
Status: Permanent
Membership: Three faculty members (one as chair), director of the library (secretary), chair of

the Graduate Council, provost, one librarian, one academic dean, one
undergraduate student, one graduate student,

Appointment: Members appointed ex officio; faculty members other than the chair by the
Faculty Senate; librarian by the director of the lijgrandergraduate student by
SALSU; dean and graduate student by the provost

Term: Continuous for ex officio; three years for university employees; one year for
students

Chair: Appointed by the provost

Meetings: Quarterly

Minutes: Distributed to membys, provost

Input From: Faculty Senate, Deansd0 Committee, Acse
Senate

Reports To: Provost

Responsibilities:
To Act: Reviews the materials budget

To Recommend: Allocations from the materials budget (to director of the lijra

Matters pertaining to the general library program, major operational policies, and
the creation of departmental and branch libraries (to director of the library)

Plans pertaining to the future collection development of the library in terms of
the variaus academic programs of the university (to director of the library)

Purchase of special collections (to director of the library)

Matters pertaining to building and renovation (to Buildings and Grounds
Committee)

Acceptance of restricted gifts (to vice pdesnt for advancement)
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Name:
Status:

Membership:

Appointment:
Term:

Chair:
Meetings:
Minutes:

Input From:

Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Rank and Tenure Committee
Permanent

Three faculty members (one as chair), chairs of the rank and tenure committees
of the College of Arts and Sciences, each schoolttentbrary

Members appointed ex officio; faculty members by the provost
Continuous for ex officio; three years staggered for faculty members
Appointed by the provost

At the call of the chair

Distributedto members, provost, president

Academic Programs and Personnel Committee of the Board of Trustees, provost,
academic deans

Provost

| mpl ements the universityéds rank and
Develops procedes relating to the processing of requests for promotion or

tenure
Reviews university rank and tenure policies

Changes in rank and tenure policies of the university (to Faculty Senate)
Changes in rank and tenure policies of the schools andltitary (to schools or
library)
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Name:
Status:

Membership:

Appointment:
Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Religious Life Committee

Permanent

Campus pastor (chair), president, vice president for student life, dean of the
School of Religion, director of residentlidé&, SALSU vice president for
religious life, (invitees: one faculty member, LSUC pastor, assistant campus
pastor, enrollment services representative)

Members appointed ex officio; faculty member by the provost

Continuous for ex offio; threeyears for faculty

Appointed ex officio

At the call of the chair

Distributed to members

Various sources

President

Plans and coordinates campus religious activitie

To Recommend: Changes to university policies pertaining to religious activities (to University

Council)
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UNIVERSITY COMMITTEE DESCRIPTION

Name: Residential Life Committee
Status: Permanent
Membership: Director or residential life (chair), all relgntial hall deans, (invitee: vice

president for student life)

Appointment: Members appointed ex officio

Term: Continuous

Chair: Appointed by vice president for student life
Meetings: At the call of the chair

Minutes: Distributed to members, vicegmident for student life
Input From: Members

Reports To: Vice president for student life

Responsibilities:

To Act: Reviews policies and procedures concerning residential life
Approves petitions for oftampus residence

To Recommend: Changes to policgeand procedures pertaining to residential life (to Student Life
Committee)
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Name:
Status:

Membership:

Appointment:
Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Scholarship Awards Exceptions Committee

Permanent

Vice president for enroliment services (chair), director of adomssand

records, associate vice president for financial administration, director of student
financial services

Members appointed ex officio

Continuous

Appointed ex officio

At the call of the chair

Distributed to members

Vice president for enroliment services, director of financial aid

Vice president for enroliment services

Approves or disapproves universftynded scholarships for persons who apply
after June 30
Approves or disapproves requests for univeffsinded scholarships outside

policy

To Recommend: Changes to university scholarship policies (to University Council)
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Name:
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
ReportsTo:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Social Committee
Permanent

Three faculty members and four staff members (one as chair), director of food
services, executive assistant to the president

Members appointed ex officio; faculty members by the Faculty Senate; staff
members by the vice presiddéot advancement

Continuous for ex officio; two years for faculty members and staff members
Appointed by the vice president for advancement

At the call of the chair

Distributed to members

Members

Vice president for advancement

Plans social activities for the faculty and staff

To Recommend: At least one event per quarter, including the awards banquet (to Executive

Committee)
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Name
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:

Minutes:

Input From:

Reports To:

Responsibilities:
To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Strategic Computing Advisory Committee

Permanent

Director of information technology (chair), manager of database support
services, manager of infrastructure, manager of web and media development,
manager of technical support, di@cdf the library, representative of Student
Life, two faculty members, representative of Admissions and Records,
coordinator of course management, associate vice president for financial
administration, provost

Members appointed ex officicaculty member by the Faculty Senate,
Admissions and Records representative by the director of admissions and
records; Student Life representative by the vice president for student life
Continuous for ex officio; two years for others

Appoirted ex officio

Semiannually or at the call of the chair

Distributed to members, vice president for financial administration, provost

Various sources

Vice president for financial administration

Reviews and evaluates the computing information needs of the university

Medium and long range strategic directions for the use and deployment of
information technology at the university (to director of information
technology)

University-wide policies regarding the use of computer technology on campus
(to University Council)
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Name:
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:

Minutes:

Input From:

Reports To:

Responsibilities:
To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

Strategic Planning Committee
Permanent

President (chair)ice pesident forommunication andhtegrated rarketing
at least eight faculty members and/or staff

Members appointed by the president

Continuous

Appointed ex officio

Monthly or at the call of the chair

Distributed to members, invitedsaculty Senate Steering Committee
All campus entities

University Council

Oversees and assesses implementation of strategic goals

Regul ar updates to t he varsityiCouaal)si t yos
Priorities for strategic goals (to University Council)
Implementation of strategic goals (to Executive Committee)
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Name:
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Student Awards and Scholarships Committee

Permanent

Vice president for advancement (chair), vice president for enrollment services,
associate vice president for financial administration, director of alumni relations,
one staff member from enrollment services, one faculty representative from each
school and the éhors Program (invitees: director of student financial services,
director of student accounts)

Members appointed ex officio; staff member by the vice president for enroliment
services; faculty representatives by the academic deans; HongrarRro
representative by the Honors director

Continuous for ex officio; until replaced for staff and school representatives
Appointed ex officio

At the call of the chair

Distributed to members

Members

Vice president for advancement

Disburses endowed scholarships to students according to donor stipulations
Coordinates the awards assembly and donor luncheon

To Recommend: (This committee has no recommendation respoitgbil
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Name:
Status:

Membership:

Appointment:

Term:

Chair:
Meetings:
Minutes:

Input From:

Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Student Life Committee
Permanent

Vice president for student life (chaiAssociate Vice President/Dean of Students
(vice-chair),residential hall deans, campus pastor, chair of #aBment of

Health and Exercise Science, director of advising and orientation, director of
athletics, director of the counseling center, director of health services, director of
residential life, director of securitglirector of student activitiesyo faculty

members, two students, two resident assistants, (invitees: assistant campus
pastor, director of the learning and testing center, director of property
management, LSUC pastor, LSUC associate pastor, president, provost)

Members appointeelx officio; faculty by the Faculty Senate; students by
SALSU; others by the vice president for student life

Continuous for ex officio; three years for university employees; one year for
students

Appointed ex officio
Monthly orat the call of the chair
Distributed to members

Members, Residential Life Committee, Studémdicial Committee, Student
Senate

University Council

Decides on all student discipline appeals
Dewelops and implements new policies within student life

To Recommend: Changes to thS8tudent Handboofto University Council)
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Name:
Status:

Membership:

Appointment:

Term:
Chair:
Meetings

Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Undergraduate Admissions Committee
Permanent

Director of Admisgns and Records (secretary), one faculty representative from
the College of Arts and Sciences and each school, one representative of
Enrollment Services, one additional faculty member, one representative of
Academic Administration, one representative tofdgnt Life, (invitee: director

of the Division of Continuing Studies)

Appointed ex officio; faculty by the deans and the Faculty Senate; others by the
provost and vice presidents

Continuous
Appointed by the provost
At the call of the chair

Distributed to members, director of advisement and orientation, registrar, deans,
provost, and vice presidents

Members

Provost

Rules on appeals from applicants wiawd been denied admission by the Office
of Admissions or from a member of the faculty or staff

Rules on requests from the Office of Student Life or a faculty member to
review the appropriateness of the admission of an applicant who meets the
guantitative dmission requirements

Determines the information required from applicants for undergraduate
admission or readmission

Submits an annual summary report to the Faculty Senate regarding the
exceptions to undergraduate admissions policies it has approved

To Recommend: Undergraduate admissions policy changes (to Faculty Senate)
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Name:
Status:

Membership:

Appointment:
Term:

Chair:
Meetings:
Minutes:

Input From:

Reports To:
Responsibilities:

To Act:

To Recommend:

UNIVERSITY COMMITTEE DESCRIPTION

University Council
Permanent

President (chair), provost, vice presidents, academic deans, associate provost for
generaktudies and academic support, associate vice president for financial
administration, chair of the Faculty Senate, cklact of the Faculty Senate,

chair of the Strategic Planning Committee, executive director of university
relations, director of informazn technology, campus pastor, president of

SALSU

Members appointed ex officio
Continuous

Appointed ex officio

Alternate weeks

Distributed to members

Faculty Senate, Strategic Planning Coneeit Academic Affairs Committee,
Budget and Finance Committee, Student Life Committee, members

President

Considers recommendations from the Faculty Senate, Strategic Planning
Committee, Academic Affairs Committeeud@yet and Finance Committee,
Student Life Committee, other campus committees, and members

Approves repairs and renovations to campus buildings outside the capital budget
within a cost range per project as voted by the Board of Trustees

Canddates for appointment to or resignation from the following positions:
provost, vice presidents, deans, directors of administrative departments,
chairs of academic departments, and faculty; for retirement; for promotion in
academic rank; for tenure; or feabbatical leave (to Board of Trustees)

All matters from campus governance bodies and administrators (to Board of
Trustees)

APPENDIX to PART |

Pagel09 Edition: 07/01/10



UNIVERSITY COMMITTEE DESCRIPTION

Name: University Studies Council
Status: Permanent
Membership: Associate provost for generduidies and academic support (chair), course

team leaders, coordinator of service learning, director of rhetoric across
the curriculum (RAC), three faculty representatives from the College of
Arts and Sciences, one faculty representative from each ofttbe ot
schools, (invitees: provost; academic deans; chairs of the departments of
English and Communication, Mathematics, and Computer Science, World
Languages, Health and Exercise Science; director of the lilaliaegtor of
admissions and reconds

Appointment: Members appointed ex officio; representatives by the deans
Term: Continuous

Chair: Appointed ex officio

Meetings: Alternate weeks or at the call of the chair

Minutes: Distributed to members

Input From: Various sources

Reports To: Provost

Responsibilities:

To Act: Advises and assists the director of University Studies
Coordinates between various courses in the University Studies program
Oversees all policy aspects of the University Studies program, including
requirements and course descripsion
Approves exceptions to the University Studies program

To Recommend: Changes to the policies relating to University Studies (to Faculty Senate)
Changes to the University Studies curriculum (to Faculty Senate)
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Name:
Status:

Membership:

Appointment:

Term:

Chair:

Meetings:
Minutes:

Input From:
Reports To:
Responsibilities:

To Act:

UNIVERSITY COMMITTEE DESCRIPTION

Web Committee

Permanent

Vice president focommunication anthtegrated marketing (chair),
director of internet technology (vice chawebmaster (secretary),
associate vice president for financial administration, executive dirafctor
university relations, director of marketing, director of institutional
researchone representative each framvancement anehrollment
servicesandstudent life director of the division of continuing studies, one
representative from each of the f@shoolsone faculty member
Members appointed ex officioniversity department representatives
appointed by their respective vice presidestipol representatives
appointed byheirrespective deanfaculty membeappointed by faculty
senate

Continuous for ex officiothreeyear termgor all others

Vice president, communication and integrated marketing

At least once per quarter

Distributed to members, provost

Various sources

Provost

Web policies for the university

To Recommend: Aspects of web design and navigation
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Part Il, Section 1

UNIVERSITY ACADEMIC POLICIES

1.1  General University Academic Policies

1.2  Additional Individual Stool Policies

1.3 List of School Policies

1.4  Academic Authority

1.5 Creation, Maodification, or Elimination of Academic Entities
1.6  Off-campus Programs

11

1.2

1.3

General University Academic Policies

Included in this part of thEBaculty Handboolare the universiy 6 s pol i ci es r el &
academic practiceés presented, they indicate minimum standards and apply to all schools.
However, a school may be more restrictive in its policies.

Additional Individual School Policies

In addition to universitywide policiesrelating to academic practices, policies may be
determined as each school deems appropriate. These policies are subject to review by the
Academic Affairs Committee and the Faculty Sendfgon appropriate review, these

policies may be published in the uersity Bulletin.

List of School Policies
Included in the areas for which schools determine academic policy are the following:

(&) requirements for various degree and certificate programs including residence
requirements.

(b) addition and/or deletion of courses.
(c) specific provisions for repeating a course (see 11:6.6).

(d) regulations and procedures relating to the evaluation and/or recording of continuing
education credit beyond what is established policy.

(e) class attendance requirements.

() student recognition at commencemh on the basis of either or both of the following: the
Honors Program, or the grade point average (see 11:9.7).
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